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ABSTRACT

This study sought to survey the practice and major challenges of keyboarding
instruction in TVET colleges of Addis Ababa. Specifically, the researcher sought
to create awareness on the importance of keyboarding skill for all students
with implication of prioritizing the skill among experts for further studies to be
conducted at the national level in the area to make curricular revisions. One
hundred fifty-eight secretarial students, Business Education Teachers,
Business Education Department Heads and secretarial workers participated
from 10 sampled TVET Colleges found in Addis Ababa using both random and
purposive sampling techniques. Descriptive survey method was employed to
conduct the research. Questionnaire, interview and document analysis were
employed as the methods of data collection. The data collected was, thus
analyzed qualitatively and quantitatively as the situation demands.
Consequently, the findings indicated that almost all of the participants are not
in a position of supporting the curriculum for typing instruction found in middle
level TVET -colleges. Because, the curriculum is identified as having traditional
nature in that it offers mass typing training only for secretarial science
students, using manual typewriter; in view of the fact that, the existing
situation is demanding the training to be for all students due to the prolific use
of computer in schools, home and work place. As a result, most prefer
keyboarding and principle of typing as an appropriate course for mastery of
the skill. Regarding the training tools used in the curriculum, over half of the
respondents’ reaction was found to be similar to the literature, i.e. since all the
machines have the same keyboard layout they identified the tools to be used
based on the existing situation of school. The participants suggested that
considering the socio-economic condition of the country in general and that of
Addis Ababa in particular, the training of keyboarding skill for all to be in the
Middle level (TVET and preparatory) schools which are preferred as the best
place for keyboarding instruction for all students over higher education and
elementary levels. Finally, they also identified four major challenges of the
program, i.e. luck awareness, lack of access to training tools, negative attitude
to keyboarding skill and lack of teachers. Recommendations and implications
were given for TVET curriculum specialist as well as for further research and
studies.



ACRONYMS

ecbp: engineering capacity building program.

EPRDF: Ethiopian People Revolutionary Democratic Front.

MOE: Ministry of Education.

TVET: Technical and Vocational Education and Training.

UNESCO: United Nation Educational Scientific and Cultural
'Organization.

IBM: International Business Machine Corporation.

ICDR: Institute for Curriculum Development and Research




CHAPTER ONE

Introduction

1.1 Background

Educational training and life-long learning are keys to improved standard of
living in making the environment adoptable and suitable for life. Ethiopian
education and training system is therefore undergoing a major change in
traditional religious school to the current modern education. The reasons for
this change are simple: the need to get people in to employrhent, either
working as employees for organizations or as entrepreneurs, for their own
benefit and the benefit of their country (ecbp, 2006). In order to achieve these
and other needs, the current Ethiopian education system also came to effect
throughout the country in 1994 after the overthrow of Socialist Government
by EPRDF in May 1991(MOE, 2002).

Among the different categories of the current Ethiopian education system, it
is the Technical and Vocational Education that is largely believed to
determine the competitive strength of a country's productive workforce.
According to ecbp (2006), the goal of current TVET system is to create a
competent, capable and adaptable work force that can update and expand
their knowledge and skill continuously in times of rapidly changing
technology. To realize these goals this program was launched through out the
country at different levels and by different agencies both public and private,
within the formal and non-formal education system. First, there are higher
education institutions that train top-level professionals and technical
personnel. Second, below the university level, there are a number of technical
vocational training schools and institutions, which cater for the training of
personnel at the middle and lower levels. A third category of TVET
institutions comprises of training centers attached to certain public agencies
like the Federal Micro and Small Enterprises Development Agency to provide
quality certificate level training for the employee or would be employees of
1
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agencies. The fourth category is the informal; on the-job-training that usually
takes place in the apprenticeship style (MOE, 2003).

This program was launched in four broad branches of occupational areas:
Business, Industry, Agriculture and social services. Though all the four
broad branches have vocational dimensioné, according to the World Bank
(1990), it is clearly indicated that the business studies are the most
vocationally oriented ones. But, what the history of business education
curriculum shows that during the period from 1868 to 1971-over 100 years-
the traditional equipments and goals remained the same for most business
education curriculum. In fact, since the early 1980's, with the introduction of
personal computer and telecommunications dominating office automation,
business education curriculum began to show radical changes in its

curriculum (Stark, 2000).

The intention of the researcher is not to examine the challenges of the
general business education curriculum rather focuses particularly on the
practice and major challenges of Keyboarding/typewriting education to
middle level secretary students in the broad field of business education

curriculum.

Traditionally, Keyboarding/typewriting has been the primary course taught
to secretary student by business education curriculhm, however because of
the advent of computer, currently keyboarding instruction is provided in high
school and elementary school curricula especially in highly developed
countries like USA and Europe. In addition, because of the widespread
prolific use of computers-by younger students, the need for keyboarding skill
has spread to the middle and even the elementary schools worldwide. This
presents more to be demanded companies for keyboarding course in

business education program.

According to Stark (2000:25) “the role of business educators is to prepare

students to succeed in a work environment where change is continuous and

2




adoptability is an essential employee attribute”. The researcher also agree
that, business teachers» must not resort to teéching only buttdn pushing but
rather they should focus on the®conceptual approach in order to bring
adoptability attribute. And also the main reason the researcher accepted the
idea is that concepts will be easily transferred to technology and it is also
apparent that the business community needs employees that can quickly
and easily adapt to technological changes in the work place. Thus, in line
with this workers of the next generation must be taught a broad set of skill
that includes adaptability, flexibility and ability to learn new technology. This
also determines the success and survival of business education. Therefore,
the researcher believes that the curriculum of business education should be
assessed to able to keep pace with the needs of its customers.

Following the implementation of the new Education and Training Policy of
Ethiopia in 1994, several changes have been introduced on the parts of
business education curriculum. For instance, regarding the skill of
keyboarding, the new curriculum introducing keyboarding education for
10+1 and 10+2 secretary students nation wide (MOE, 2003). In fact,
typewriting/Keyboarding education in Ethiopia dates back to the
introduction of modern western education and it has been used for several
years due to its useful applications in organizations. Considering this and
other importance of the skill in office, the new TVET also continued offering
four typing courses only to secretary students at 10+1 and 10+2 levels
Appendix, 6. And also it recommends the manual typewriters to be used as a
tool for the instructional processes. Even the government is currently on the
processes of revising and implementing the TVET curriculum based on newly
identified occupational standards. This draft document demands to offer
keyboarding course only for secretarial students at 10+1 level using both
computer and manual typewriter Appendix, 7. However, all students seem in
need of keyboarding skill which is totally absent in the curriculum of

business education.




