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ABSTRACT

This dissertation is concerned with the survey of the high rate of failures in shorthand. This enables the researcher to have a broad and elaborate knowledge of the problem faced by shorthand students and how they can be tackled. 

Shorthand, formally known as phonograhy is an art; a time saving system of writing by sound. The advantage can be blurted due to the excessive rate of failure. 

This dissertation covers the background of the study problem and signification of shorthand. It discusses some of the concepts that will be of immense help to the writer such as mastery, basic skills, aural comprehension and method of teaching research methodology and   design used by the researcher in this study is also discussed. 

The and  it is of the data collected were also presented. A survey of the high rate of failures in shorthand were also enumerated.

CHAPTER ONE
BACKROUND TO THE STUDY 

Shorthand is the art of representing spoken sounds by written signs pitman shorthand  provide a ways of  representing every sound heard in English words. 

Samaha (1973: 112)  defines shorthand as a method of writing rapidly by substituting characters, abbreviations, or symbols for letters, words or phrases. 

Isaac pitman published the first edition of his shorthand system in 1837. He spent half  a century improving it, and the great work has since been continued by several generations of expert writer and teachers. 

Millions have used this system as a means of earning a livelihood, and today, throughout the world wherever accurate and immediately  legible recording of  spoken English is reguired in parliament and congresses of every size. 

Isaac pitman devised his system after profound and epock making study of the phonetic structure of the English language. The system is a result of his scientific analysis. Systems before pitman and even systems in use today, could achieve speed only through the laborious memorization of hundreds of special forms and arbitrary abbreviations. In pitman shorthand speed and facility of writing and safety of   reading are achieved by following a coherent and comprehensive scheme: each individual sound has its signs and  sounds of the same family have signs with an appropriate family likeness, after a little practice the signs seen to produce  themselves like snapshots from the sounds and the sounds themselves seem to speak from the written page. 

Historians date the beginning of shorthand with the Greek historian xenophobe, who used an ancient Greek system to write the memos of secretes. In the fourth century B.C Marcus Tulluis Tiro, a secretary to the Roman Orator cecero, invented a  shorthand system called Tiroman According to stoddard and scalter good (1983:93) the time that Tiro invented his system was not quite clear and some people so as far as to say that he stole a system used in Greece. However, most  agree that  Tiro’s notes were the first organized system that enabled a writer to  take down notes as fast as they were  said. 

Although, shorthand writing has undergone many modifications since its invention, the gregg and pitman methods are the beast known system using symbols. About 1913, shorthand  written by machine was introduced and Gregg simplified version of shorthand written by machine was introduced in 1949 revised in 1963) and in the latter part of 20th century, the use of shorthand machines became widespread. 

In 1973, institute of management and technology started offering secretarial study as a course. 

In 1989, the N B Y E introduced advanced transcription in the curriculum and course specification studies lectures in this department relied on dictation and general principles and techniques of writing and subsequently transcription in type writer. Shorthand and has been the bare of most students. Shorthand as the name suggests spells terror and doom to the students with exeption of a far.

The pitman organization has carried out series of research and emerged with some teaching methods, techniques and even the publication of books, programmed to enable students so through this course with minimum rata of failure. However   the government  infura approved several commercial schools and colleges where shorthand is being taught attend extra classes in the   evening. Like institute of management and technology, students are being divided  into groups to create attentiveness  and interest from the students. 

Inspite of these the problem of high rate of failures in shorthand still persist.  

1.2 STATEMENT OF PROBLEM 

Shorthand in business today is basically English. Writers/ students in this country have had to endure lots of problems in the writing of shorthand due largely good facilitators ignorance on the part of student etc. this leads to the high rate of failures in shorthand.

The problem of shorthand is not hinged on the subject propert. Most students come in with already ill convinced belief that shorthand is a difficult subject; every subject is difficult, and there are experts in all subject. This has been identified as contributory toward students high rate of failures in the subject, shorthand like mathematics is expected to have its peculiar methods and problems among others. Student ill-convinced motion that shorthand is a difficult subject inflicted a lot of psychological damage to their understanding of shorthand. It gave rise to many needs and imagined problems which hinder the much desired progress in shorthand. Some students are interested in the course but when they encounter minor problems, their interest fizzle out, the high rate of failures in shorthand is also due largely to the fact that students treat shorthand like any other  suject. They study only at the approach of an examination (i.e. when it is already too late to get the skill and the speed students should know from the earlier stage that shorthand is a delicate subject and must  be learned with assurance confidence, and consistent studying habits. It is not learned with nervousness. 