1.2 Statement of the problem

The rapid growing demand as well as usage of computer in offices, Schools
and at home people believed that the keyboarding training to be given for all
students. In this regard “A skill to all citizens” “A skill for all people”, is the
slogan of keyboarding skill training in developed countries like U.S.A and
Europe (Sandberg-Diment, 1998). The trend to keyboarding skill demand
goes differently due to the need for global communication. All human being
needed to communicate worldwide i.e. every one needs to communicate in
one-way or another. Among the different communication skills, keyboarding
skill is one of the most crucial computing skills, next to speaking the English
language (Maxam, 2002). However, in most developi'ng countries, the skill of
keyboarding did not get attention for long period of time due to the gradual
development of their economy as well as technology. Today in most schools
the course of keyboarding is given in smaller rate and also most considered it
as a skill needed by a relatively students who would become clerks and

typists or secretaries (UNSCO, 2000).

In fact as the researcher's experience shows some teachers, students,
training institutions and company workers agree that all students should
learn to typing/keyboarding, but there is considerable less agreement among
these stakeholders on the question of when, how much, for whom, by whom

and how.

Conceming the issue a series of national, regional and institutional meetings
were held where the researcher was one of thé participants at the regional
and institutional levels. In those meetings, there were hot debates among the
participants about the practice and challenges found in the training

institutions as well as in organizations.




The debates were focusing on four questions, namely 1) When should

keyboarding thought? At elementary school, high school, or Middle level or
what? 2) How can be keyboarding thought? By a teacher, using manual
typewriter or by a computer using software or what? 3) How many courses
are and how much time is enough for mastery of the skill? 4) For whom

should keyboarding thought?

After a lot of discussion due to different perception and lack of research on
the area participants could not come to agreement and still the curriculum
is suffering from these problems unless solutions identified and forwarded to
curriculum specialist based on research conducted in this area.

Therefore, this situation initiated the researcher to study the topic that is
entitled as the practice and major challenges of keyboarding education in

TVET colleges.

Thus, the main purpose of the study is to see the practice and major
challenges of keyboarding education in TVET colleges of Addis Ababa via the
following basic research questions.

The study will attempt to answer the following basic research questions:

» What are the views of teachers, learners, professionals to Middle level

TVET keyboarding education curriculum?

» What are the major challenges of the programs & why do they occur?



1.3 Significance of the Study

Conducting a study in the ongoing practice and challenges of typing

education will have the following significance:

1. It helps to create awareness among the community and stakeholders
(students, teachers, employers) about the current status of typing
education in the curriculum and its relevance for all students.

2. By revealing the practice, the study may bring them to the attention of
curriculum designers at the Ministry of Education as well as Addis
Ababa education Bureau level for appropriate action.

3. It will also help other study as stepping-stone to carryout in-depth
study on the problem.

1.4 Delimitation of the Study

Since the study is not to see the implementation as well as evaluation
processes of the curriculum the researcher was not going to apply the
numerous programs required for implementation and evaluation purpose.
However an attempt was made to show the clear picture of the situation. And
the depth of the study is limited to the question of suitability’ and
significance of the current curriculum. Hence, issues related to the
curriculum plan itself,_such as its general framework, and the way it has

been designed and organized will not be considered.

1.5 Limitation of the Study

This study can be studied from different aspects. However, due to shortage of
time and finance, the study was delimited to only the curriculum of Typing
Education that are held to equip TVET secretarial students found at 10+1
and 10+2 level in both governmental and non governmental colleges of Addis
Ababa.




As far as my knowledge and effort concerned. couldn’t get similar research or

study conducted on typing or similar issues related to the practice of the

| training in the Ethiopia context and this situation creates a problem in
| finding a local bench-mark and push the research to look up only the

experience of other countries, particularly that of USA and Europe.
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CHAPTER TWO

Review of Related Literature

2.1 Writing and Technology

If some one has been aéked a question about the essence of writing, for sure
the answer could not be associated to the ability to handwriting, but what
literatures tell us the meaning of writing essentially was referred to
handwriting. But due to the rapid global technological innovations writing
currently is withdrawn from its original essence, i.e. from the handwriting

technology transferred to the machine writing technology the typewriter and

computer (Dolch & Bloomster, 1988). According to Hubert, (1989), each new

technology had found place in writing history and in so doing; it may
supplement or replace older technologies. For instance, Warwood, (1985),
describes that in the late 18th century, papyrus was replaced by paper and
in the early 20th century, the typewriter replaced handwriting for business
communications and now the word processor is replacing the typewriter for
data inpufting processes. However, Conard (1992) describes that no one
technology has ever proven adequate for all needs. As a result, he argues that
the skill of all these writing technologies has a big place in daily life and
should be transferred to the child through education. In this regard much

effort was made in the curriculum of many countries of the world.

It seems from this idea that educators throughout the ages have turned to
the technologies in an attempt to answer the following questions in order to
prove all writing technology needs; like how do we teach writing? How do we
motivate students to write? How do we provide situations, which allow the
teaching of writing and provide students with this motivation? How do we
use writing as learning technology? (Wood and Freeman, 1932). They also
attempt to classify writing in classroom instructions in two ways: students

are expected to learn " how to write” and they are also expected to be able to

8



use writing to acquire and demonstrate knowledge in other areas of the
curriculum. Many other educators, (Change, (1995), Russin, (1995)) therefore
from the ‘classical’ tradition of handwriting to the present modern machine
writing, have argued that writing cannot be divorced from the acquisition of
other knowledge, this lead to various writing across the curriculum efforts, or
to writing courses that attempt to link writing with the learning of other
subject (Doris, 1964).