1.3 PURPOSE OR OBJECTIVE OF THE STUDY:

 
The falling are in purpose of their study survey mirity high rate of failures in shorthand.

The study will 

Survey  the high rate of failures in shorthand 

To identity the high rate of failures in shorthand.

Find out if the students are responsible for their failures

Find out if the teachers are responsible for the student failures.

 Identify the role of the school authorities in alleviating the problems facing the teaching and  learning of shorthand.

1.4 SCOPE OF THE STUDY 

This research work covers the department of the secretarial studies institute of management and technology Enugu.

1.5 RESEARCH QUESTIONS 

(1)
What are the causes of high rate of failures in shorthand?

(2) How can problem be solved?

(3) Would you attribute this failure rate to the students?

(4) Could  the rate of failures be attributed to the lecturers?

(5) What are the contraption of the school authorities alleviating the problem?

17 SIGNIFICANCE OF THE STUDY

The important of the study is to survey on the high rate of failures in shorthand. The study is  contributing to the remedy of high rate of failures among the students . it will help education planners to find lasting solutions to the  problems created by the  by the subject to students there by improving their performance in the subject and creating more positive altitude towards it. 

The study shall also be beneficial to new intakes who are about to commerce studies in shorthand. It will help them to have the right altitude  and orientation in the field of shorthand. It will also serve as a source of information  to those aspiring to do shorthand at higher levels. The study will help facilitators lectures to visualize the type of problems student of shorthand are bonnbd to encounter    and to device ways of handling then it will also help the researcher in   widening her know ledge  of shorthand.

1.6
RESEARCH    HYPOTHESIS

The following research hypothesis  are to be answered before the end of this work:

(1) Shorthand is the  most problematic course among all courses offered by secretarial studies.

(2)  One particular sex perform better in shorthand than the other.

(3) Problem of shorthand  hinges on lack of teaching material for the course. 

(4) Past students of secretarial   studies land shorthand as a difficult courses.

CHAPTER TWO

2.0 LITERATURE REVIEW 

Shorthand has  had long history in it’s development and  use closely parallel the development and use of long hand. there are considerable evidence that shorthand was in use before the beginning of the christianera. The  early Greeks have been  employed to take down lectures. And record poems recited at such national meeting as the Olympic games in abbreviated writings. 

To day, business men and  professional make use of shorthand to  enable the writer  acquire speed, skill and efficiency.

Omege, I. C. (1993) who delivered a  paper to the national association of student secretes (NASS) of the federal polytechnic, Bauchi define shorthand as any sign  written to represent something which is meaningful to the writer in my own definition shorthand is known as a time saving system rate of  failures in shorthand had been an age long disease to the people on the profession from secondary commercial schools. Shorthand is phonetic and makes  use of English language.

Union T.A (2002) Chief lecturer in the department of secretarial studies, Kogi state polytechnic Lokoja, advice student who are beginner in this field to ensure that the language operation which is English should be polished and improved upon. This will go a long way into assisting in easy understanding and application of the principles. This is instrumental to the compulsory credit pass in English language at olevel as a pre requisites for entry in the profession. The following are some of the  basic skills which help the students to perform efficiently in shorthand.

2.1 MASTERY

According to hornby (1989) ‘Mastery is the art of having complete control knowledge of something. There fore, the mastery  of shorthand involve the learning of the consonants vowels signs short forms phrases, contractions, paper placement position writing and the movement of one’s writing material. For a shorthand learner to master the art of writing easily, the pen or preferably the pencil with fine rib should be held hightly not grabbed as is the case with long hand writing the fore arm should rest on the desk while the wrist should be flexible allowing only the little finger and probably the next one on it to glide along the line of writing smoothly. The student should not forget that he is learning to write by sound not by spelling. The sounds are represented by district signs which can not be mixed if care fully observed.

Agbo (2004) emphasized that for a student to perform better in shorthand, the student should be a fast writer. The introduced to the student the timing system of writing from 1-100 to test the speed of writing which he said will help to increase he said will help to increase the speed of writing shorthand      

Udenuagwu (2005) emphasized on the  need for sound knowledge of English language. He points out that a shorthand writer needs the skill of quickly grasping the meaning of the passages well as applying techniques in order to help the writer to meet up with the speed of dictation. It means that for a shorthand he must acquire a mental analysis  of the sounds of words, chooses to write and be able to exercise it without conscious effort.