By the 1920’s, educators began to experiment with wusing the new
technology-typewriters-to help children learn to write (Anderson, 1983).
These expériments were quite successful. In the largest-scale controlled
study, Wood and Freeman (1932) followed 2383 students as they learned to
write on portable typewriters over a two years period. They found that the
students who used typewriters wrote with more expression, showed higher
reading scores, became better spellers, and enjoyed writing more than
students learning to write using conventional methods. Similarly, Doris,
(1964) found that typewriters helped the English development of high school
students. This implies that beside the application of writing skill for daily
activity, teaching students this skill has also its own contribution to gain

knowledge in other subject areas.

In the 1960’s and early 1997’s, there was another smattering of interest in
using computers in language arts (Jackson, 1989). Fry, a noted reading
specialist at Rutgers University, published a book on using typewriters in
language arts, which was not widely used. Perhaps seeing a new window of
opportunity, Fry (1984) revised his text and reissued it as an approach to

keyboarding in language arts.

Thus, the teaching of writing skill given at a very early stage in academic
career starting from the lower level (handwriting) to the higher level

(typewriting/ keyboarding) appears essential to daily life and communication.

9
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As a result, one can understand writing is and has always been a
sophisticated technology: skill is required to learn, to read, and to write in

today’s information age.
2.2 Writing Machines: Historical Context

The concept of typewriter dates back at least to 1714 and its evolution is part
of the ongoing history of the human need to communicate. The development
of the typewriter was the result of a desire both to speed up this
communication process and to produce an aid for the blind in reading and
writing (Conard, 1992).

According to Donald (1983) before 1867, there were a number of efforts to
produce a mechanical writing machine that could write faster than a man
with a pen, probably some 30 serious attempts were made; however, none
was commercially successful. Their most prevalent drawback was speed for
all their mechanical features. As Adler (1973) writes, the early writing

machines were operated more slowly than a man with a pen.

In 1867, Christopher Latham Sholes began to work on a machine later called
the “type-writer”. The first typewriters were remembered in Sholes thought as
it was operated faster than a man with a pen. The machines were not perfect
and to improve the machines, between 1867 and 1873 with the help of
Carlos Glidden, Samuel Soule, and Matthias Schwalbach, the firm of
E.Remington and Sons (the famous industry for manufacturer of sewing
machines, fire arms, and farm equipment), agreed to manufacture the
machine on 1 march 1873, with Sholes. b =

William K.Jenne, chief mechanic in the Remington superintendent of
mechanics redesigned and adapted the Sholes model to mass production
techniques. On 30 April 1874, the first “Sholes & Glidden” machine was
manufactured and the typewriter went on sale to the public (Adler, 1973).
The ability to view what is typed as it is typed is taken for grant to day .In all

early keyboard typewriters, however, the type bars struck upwards against

10



the bottom of the platen. Thus, what was typed was not visible until the
typing of subsequent lines caused it to scroll in to view (Donald, 1983). As a
result the early keyboard typewriters, except the first “Sholes & Glidden”
machine, were called “blind writer” (meaning the operator could not see what
was being typed) and wrote capital letters only. However with this and other
new technologies the first “Sholes & Glidden” machine were manufactured
and came in to existence on 30 April 1874 and went to market. It was also
mounted on a sewing machine base and used a foot treadle to return the
carriage, which was seen as a major new features addition to typing
technology (Picture, 1).
Picture 1. The First Commercial Typewriter

It was a wonderful machine of that time. This first
machine also went through several revisions until
1878 when the Remington mode 2 was introduced.
The second model was a greatly improved machine .
that could write both capitals and lower-case
letters, also had a hand-returned carriage ar_ld was
designed for tabletop wuse. This has created
mechanical typewriters to be manufactured and
made available to the market, as it is currently

familiar to all of us in many offices.

In its early stage of investigation, the typewriter was
one of a number of economic and non-economic forces at work for developed
countries like America and Europe. Its invention was the key event and the
demands for typists were largely increased due to: the growth and complexity
of firms, the relatively low wage rates of women and the commercial
acceptance of typewriter by business within a few years, every major firm in
the United States were had women typists (Davies, 1974). Further more, the
full public acceptance of the typewriter came into effect and most companies
introduced portable typewriter and specialized machines for certain clerical

office work before World War I (Adler, 1973).  —
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When the technology of handwriting compared with that of typewriting, the
contribution of typewriting for the past hundred years was remarkable. For
instance, the typewriter not only met many of the new needs of the changing
office but also eliminated potential problems. It was, when operated by a
trained typist, much faster than writing by hand. Hubert (1989) claimed that
it saved “40 minutes an hour” or “S hours and 20 minutes of a business
day”.

According to White (1989), after these early keyboafd typewriters one of the
major improvements made on the typewriter was an electrically powered
typewriter. Since the first years of typewriters development more than 100
years ago, man had relied on type bars, metal levers set into motion by a
typists finger, to print each letter on a piece of paper. In 1961, however, the
International Business Machine Corporation (IBM) introduced a
revolutionary way to make a typewriter work. This, as reported by IBM was,
the IBM "selectric" typewriter, which replaced type bars and moving carriages
with a printing element. Then after, the second model was introduced in
1971, the IBM “selectric" typewriter II, which also had a number of features
addition to typing technology. This machine became the first machine in the
history of typing to actually make typing errors disappear from original
copies (Anderson, 1983). Since their introduction, IBM "selectric" typewriters
have become the most popular typewriters for training in schools and
universities, as well as in most aspects of buéiness (Sandberg-Diment, 1998).
Currently, IBM introduces different technology to the typewriter: 1/Magnetic
card typewriters, which are able to send prerecorded information to each
other; 2/ typewriters with a memory, which allows the typist to store every
thing, typed and allow recalling and revising previously typed material; and
3/ typewriters right to left, which reverses the functioning of the conventional
model, designed for English and other languages (Sandberg-Diment, 1998).
Another machine in the typing history is the computer or word processor.
According to Anderson (1983:45), compared with the typewriter “the word

processor is a machine for pacific and faint of heart so quite, so plastic, and

12



so good”. It is perhaps to say that the word processor is not too mechanical
technology as the ‘archaic’ typewriter, in that it does not require a great deal

of force while typing.