2.2 BASIC SILLS:

Skill  is the ability to do something well through practice. Tonne Ojuchukwu (1999) et all believed that skill is based on the use of one’s knowledge effectively and readily in executions performance or the habit of doing any particular thing completely.  

For a learner to acquire the basic skills, he must be able to exercise the acquired knowledge effictively, demonstrate it well with complete control of the  activity. 

The student shoujld thonoughly master the rulers, principles, techniques and apply it through constant practicer constant reading of shorthand  and drilling will help the student in forming adequate style of riting although shorthand style  varies a little from one person to another with the same strokes but different outlines. The most important aspect of shorthand is to be able to re-read onme’s outline and transcribe it efficiently because a  given symbol may represent two or more words.  This gives rise to some principles that should be considered. 

Canning (1976:88) presented four essentials elements to which concentration must be given, they are: 

1. Lightness of touch: He supported smiths (1970) theory that lightness is a factor in speed. The pen or pencil lightly and in a manner as to permit easily written character and allow easy identification of the thick and light stroke

2. Speed and cursive:  T acquired speed  in writing the student need to be cursive in writing, according to pitman (1845)  to promote expedition in writing the advanced photographer may join two or more words together and this sometimes express a phrase without removing the pen. A beginner tends but with constant practice the accelerated speed will be achieved. 

3. Uniformity  Distinction of size: caring (1976:89) stated that students should be allowed to write nationally provided that the style adopted is not exaggeratedly large or small as to pose real problem of legibility”. The studies should have uniform length and distant distant for head  and light strokes. 

(4)
Correct Formulation: shorthand outlines must be carefully written so that a good formation would result. This helps the shorthand writer tremendously in the course of vowels also help in transcription of outline. 

2.3 AURAL COMPREHENSION:

The concept aural comprehension is listening and understanding  and the conduct of every day life depend on the to and for of the spoken word. Every teacher of  the office skill realizes soon after beginning to teach how vital a part of the student success or lack of it depends on how well they can listen and understand which is demanded for the three or four  minutes or more at a time a classroom instruction and the recording from the spoken world that is involved in writing shorthand or typing from avoid. 

Canning (1974) presented some factors that hampers understanding. 

Acuteness of hearing He stressed that it one can not hear, he can not understand, and if he can only hear with difficulty or have to strain to hear his understanding is bound to be less. This may be caused by actual hearing defeats or inadequacy on the part of the speaker or of the  speaker or of the environmental conditions of listening.

2). PRONUNCIATION AND SPEED CHARACTERISTICS:]

English language  is the most commonly used language in the word today most people still find it difficult in differentiating between vowels consonants such as sound from R sound. 

Canning said that familiarity with and a basic intellectual grast undoubted element in  aural comprehension and that students should know the English structures and punctuation for a reasonable  and progressive  framework for understanding.

3).
VOCABULARY: Obviously if very limited understand will be less and the failures to grasp several word in a statement will lead to a general waste of concentration and  interest so that the whole will suffer from the part. 

Pitman (nd. 104) observed that  perhaps the most important asset of a stenographer is a sound knowledge  of words that is to know the meaning of many word and their shorthand outlinne 

Canning said also that the study of shorthand is itself a valuable means of improving vocabulary.

(5) Idioms And Interest: English language is rich in idioms and figurative expression. Shorthand students are advised to work on understand and learn idioms.

The subject matter of what is being listed toi further important factor in comprehension. When a student have a natural interest a content, his  listening will be correspondingly more concentrated  and he will in consequence understand better. 

Generally student are much more used to absorbing what they can see than what they can hear and they will learn still effectively if they can see and hear simultaneously canning gave five facts to illustrate this 

(i)
Giving daily listening practice.

(ii) Extending the content range beyond the narrow business field into topics of basic  interest today e.g population etc. 

(iii) Using script plu speech before using speech alone 

(iv) Fostering concentration by every possible means such as: the deliberate mistake  the request for a repletion of the last six or seven words searching questions on detail and a reprise asking for the missing word. `

(v) By  using the situation techniques as in e.g a tape or cassette in which the student listen to two or three different voices discussing in a particular situation. 