As a result, of these new machines most developed country writers currently
were looking the former manual typewriter as a technology that is giving way
to electric typewriter and word processor. In deed in developed world the
proliferation of the personal computer with word processing, typewriters have
faded into near-darkness and are now used mainly by people without access
to computer and the training to use it, and used for specialized applications
such as filling out forms, the mono spaced, stark, and some people, young or
old, prefer to use a typewriter occasionally (Sandbefg-Diment, 1998,
Cochran-smith, 1991). Cochran-smith also concludes that, as the manual
typewriter is a historical object of a forgotten world, recognizable and
appreciated only by elder people in highly developed countries like USA and
Europe. However, his conclusion isn’t working for both developing countries
and to the writing skill acqﬁired from manual typewriter because the skill
acquired from this machine is a transferable skill to the modern technology
as the experience of developing countries shows i.e. if one have a skill of
writing on manual typewriter, it is possible to write on electric typewriter as
well as on computer keyboard with out additional training. But the reverse
application does not hold true and too difficult.

Regarding writing skill in different machines, i.e. the writing skill on
typewriter and computer keyboarding, Anderson (1983) compared and
concluded 'that the computer keyboard is almost the same as the typewriter
keyboard layout. Because, the 1874 Sholes & Glidden typewriters already
established the QWERTY layout for the letter keys and this layout of keys has
become the de facto standard for English language typewriter and computer
keyboards. Moreover this lay out creates a foundation for relationship
between the two. So that, the similar nature of the typewriter keyboard to

that of the modern computer keyboard allows developing countries to teach

13



students typing skill as per their socioeconomic as well as environmental
condition (Donald, 1983).

2.3 Concepts of Typewriting and keyboarding

What both typewriting and keyboarding involves is the manipulation of keys
on a standard keyboard with the emphasis on the typed copy or output. The
output is produced on paper at the same time as the input is provided. In
fact, the placement of the letters of the alphabet commonly used punctuation
marks; numbers and symbols are almost exactly the same as the placement
on the typewriter keyboard. Thus, the inputting or keyboarding on the
typewriter is very similar to the skill of inputting or keyboarding on a
computer (Donald, 1983). According to Warwood, (1985) definition of
keyboarding is the act of placing information in to various types of
equipments through the use of a typewriter-like keyboard. In addition to this,
Donald (1983), compared and states that the typewriting includes the
production of documents like memos, letters, reports, essays, etc. and the
production‘ of these documents is done with the same kind of a word
processing programs. The difference is that word processing packages are
believed to be easier than typewriter keyboard due to its soft touch keyboard

than the manual typewriter.

Typing/ keyboard skill acquisition both in manual typewriter as well as
computer, is found to be the most important thing than from the choice of
the best machine for use, In this regard, many writers Sandberg-Diment
(1984), Donald (1983), described as it is highly eésential skill to daily life
communication. However, there is limited prior research to typing/ keyboard
skill relevance to daily life communication and this limitation might arise
from the newness and rapid innovation of digital communication, which has
only recently risen to prominence of the personal computer and word

processor in the 1960s to the rise of the Internet in the 1990s. One of the
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earliest, most appropriate and important pieces of research around typing
were conducted in 1908 at the university of Montana by William Book (Book
1908). Book undertook a careful evaluation of the typing skill development
for mechanical typewriting of eleven learners of different skill over a long
period of time. During the study the learners practiced under observation for
hours each week and had introspection sessions where they discussed their
learning and methods to improve their skill. In fact currently most researches
were conducted in developed on different issues of keyboard skill, such as on
the topics of why should be keyboard taught how should be keyboard taught,
when should be keyboard taught, etc and the central idea of some research

works discussed and summarized here under.

2.4 Purposes of Teaching Keyboarding Skill.

A review of the literature shows that there was little of activity on the subject
of teaching keyboarding during the early to late 1980’s. Of course this was
the time that writing machines (typewriters, computers, calculators etc) being
bought and placed in home, office and schools. During this time typing
classes were taught in higher level and were known as typewriting classes for
secretaries. When the computer found its way into the school setting,

thoughts about typing instruction had to change.

According to Russin, (1995:1) the increasing use of computers in business,
industry, and education and in the home has made the efficient use of
computers as a basic skill. Since the keyboarding is the standard method
used to enter data into a computer, students must be given an opportunity to
use this tool of the information age effectively by developing basic

fundamental keyboarding skills.

If the computer is going to become a tool for the student, much like a pencil
or pen is used as a tool, then the student needs to fully develop his/her
keyboarding abilities (Warwood, 1985:2).
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Because of the continuing increase in the use of computers in our personal,
educational, and professional lives, good keyboarding skills are more
important than ever. Despite technological advances in optical-character and
voice recoghition, the keyboard is, and will continue for some time to be, the
most widely used input device in communicating with computer. Therefore,
keyboarding can no longer be considered a secretarial skill. It is a basic

communication skill needed by all individuals (Chang, 1995:2).

For instance, in developed countries students who have adequate
keyboarding skills use their time at the computer efficiently that is, they can
concentrate on problem solving or composing, rather than on the mechanics
of typing (Warwood, 1985). In support of this Goins, (1996) said that without
adequate keyboarding skills, writing using computers is difficult and time
consuming. In her report on keyboarding skills and computer anxiety, Mary
Artwohl also reported that familiarity with the keyboarding skill stimulates
interest and enables concentration to be focused on the task to be
accomplished, thus awareness and undel_'standing about computers is

increased and anxiety is decreased (Artwohi, 1989).

According to a research made by Mc Entee, (1994:2) confirm that, “ students
who have become proficient in keyboarding complete work faster and are
more efficient in their use of the keyboard” Obviously students will benefit
greatly from keyboarding instruction. They will use their time more wisely.
They will use school equipment (computer/typewriter) effectively. But most
importantly, teaching students to keyboarding lays the foundation for a vital
lifelong skill (Conard, 1992:1). '

2.5 Keyboarding in Schools: Curricular Issues

By 1878, typing was taught in Scott-Browne school in New York City and this
school is believed to be the first institution to offer such a course (Adler,

1973). Since the invention of the typewriter in 1874, typing /keyboarding
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skill acquisition in the curriculum has gone through tremendous changes,
though the changes occurred gradually. For example, between the periods

1868 to 1971, the traditional equipment and goals remained the same for

- most typing/ keyboarding education in the Business Education Curriculum.

However, in the early 1980s when the personal computer and
telecommunication dominated office automation, keyboarding /typing
education has been challenged by drastic changes in its curriculum
(Sandberg-Diment, (1998). The reason for this, as Anderson (1983), pointed
out was, the fast advancement of technology on the general Business
Education Curriculum. And this situation brings today in many countries
the courses in typing/ keyboarding and shorthand to be replaced with the
new technological courses such as electronic mail, desktop publisher and

telecommunication.

Such a drastic change also affects the Business school community (Business
Department Heads, Business Teachers, and Secretarial Students) and the
curriculum in general. Supporting this Sandberg-Diment (1998), also said
that Business teachers are faced with many challenges due to the changes
caused by technology. For example, their philosophy of education forced to
include these new changes in society. And this brings their teaching
strategies and training to be enhanced as well as many of their courses to be

altered or changed completely.

Regarding their philosophy, he concluded that the issues facing teachers are
complex and many. However, the most important challenge is for teachers to
accept society’s entrance into the information age. And he advise, “In this
technological world teachers advised to stop thinking in terms of teaching
only a narrow range of traditional office skills” (Sandberg-Diment, 1998:12).
As he describes school curriculum should be ready to introduce future
physicians to the communication, authors should be taught skills using

desktop publishing, and all students need skill in writing/ typewriting
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/keyboarding/. However, to accomplish this goal traditional course must be
altered and training should be provided for teachers to the new technological

courses.

White (1990) elaborated that every one has to accept one thing - change is
necessary in the Business Education curriculum especially at the time of
rapid technological advancement. In support of this, Stark (2000:9) also
advised that as equipment and technology changes, so must the training and
staff development be changed. And teachers must be ready to begin a
constant retraining process as well as teach theses new technologies to other
staff members. This is absolutely true and should be familiarize to all

Business Education curriculum.

Regarding students, their challenges could be seen from two perspectives-one
is from the perspective of student in developed countries and the second is
from the perspective of students in developii‘zg countries. When we look at,
especially to developing countries’ students’ perspectix}e, the issue of
keyboarding skill becomes more complicated. For instance as described in a
study conducted in Stanford University School of Education 2007, yet many
of the developing country students are inadequately educated or receive no
education at all. Almost one in five of the world's 650 million primary school
age children are not in school (UNESCO, 2000). This shows that the
individual and societal consequences are profound; even we can say children
of developing countries are consigned to poverty and isolation- just like their
parents: they are in lack of opportunity, not capacity for learning. As an
essential skill and prerequisite for participation in a global information
economy, according to the study report, children of developing country will
continue to live in isolation and poverty unless some sort of solutions
identified to teach skill of keyboarding in the curriculum for all children to

participate and take advantages in an increasing and rapidly globalize world.
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As a starting solution, in 2005, there was a project launched as an initiative

to develop a $100 laptop- a technology that could revolutionalizing on how
we educate the world’s children. The one laptop per child initiative project
intends to present a unique opportunity for educators to distribute learning

contents to millions of children in the developing world.

The aim of the project was to allow these children to participate and take
advantage of global communication .To achieve this aim, keyboarding skill
was taken as one of the most essential skill i.e. the ability to type on a
keyboard accurately with in a reasonable time was an essential and pre-
requisite for participation in a globalize information economy. Indeed, it is
true that in an increasingly and rapidly globalize information economy, the
ability to keyboarding and knowledge of English language are becoming the
two essential skills for participation. What we can conclude from these ideas
is that teaching our children’s how to type will be appropriate and
unquestionable because with out this skill participation in global
communication will be some how difficult. As Sandberg-Diment (1998)
describes, without sufficient keyboarding skill, higher order computer use,
such as emaliling, data entry, and programming and Internet research is not
possible. And he recommends the acquisition of basic ability to type is
especially crucial for school-age children of developing countries. Possibly the
skill will allow them to participate in the global communication and help
them for advancement of information work. That is to say, information work
is broadly seen as a general activity for using, transforming, consuming and
managing information. However the problem with teaching keyboarding skill
to all students in developing countries is a debatable issue. Indeed it is noted
that mostly it revolves around the fact that, keyboarding has been
traditionally thought at the middle level only for secretaries and the level of
technology at many developing countries is believed to be very limited. The
disadvantages of these are that alllstudents cannot learn keyboarding at the

same time and there should be choice for the question of how keyboarding
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should be taught in developing countries. Indeed the choice should be

research-based recommendations.

Thus, in today's information age, usage of writing machines like typewriter
and computer interfaces appears relevant to schobl curriculum. Because,
many people need to spend a significant amount of their time in writing
letters, sending email messages, preparing documents, editing books, and
the like (Sandberg-Diment, 1998). So, in order to do their and other daily
activities, the skill of keyboarding or skill of inputting data from mind to the
writing machine is a crucial skill for daily life and communication. Jackson
(1989), also confirms that in today's digital information world, the typing skill
is often the only medium of communication and the absence of this skill in
the curriculum could prevent many activities altogether. This shows that as
keyboarding skill is became a skill needed by all people and not only by
secretaries. However, the question how is this skill could be taught,

especially in developing countries is the basic concern as said before.

In search ‘of answer to the above question, Stark (2000) suggests that
developed countries should support developing countries by sending their old
typewriters as well as computer to speed up the keyboarding skill acquisition
needed worldwide. Currently, there is a big gap between the two developed
and developing countries, be in developed countries, keyboarding starts at
the young age and this contributes largely to the advancement of information
work. As a result, they are aware of the i'elationship ‘between early
keyboarding skill development and future activity participation and their
curriculum allows students to participate in keyboarding and digital
communication at a very early stage in their academic careers as early as
2nd grade (White, 1990).

When compared how this skill could be acquired, is becoming a debatable
issue in developing countries, especially those who have limited resource in

computers as well as the traditional manual typewriters. Moreover, the issue
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becomes complicated because the following components of knowledge are

required for keyboarding skill acquisition (Zinsser, 1994).

Reading and writing letters, words, sentences;

2) Understanding relative position of letters on the keyboard;

3) Optimal keyboard finger placements and ﬁotions;

4) The motor motion of keystrokes to produce the desired text or action.