2.4 METHOD OF TEACHING: 

Shorthand teacher has every right  to decide on what method of teaching to adopt. It is necessary for him to consider the students the school and its nature the4 time of meeting periods of teaching text books and his own training experience. Shorthand teacher is very important in imparting shorthand skill to students. There are so many problem even counseling that the student need for adjustment. Without the teachers, these may in some cases, weigh the students down discouraged shorthand teacher must himself be a  master. No one teaches what he does not know. Even as shorthand expert, the teacher should continue to practice his shorthand so as to be able to demonstrate every principle for the student to see. In imparting a skill like. Shorthand the rule should be giving example through demonstration rather than asking the student to do as he said

The teacher should mind his pronunciation since shorthand is based on sound rather spelling. He should given equal attention to all student and make them to know the objective of the lesson or course that is being to able to writer from dictation and transcribe it. Teacher should ensure that the student understand one principle and are able to prove this through evidence of efficient drill and practice and also  mastering the “task your self “ units of each principle before they are allowed  to process to the next principle. Giving sufficient assignment and correcting students will faciliate mastery. As soon as sufficient ground is covered dictation should introduced to test the ability of the students. In either case, students should be made to read back their own shorthand outlines. Teacher must see that the students understand the mechanics of the New Era system and that position writing  must be followed and even  strictty observed from the beginning. This is an area that deeply tests the knowledge of  the shorthand principle and the basis of the whole system. 

LESSON PREPARATION

Time spent on careful preparation can bring reward in the form of  self satisfaction and student success. 

According to Titterton (1974) Teacher of shorthand should before dictating a passage read through it and note any specially difficult words or phrases that are not familiar to the students during  the dictation  and teach them before or after the dictation. 

Titterton (1974) said that the teacher must be well organized in his preparation an sollows 

(a) The class and its individual problems must be nborne in mind when lessons are prepared. 

(b) All class work and time must be carefully planned with as little wastage as possible.

(c) Full utilization of material available 

(d) Improving where necessary on materials. 

(e) Careful study of feedback from student’s since it is the best check of success or failure 

TEACHING TACTICS

Tetterton (1974) suggested various ways of teaching shorthand. The class can be divided into group to create attentiveness from the student. The group can all participate in drilling and reading back from dictation from their own notes  this will help the student in forming a correct style of writing and recognizing the symbols. Again if an avoid trainer system is in use speed development can be assessed and a careful note made of student progress. 

According to pitman tape recorder is important in the teaching of shorthand because it provide shorthand practice from recorded dictation while the teacher can move freely round the classroom looking variety not only in subject but also with different voices and different accents.

CHAPTER THREE
3.0 METHODOLOGY 

This chapter deals with the method and produces adopted by the researcher to carryout a research work 

3.1 RESEARCH DESIGN

The research is a survey research by design because the researcher will make use of interviews and questionnaire item to illicit information from the respondents. In order word it involves a fieldwork. 

3.2 AREA OF STUDY 

The study was carried out  in the department of secretarial and business education department of institute of management and technology Imt Enugu 

3.3 POPULATION OF THE STUDY 

The population of the study consists of 120 made up of the following 

(a) Department of secretarial studies 180 

(b) Department of business education 60 total 120.

3.4 SAMPLE AND SAMPLING TECHNIQUE 

A random sampling techinque was used to select 120 out of the entrie population  is my candid opinion that the number is a fair representative of the number under study. The random choice was also made to give everyone equal chances for participating in the study 
3.5
INSTRUMENT OF DATA COLLECTION

Data were collected through primary and secondary sources. 

(a) PRIMARY SOURCE OF DATA 

Information were collected from the students  and lecturers of the two departments under study 

(b) SECONDARY SOURCE OF DATA 

Information were  gotten from the newspapers, magazines textbook which qnligheried the prefect. 

3.5 VALIDATION AND RELIABILITY OF RESEARCH INSTRUMENT

To ensure that the item on the  questionnaire  and the interview question were valid they were handed over to the experts which after going through and making all the necessary comments, I took it to my prefect supervisor for necessary modification and later approved the questionnaire for use. 

The questionnaire were tested with two lecturers and twenty students of secretarial studies department of osisatech Enugu. Consequently upon the success of this pre test the questionnaire were finally administered to respondents in Imt Enugu. 

3.7
METHOD OF ADMINISTRATION OF THE RESEARCH INSTRUMENT 

 The researcher  went  personally with due permission and co- operation of respondents conducted a   successful study. Questionnaire were administered  randomly to 120 respondent  chosen  randomly from  present ND II, HNDI, HND III of the departments of secretarial studies and Business Education. 