Generalizing his recommendation Zinsser advises developing countries to
make better decisions -about prioritizing keyboarding skill and other
technology training into a full-fledged curriculum in the future based on

conducting sound research in the area.
2.6 Appropriate Tools: Training Context

Skills such as keyboarding to be acquired there must be some sort of
training tools wused. And mostly typewriters and computers were
recommended for such a skill in the curriculum. Regarding the appropriate
tools for teaching keyboarding skill i.e. teaching keyboarding skill using
manual typewriter and teaching keyboarding skill using computers, Nathan
(1986), forwarded the .following idea particularly to developing countries.
Even though the choice of tools depends on the existing socioeconomic
condition of the country, what some researches found and conclude is, as
manual typewriters in this digital world looked a machine of the forgotten

world, due to the introduction of the digital computers.

However, as he condemn, that despite the arrival of this digital computers,
manual typewriters have crucial importance for teaching purpose and this
could not be overlooked because they still can play a crucial role, they are

more valuable and climate friendly machines that require minimal
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maintenance (Nathan, 1986). Moreover, the transitions to the computer
keyboard and laptop are smooth for students with mastery of the typewriter
and therefore the manual machine could be preferable for training purpose
(West, 1993). What could be understood from this idea is that one can teach
students keyboarding skill using both the traditional and digital machines
because both of the machines can allow students to input data from the
mind to the paper i.e. if one can learn the traditional manual typewriter,

there will not be a need to retrain students on computer keyboard.

Regarding the appropriate teaching tools, Zinsser (1994) also said that there
is no clear-cut recommended machine to teach keyboarding skill. As a result,
he advised the teaching of manual typewriting in developing countries should
be strengthened in an information age rather than waiting computers and

electricity come to rural areas.

In fact when selecting equipment for keyboarding course, particularly to low-
grade level, it is only computer keyboard, electronic or electric typewriters
strongly recommended (Nathan, 1986). Because manual typewriters are not
advisable for young students as they may not have the physical strength
required to depress the keys with ease and may allow them to become
frustrated and discouraged (Stephen, 1989). In addition, typewriters may be
noisier than computers and may have to be used for production aspects of
the traditional courses such as proper formatting of correspondence,

tabulation, and manuscripts when students reach at higher grades.

2.7 Appropriate Level for Keyboarding Instruction

After reading the literature looking for when keyboarding should be taught,
the researcher found different assumptions from different perspectives. Some
advocate that teaching of ‘keyboarding should start in elementary school.
Others say at the high school level, while still others say middle level or



higher education level is the best time to have formal keyboarding classes
taught (Conard, 1992,Change, 1995).

However, most of them agreed that starting keyboarding in elementary school
could be a problem. Because, students of elementary schools level have not
fully developed physical strength to learn the skill. For a student to learn
and perform keyboarding they must involve mental processes as well as

finely coordinated muscular movements (Goins, 1996:96).

Kindergarten or elementary school level is the beginning to learn and
recognize the alphabet and the searching over the keyboard to find a letter
may be helps in the student’s ability to recognize the letters of the alphabet.
But a teacher should not expect the student to be able to keep his/her hand

in a home row position and learn to type correctly.

Others researcher also report that students should be taught to keyboard as
soon as they are physically and intellectually ready, but there are conflicting
ideas as to. when this occurs. Some say that it doesn’t occur until ages 10 to
12 (Chang, 1995, Stephen, 1989). But it was shown by Russin (1995), that
even 8 and 9 year old or third and fourth graders could master the

keyboarding.

Some reports say that high school is an ideal time for effective keyboarding
instruction, because students at this level can develop the skill in a relatively
short time and can transfer this skill to language-based activities (Jackson,
1989). Most students have developed their finger  dexterity and eye—hand
coordination sufficiently to be able to succeed in learning the keyboard by
the time he/she is in high school (Mc Entee, 1994:8). Thus, high school may
be the last opportunity for many students to be taught the correct

keyboarding skill.
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Despite the fact that, the decision is made based on a detail feasibility study,
Jackson and Warwood (1985) agree that typing should be taught just prior to
the student’s required use of the keyboard -for text entry such as using a
word processor. In support of this Maxam said that “Whenever possible,
keyboarding instruction should be presented before students are assigned

other computer-related activities” (Maxam, 1993:242).

In summary to the question: When is it best to teach typing? - The
researcher found that many articles reported ideas that would be in

agreement with most of the following suggestion:

Students should become aware of the typing/ keyboarding process as soon
as they are asked to input information into the writing machines such as
computers or typewriters. Students should learn the correct position of their
fingers on the keys and the correct posture as they learn the writing
machines. If this learning process takes place in the elementary school, a
keyboarding awareness should be taught. However, a formal keyboarding
course should be delayed until the students have matured in their finger

dexterity and eye-head coordination.

2.8 Approaches to Teaching Keyboarding Instruction.

Should a teacher teach keyboarding with manual typewriter guided by a
textbook or by a computer using keyboarding software? According to Russin,
(1995) experimental research results show that there is no significant
difference between student’s successes being taught by a teacher or by
software tutorial. And both methods appear to be equally effective, however
using keyboarding software should be the method of choice because doing so
frees the teacher to do other things such as monitor students more closely to
make sure each student uses the proper keyboarding technique. It also

allows the teacher to give more individual attention to the students. In
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support of this method Olenzock, (1998:56) provides the following lists to

inform teachers what most of today’s software can do:

e Analyze the present skill level of the individual learner.
e Identify weaknesses in an individual’s keyboard skill (technique, not

errors) at the present skill level hindering the individual from

progressing to a higher skill level.

e Electronically generate structured individualized materials designed to
improve various technique deficiencies (not keyboarding errors)
impeding an individual’s progress to a higher skill level.

¢ Generate technique and motivational prompts to assist the individual

in achieving higher skill levels.

e Guide and motivate the individual through technique presentations,

practice, and feedback.

e Reward students for achieving higher skill levels.
e Complement existing textbooks so that exercises from existing

textbooks can be evaluated using featured built into the skill building

software.

e Provide feedback/records to students.

e Provide feedback/records for the teacher.
And Olenzock (1998) comments teachers who do not insist on good
keyboarding techniques, as they are not helping their students; actually they

are failing to give their students the best education they deserve.

Regardless of the method selected, teacher or software, to teach students,
computer software is believed to be more appropriate as indicated. But it
should be in the environment where computers are used in the curriculum if
not teacher with typewriter method is appropriate as to the remote areas of

developing countries students, which are identified by lack of electricity and

computer accesses.
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2.9 Duration for Keyboarding Course?

The ideal length of typing course has been reported to be various lengths.
Warwood (1995) and Change (1995) both reported similar time of
approximately 32 sessions over and eight-week period in each of their
studies. “After 15 hours of appropriate of typing, students with instruction
were judged to be approximately twice as fast as those who had no formal
typing instruction” (Jackson, 1986:8). Fifth graders who were given of typing
for 40 minutes, every day, for nine weeks showed a gain in typing speed to an
average 20 words per minute (Kercher, 1985:5). Jackson (1986) also reported
those 30 hours of instruction as crucial. And he went on to offer a choice of
how to get 30 hours of instruction into the curriculum: Fifteen hours of
typing instruction in each of two years of school, or ten hours in each of
three years. Another opinion reported was: “The typing should be taught
rapidly and logically. The entire keyboard (letters, numbers, and symbols)
should be taught as rapidly as possible, in perhaps four weeks (Fry,
1994:796). The suggestions, as to what is the correct length for keyboarding
instruction time, were as numerous as the number of researchers who had
suggestions to make. And it was impossible to determine from the literature
what the absolute best length was. However most of the latest research
advocated 25 to 30 hours will be required to adequately retrain middle school

students in developing typing skill on using computers.

2.10 Overview of Keyboarding Instruction in TVET Curriculum

According to the curriculum guide prepared by Ministry of Education and
Institute for Curriculum Development and Research (ICDR), secretarial skill
is one of the specialized fields in commercial stream (Business Education).
Any office, be it large or small, needs professional and career minded
secretary for the smooth flow of its activities and to provide the required

assistance to office leader or executives. Proper management of an office
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activities and good treatment of office guests required well-trained

secretaries.

By considering the importance of secretarial activities in an office, the
curriculum guide of the secretarial course for year one (10+1) and year two

(10+2) designed employable skills following ICDR module.

Among the different modules designed, typing skill is one of the major
employable and relevant skills divided in to four jobs i.e. Copy Typist,
Secretary Typist, Typist and Clerk Typist. To accomplish these four jobs, four
courses i.e. keyboarding for 160 hrs. Principles of typing for 166 hrs and
intermediate Typing for 112hrs, at 10+1 level and production typing 205 at
10+2 level have been implemented and currently practiced in schools. In
addition to this for the mastery of the jobs described above, the curriculum
guide recommends different equipments and consumable materials such as
Ambharic and English fjpewriter, Computer, Desks, typing paper, carbon
paper, stencils, correcting fluid, Ribbon, chart showily home keys, etc. (MOE:
2003) (Appendix 6). The government is currently on the processes of revising
and implementing the TVET curriculum based on newly identified
occupational standards. This draft document demands to offer keyboarding
course only for secretarial students at 10+1 level for a total of 700 hrs using

both computer and manual typewriter Appendix, 7.
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CHAPTER THREE

Research Method
3.1 Design of the Study

This study was intended to survey the practice and major challenges of
typing education in Addis Ababa TVET colleges .It was attempted to survey
the current situation in the city by taking those Governmental and Non-
governmental TVET colleges that are currently teaching typing education for

10 + 1 & 10 + 2 secretarial students

3

For the study, the researcher used both descriptive “survey research method,
because: .

e Descriptive method was helped the researcher simply to describe the
existing condition of typing education in the curriculum using words or
numbers. The method was also chosen to answer the question of what
is happening now in typing education. What is the status quo of the
situation in typing education? :

e Survey method was also used to infer ideas about typing education
based on é safﬂﬁle ofr the popuiétion. In other words the method was
used to describe the information about the large number of people
(Addis Ababa) inferring from the responses obtained from a smaller

group of subject (sample TVET colleges).

3.2 Sample Respondents and Sampling Techniques

This study was carried out in TVET institutions currently teaching typing
education in Addis Ababa. According to ecbp (2006), there are a total of 42
(12 governmental and 30 private) TVET institutions, teaching typing

education at 10+1 and 10+2 levels. Among these, 10 colleges (4 from
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gbvernment and six from private colleges) were selected proportionally using
random sampling techniques. This was done to make the result of the study
more reliable as Wiesma,W (1995) said, that is in survey study if the
population is large, say 100 schools ,the minimum sample size to make the
result of the study more reliable could be 10 schools or 10% of the total
et prtrn S e
population. The rationales for using random sampling technique in
determining the sample TVET institutions are the homogenous nature of the
curriculum used in both type of institutions and the chance of each training

institutions to be selected equally for the study.

The subjects of this study were Business Education Department Heads,
Business Education Teachers, and 10+1 and 10+2 Secretary Students found
in sample TVET institutions. Accordingly based on recommendation from the
experts (Business Education Department Heads) some organization workeré,
as secretaries were included in the study using purpesive sampling method.
The rationale for this method was to include those secretaries who are

graduates of the new curriculum.

Regarding the subject respondents’ number, after collecting the total number
of respondents from the respective college Registrar Offices the researcher
come to decision to included all available Business Education Department
Heads and all Business Education Teachers i.e. 7 Business Education
Department Heads and 30 Business Education Teachers were found in the
sample schools and all identified as respondents. This is because these two
bodies were believed to be the motor of the study in describing the practice
and major challenges of typing education. However, this doesn’t mean that
the other subjects (students and graduated secretaries) were not important.
In determining student respondents’ number, the researcher included 10% of
each sample institutions secretary student using stratified sampling

technique. The method was used to select only students respondents
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because the population of this group found to be heterogeneous i.e. even
though all of them are students of the same department there is a difference
in their experience as well as notions concerning the relevance of typing skill
application in offices as a result in order to give equal chance for each strata
population the researcher planned to use stratified sampling method. The
reliability and efficiency of the stratified sampling depends up on the
allocation of sample size to strata. One method of allocation is called
proportional allocation, where by each stratum contributes to the sample a

number that is proportional to its size in the population.

In this study there were 8 identical strata identified in each TVET colleges to
be sampled and the respective population sizes of the strata are shown in
Table 1. Moreover the researcher demonstrates the procedure used to
identify the proportional 10% sample student respondents from each stratum
following formula adopted from Wiesma (1995) and the detail description is

shown in Appendix 8.