3.8 METHOD OF DATA ANALYSIS 

The method used for analysing data collected from the study was a simple percentage. This method was adopted because of the simple nature and understanding by average.

Example: The formular for data analysis      F  x  100







N
1








%   = Percentage 








F   = Frequency of  respondent 

N =Total number of respondent

15  x  100= 150  = 21.4 

                                                                         70         1
   70 

	QUESTIONNAIRE
	NO OF RESPONDENT 
	PERCENTAGE

	Questionnaire distributed 
	     120
	                

	Questionnaires returned 
	          110
	                   92%      

	Questionnaire not returned 
	           10
	                   8 %

	Total 
	           12
	                 100% 


The figure above shows the percentage of questionnaire returned. A total number  of 120 questionnaire were administered and 110 representing 92 % were returned. 10  questionnaire representing 8% were not returned. This shows the validity of the research. The corespondents were asked in the questionnaire to indicate their response by marking X in the boxes provided. Through all the questions were not ticked it was and open questionnaire the method done was random sampling.

CHAPTER FOUR

4.0 DATA PRESENTATION AND RESULTS 

RESEARCH QUESTION ONE 

What are the causes of the high rate of failures in shorthand 

Question 1
Which sex do you think fail shorthand mostly?

Table 1

	Alternative response
	No of responses 
	Percentage

	Male 
	80
	74 %

	Female
	30
	26 %

	Total
	110
	100%


From the above table 80 respondents (74%) were of the view that male students fail shorthand more than female student while 30 (26%) respondents agreed that female students fail shorthand more than male students. 

Form the study it is clear that male student fail more than female student which contribute to high rate of failures in shorthand. 

QUESTION 2 

(a) Do you share the view that the rate of failures in shorthand is high?

	Alternative 
	No of responses 
	Percentage

	Yes 
	65
	59 %

	Not 
	45
	41 %

	Total 
	110
	100%


(b) If yes do you think the following could be contributory?

TABLE 2

	ALTERNATIVE RESPONSE
	No of response
	Percentage

	Lack of qualified lecturers
	30
	27%

	Student altitude towards the course
	25
	23%

	Poor knowledge of  shorthand principles rules and techniques
	45
	41%

	Lack of guidance
	10
	9%

	Total 
	110
	100%


Form the above table , it has been shown that 30 (27%) respondent were of the view that lack of qualified lecturers cause high rate of failures in shorthand. Also 25 (23%) 45 (41%) and 10 (9%) respondent were  of the opinion that shorthand student fail the course massively. 

QUETSION 3 

Do you of  agree a fore knowledge of what is to be dictated could improve students performance?

TABLE 3 

	Alternative responses
	No of response 
	Percentage

	Yes
	40
	36%

	No
	70
	64 %

	Total
	110
	100%


 From the above table 40 (36%) respondents were of the opinion that a fore knowledge of what is to be dictated could improve students performance while 70 respondents representing 64% took disagree.

QUESTION 4

Why do you like to study shorthand?

Table 4

	Alternative response 
	No of response 
	Percentage

	You find it as an interesting course
	55
	50 %

	Because your fried is doing the course
	40
	37%

	You have no alternative
	15
	13%

	It is uncreative
	-
	-

	Total
	110
	100%


Juding from table 4, it could be seen that 55 respondent representing 50% were of the opinion that shorthand is an interesting course 40 respondents representing 37% study shorthand because their  friend is studying course 15 respondents representing 13% have no alternative while uncrative is dash. 

QUESTION 5 

How often do you drill shorthand at home?

	Alternative responses
	No of responses
	Percentage

	Daily
	50
	46 %

	Weekly
	45
	41 %

	At your descried time
	15
	13%

	Total
	110
	100%


In view of the above table, 50 (46%) respondent were of the opinion that shorthand should be drilled at home daily, 45  (41%)  agreed weekly while 15 (13%) respontent agreed at their desired time. 

Therefore we can rightly infer that daily dilling helps to wipe away high rate of failures in shorthand.

QUESTION 6

Is good background knowledge of English Language relevant to the study of shorthand?

Table 6 

	Alternative response 
	No of response
	Percentage

	Yes
	75
	68%

	No
	35
	32%

	Total
	110
	100%


From the above table 75 (68) respondents answered in affirmative while 35 (32%) respondents answered negatively.

QUETSIUON 7 

If your answer to this question is yes how it be improved upon 

Table 7 

	Alternative response
	No of response 
	Percentage

	Student be encouraged to read English prose extensively
	45
	41 %

	Study of English language should be made compulsory to all classes of  secretarial student
	               65 


	                59 %

	Total 
	                110
	                 100%


In view of the above 45 (41%) respondents were of the view that English language is relevant to shorthand and because of this that student should be advised to read English prose widely while 65 (59%) respondents in addition to agreeing with the fact that shorthand was built oin English language alsox stated that English language should be made compulsory for all shorthand students. 

However it has been proved that lack of good knowledge of English language contributes to poor performance in shorthand 

QUESTION 8 

Do you  think shorthand is still used in our modern offices? 

Table 8 

	Alternative response
	No of response 
	Percentage 

	Yes
	45
	41 %

	No
	65
	59 %

	Total
	110
	100%


In view of the forgoing 45 (14%) respondents agreed that shorthand is still used in our modern office while 65 (59%) respondent disagree 

QUESTION 9 

Among all courses offered by your department is shorthand the most difficult?

Table 

	Alternative response 
	No of response
	Percentage

	Yes
	65
	59 %

	No
	45
	41 %

	Total
	110
	100%


From the above illustration on table 9 65 (59%) respondent  were of the opinion that shorthand is most difficult course among all courses offered by both secretarial and business education department while 45 (41%) respondent believed in the opinion that shorthand is not the most difficult of all course offered by these two departments. 

In line with the above  it has been recognized that shorthand is a difficult subject. It there fore become imparative that student should devote extra hours studying shorthand. 

QUESTION 10 

In what way would you rate the teaching method used by your shorthand teacher.

Table 10 

	Alternative response
	No of response
	Percentage

	Poor 
	15
	13%

	Satisfactory
	45
	41%

	Excellent
	50
	46%

	Total
	110
	100%


From the above table, 15 (13%) respondent were of the view  that the teaching method used by their shorthand teachers are poor 45 (41%) respondent satisfactory while 50 (46%) respondent resprenting 46 were excellent.

QUESTION 11 

Do you agree that the marking scheme used in the institution is fair and encouraging? 

Table 11 

	Alternative response
	No of response
	Percentage

	Yes 
	65
	59%

	No
	45
	41%

	Total
	110
	100%


From the above table 65 (59%) respondent were of the view that the marking scheme used in the institution is fair and encouraging while 45 (41%) disagree.

QUESTION 12 

Is there anything done by the school authorities in alleviating the problem? 

(a )
Is there a well equped shorthand laboratory in the school for shorthand lessons.

Table 12 

	Alternative response
	No of response 
	Percentage

	Yes
	35
	32%

	No
	75
	68%

	Total
	110
	100%


In view of the above table 35 (32%) respondents were in the view that there is a well equiped shorthand laboratory in the school for shorthand lessons while 75 (68%) respondents disagree.

(c) what has the school authorizes done in alleviating the problem.

Table 12b

	Alternative response 
	No of response
	Percentage

	Yes
	35
	32%

	No
	75
	68%

	total
	 110
	100%


35 (32%) respondent said yes while 75 (68%) said no.

QUESTION 13

What other factors do you think are responsible for student poor performance in shorthand?

Table 13

	 Alternative response
	No of response
	Percentage 

	Irresponsibility on the part of students
	30
	27%

	Lack of student shorthand writing material
	30
	27%

	Government reglects of its obligations to educational institution
	50
	46%

	Total 
	110
	100%


From table 13, 30 (27%) respondent were of the view that poor performance in shorthand was caused by carelessness among student in addition to other factor highlighted in the previous pages while 50 (46%) respondents were of the opinion that government was responsible for the fross inefficiency of student in their various discipline this is because government abandoned all its obligation to both student and educational institution and as a result many  institutions crumbled and general standard of education fell drastically.

Also 30 (27%) respondent agreed that lack of students shorthand writing material contributed to poor performance in shorthand. Student could no longer buy essential shorthand writing material like note book pen pencil etc because of like in prices. All these contribute to high rate of failures in shorthand. 

SUMMARY OF RESULT FINDING 

The high rate of failure in shorthand among secretarial student in the department of secretarial studies of the institute of management and technology imt Enugu as the topic of this project has been analyzed in chapter four and from the observation it would be deduced that a number of   factors rauging from inadequate shorthand teaching and learning equipment  lack of lecturers lack of interest in the subject by student etc  were responsible for this ugly development in recent time. 

4.2 FINDINGS

From the responses to the questionnaire and personal interview conducted the following were found.

1. The high rate of failures in shorthand can not be pin pouinted to a particular set of person.

From the information in  research question 12 and 13, it shows that the student teachers and the  school authorities have a significant role to play to help alternating this problem. 

2. It has been established in our dstudy that there are possible solution to the high rate of failures in shorthand. It has been discovered froim the questionnaire that if students devote more of their time in daily practice. This will enable or help them excel 40 respondent representing 36% were of the opinion that a fore knowledge of what is to be dictated could improve student performance as in research question 3.

3. The student have a major part to play in their success or failures from the questionnaire No 4B it has been seen that 37% of students are studying shorthand because their friends are studying the course or because they have no alternative.

4.  The teachers of the course, shorthand have a vital part to play in bringing up their students with an adequate knowledge of shorthand principles and improving in their teaching methods.

5. The researcher also discovered that the school authorities have a lot to play in improving both the student and teachers welfare and improving the environmental condition of the department of secretarial  studies.

6. It has been shown that adequate awareness on the benefits desirable from secretarial profession is not given . this should be adhered to as it will put students in position of aspiring to do better these leading courses and quality as secretarial. At this point, it is noted – worthy to point out that a good secreting  is a hot cake in the labour market and a pricket her organization. The profession is not what  one can acquirer without dent of handwork

Finally, the number of contact hours for shorthand per week should be  reviewed upwards. Following the discovery that shorthand is a skillful and its contacts hours should be consistency, and dexterity. 

CHAPTER FIVE

5.0 DISCUSSION IMPLICATION RECOMMENDATION 

5.1 DISCUSSION OF RESULTS 

In research question (1) one table one, shows an insight of the high rate

of  failures in shorthand as seen by the students. 

Research question two shows students altitude towards the course as in question “B” 23%

From the research question (3) three it shows that 36% agreed that a fore knowledge of what is to be dictated could improve studentsperformance as against 64 % ,

In research question (4) 13% have no alternative in studying the course 

From the research question (5) five  13 % shows that students dirll shorthand at their desired time while 46% 41% agreed on daily and weekly dialing.

In research question six(6) 32 % said good background knowledge of English language is not relevant to the study off shorthand  as  against 68%  4 % 

Research question (7) shows that reading  of English prose by the student extensive will improve students performance. Also 59% agreed on secretarial students. 

Research question 8, 9, 10, 11, shows that 59% against 41% think shorthand is no longer used in our modern office   the same were of the sporran that shorthand is the difficult as against the other. 

59% agreed that the marking scheme is encouraging against 412% 13% rate the teaching method used by the shorthand lecturer poor 41% satisfactory, 46% excellent 32%  agreed there is a well equiped shorthand liberation in the school for shorthand lessons while 68% disagreed. 

 In research question (13) 30 (27%) were of the view that poor performance was caused by carelessness 27% lack of writing material 46% govt. reglects of obligations to educational institution. 
5.2 CONCLUSIONS 

The following conclusions have been drawn from the relevant major finding  from the relevant major findings of the study.  From the analysis of data, if could be high rate of failures in shorthand in higher institation of learning these can be attributed to. 

(a) Altitude of students to the course 

(b) Poor knowledge of shorthand principles teechniques and niles. 

(c) Lack  of adequate and qualified teachers and conducive  atmosphere for learning 

From the findings it was also discovered that 37% of student are studying shorthand because their  friend are studying the course or because they have no alternative.

From the findings, it shows that if the school authorities equip language laboratory it will help the student in alleviating the problem of high rate of failures.

5.3 IMPLICATION OF THE RESULTS 

(1) The institution must ensure that the number of student’s admitted tally with her available facilities and equipment’s. 

(2) Should plan its activities to reflect the requirement of the national Board for Technical Education.

(3) Department should regulate the activities of both lecturers and students.

(4) Ensure enough contact hours allocated to skill course especially shorthand.

(5) Ensure that seminar workshop is organized from time to time to improve teaching and learning.

(6) Employment of good teachers 

(7) Provision for conducive environment.

5.4 RECOMMENDATIONS 

The following recommendation have been made in the light of the findings and the discussions with relevant major condusion which have been highlighted.

(1) Student in field should endeaovur to help themselves by having a change altitude  toward the course shorthand knowing that shorthand as a skilled  course needed constant practice mastery of rules techniques and principles. In this case the research believed that this is the first step towards success. 

(2) Passages to be  dictated in the exams could be given to the student in the class with out them knowing that it is the exams passage and they should be made to write them often times, to give them mastery of words in the passage.

(3) Students should be guided and counseled while still in secondary school as to their future career and not to be forced to do something  they do not  actually want and teachers  should also help those already in the profession to adjust themselves.

(4) The government as the strongest in the society and the owner of most tertiary institution should ensure that  necessary facilities and equipment needed for effective teaching and learing of shorthand are provided to help in improving students performance in the course. 

(5) Introduction of shorthand at primary school level so as to help and improve students knowledge of shorthand.

(6) Tape recorder as a substitute for shorthand.

(7) Shorthand as a skilled  subject requires that enough equipment be provided these equipment can be introduced by the school authorities through fund scheme can provide the needed equipment such as:

(1) Ruled chalkboard:

(2) Video and cassette tape and television. 

(3) A well equiped laboratory with avoid visual aids.

(4) A mini library 

5.5 SUGGESTIONS FOR FURTHER RESEACH 

THE RESEARCHER CONSIDERS IT WORTH WHILE THAT FURTHER RESEARCH BE CONDUCTED IN SUCH OTHER UNTOUCHED AREAS AS

(1) The relationship between shorthand and typewriting in secondary students life.

(2) Compulsory study of English Lanuage from primary school level to improve students vocabulary.

5.6 LIMITATION OF THE STUDY

These are the difficulties encountered during carrying out the research:

(1) Distance: The researcher encountered distance difficulties in transporting from a different state twice in a week to  meet up with the project supervision.

(2) Financial problem: The researcher also encountered sense of financial problem ie on transportation typing of the prefect photocopies and other needs during carrying out the  protect. 
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APPENDIX I

LETTER OF INTRODUCTION






Department of secretarial studies 






Institute of management & Technology 






P.M.B 01079






Enugu






22nd March, 2005

Dear respondents, 



I am carrying out a research work on the svrvey of the high rate of failure in shorthand in the department of secretarial studies of the above institution. 

The prefect is in partial fulfillment for the award of National Diploma (OND) in secretarial  studies (imt) you are kindly requested to answer the question on the alt ached question page, were necessary. All information’s given by you will be handled with absolute confidence and is purely for academic purposelessly

Thanks you 








Yours faithfully 








James, Mika .s. 

APPENDIX II

QUESTIONNAIRE

Please mark X in boxes provided against each question. 

Sex: Male

 Female 




Department: Secretarial studies 


Business Education 

Academic programme: ND 
        HND               NCE




1. Which sex do you think fail shorthand mostly?

(a)
Yes 

(b)  No

2. Do you share the view that  the rate of failures in shorthand is high? If yes, do you think the following could be contribution

(a) lack of qualifed lecturers

(b) students altitude towards the course

(c) poor knowledge of shorthand prniciples, rules and techniques

(d) lack of guidance 

3. Do you agree a fore- knowledge of what is to be dictated could improve students performance?

(a)
Yes 


(b)
No 

4. Why do you like to study shorthand?

(a) You find it as an inter exerting course 

(b) Because your friend is doing the course 

(c) You have alternative

(d) It is uncreative
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5. How often do you drill shorthand at home?

(a) Daily 

(b) Weekly 

(c) At you desired time 

6. Is good background knowledge o English language relevant to the study of shorthand?

(a)
Yes 

(b)
No 

7. If your answer to this question is yes how can it be improved upon?

(a) Students should be encouraged to read English prose extensively 

(b) Study of English Language should be made compulsory to all classes of secretarial student

8. Do you think shorthand is still used in our modern officer?

(a)
Yes 

 (b)
No 

9. among all course offered by your department is shorthand the most difficult?

(a)
Yes 

(b)
No 
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10.
In what way would you rate the teaching  method used by your shorthand teachers?

(a) Poor       

(b) satisfactory

(c) excellent      

11     Do you agree that the marking scheme used in the institution is fair and encouraging? 

(a)
yes 

(b)
No 

12 is there a well equipped shorthand laboratory in the school for shorthand lessons?

(a)
Yes 

(d) No 

12b)
What has the school authorities done in alleviating the problem?

(a)
Yes 

(b)
No

13.   What other factors do you think are responsible for student poor performance in shorthand?

(a) irresponsibility on the part of student 

(b) lack of student shorthand writing materials 

(c) Government reglect of its legations to educational institution. 
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