As seen from the Appendix 8 calculation, after the researcher determines the
10% members of each stratum the next task was to select individual cases
from each stratum. According to Wiesma (1995) stratified sampling is used to
allocate thé total number of sample cases to be selected from the strata but it
doesn’t specify the member that is to be included in the sample. Thus in
order to answer the question of how should members is selected from each
stratum? The researcher determined the members from each stratum using
lottery random sampling techniques. This method also used when the
population was small. The maximum population that was found in sample

schools was 64, which was manageable to use this method.

The researcher gave serial number to the corresponding names of the
members of the population i.e. for example each individual student from

“Entoto TVET College” was represented by a number. Thus the researcher
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was prepared equal size, shape, white color pieces. of paper, on which the
numbers were written. After that each pieces of paper, were rolled and
thoroughly mixed up and then the researcher pick out the pieces one by one,
until the 10% i.e. 128 population of sample obtained from all colleges as

shown in table 1 below.

Table 1: Total Sample Respondents

V
Sample TVET Colleges List 10+1 1042 Total Total Sample Teachers
Regular Extensi Regul Extensi Sampl Dep.
M F M F M F M F Students M F Total Heads

t Entoto TVET Collage T T ) ) ) v P B 193 2 1 3 1
~ 10% = 6 - 5 - 4 = 4 19

2 Misrake TVET College = 64 = 28 B 35 - 27 | 154 - 3 3 1
- 10% & 6 = 3 S 3 - 3 is

3 Nefasilk TVET College —¥i=ag ) R 45 - 28 150 2 2 4 1
- 10% & 4 - 3 z 4 = 3 14

4 Wingate TVET College = 40 - 75 - 40 - 40 195 3 1 4 1
- 10% = 4 = 7 = 4 = 4 19

5 Adams University College ~ 35 - 27 = 40 - 30 132 4 1 5 1
- 10% - 3 - 3 - 4 - 3 13

6 Unity University College - 30 = 45 - 23 - 38 136 3 - 3 1
~ 10% - 3 = 4 = 2 = 4 13

7 Life lion TVET College = 15 z 25 - 30 2 40 110 1 1 2 -
- 10% E 2 - 2 - 3 - 4 11

8 CPU TVET College £ 40 - 30 2 23 ~ 35 128 2 1 3 1
- 10% = 4 = 3 = 2 - 3 12

9 New Abyssinia TVET College _ 26 2 L = 27 = 22 75 2 - 2 ¥
- 10% - 3 - - = 3 - 2 8

10 Softnet TVET College - - - - = 14 - 21 35 1 - 1 *
- 10% - 53 - — = 2 = 2 4

Total 100% S Easg ik 319 | -] 317 = 320 1308 20 10 30 7
Total 10% - 35 | - 30 - 30 = 32 128

NB: * TVET colleges working without department Heads

One governmental and one private organization workers as secretaries were

incorporated using, purposive sampling technique. This was done becayse:




rate of recommendation that was obtained from respondent Business
Education Department Heads 3 secretaries from Ministry of Trade and
Industry as well as 3 secretaries from Softnet PLC were included in the
study. ‘

Thus, the total number of respondents to the study was 171 ie. 128
Students, 30 Business Education Teachers, 7 Business Department Heads

and 6 Secretary Workers.

3.3 Data Collection Instruments

3.3.1 Questionnaires

In order to gather first hand information pertaining to the subject,

questionnaire, interview and document Analysis were used.

As stated by Best and Kahn (2003:300), a questionnaire is used in
educational research to obtain information about certain conditions and
practices, and to inquire in to opinions and attitudes of individual or
groups. In addition to this, a questionnaire requires less time, less
expensive and permits the collection of data from a much larger sample as

compared to other data gathering instruments.

Based on the above idea the researcher has used the instrument for the
purpose of gathering raw data from two groups of respondents, namely
Secretarial students and Business Education Teachers .The questionnaire
was consisted of two parts: Personal background questions and to research .

related questions.

Both the closed and open-ended structures questions were originally
prepared and was submitted to researcher adviser. On the basis of
feedback received from both researcher advisor and pilot test result, some
amendments were made on questionnaires by restating, omitting and

inserting words to detect ambiguous and unclear statements. With the
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exception of the modification, all the questions in the questionnaire were
found to be useful for the purpose intended. Then, the questionnaires were
distributed with in three weeks time to the whole sample respondents with
the researcher physical presence. To maximize the quality of responses and
rate of return, the researcher was clarified the objective and purpose of the
study verbally. Students’ questionnaire was translated in to Amharic with
the assistance of language experts for easier communication. Due to the
physical presence of the researcher and close follow-up made in
distributing and collecting the questionnaires, 149 (94 percent) of them

were filled in and returned to the researcher safely.
3.3.2 Interview

The other important primary source of data in descriptive survey is interview.
Wiesma (1995:72) indicates that interview is a major means by which a
researcher finds out what is in someone else’s mind .It permit researcher to
enter in to their participants’ perspective. He also contends that interview is
conducted when researchers cannot themselves observe behaviors, feelings,
or how people interpret the world around them. Alternatively, it is also
conducted when researchers are interested in past events that are impossible
to replicaté. In general, as Best and Kahn (1999:18) write, interview is used
to gather information regarding individuals experience and knowledge, their
opinions, beliefs and feelings, and demography data. In addition to this the
main purpose of the interview was to obtain data or information not revealed
by one or another instrument and to crosscheck supplement and triangulate

the information gathered using quantitative data collation sources.

In the course of this study, the researcher conducted interviews with my
research participants in order to understand their perspectives, feelings,
experiences and knowledge regarding typing/Keyboarding skill. In this regard

two types of semi-structured interviews were prepared in English and
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commented by the researcher’s adviser. After the necessary amendments the
interview was conducted in Amharic with 7 Business Education Department

heads and 6 office secretaries.

All the interviews were conducted in Amharic language in a conventional
style of everyday interactions and through a formal interviewing style, while
conducting the interview I carefully tape-recorded the respondents idea and
narrations of the issues raised was finally transcribed in order to use them

during the analysis

3.3.3 Document Analysis

Gall, Borg and Gall (1996.328) described that questionnaire and interview
methods relay one self-report by the x:espondents énd sbme times
information bias may be created as to them, therefore document analysis
being studied and this may fill this gap of information if used properly.
Hence, on the bases of such facts the researcher used document analysis
method.

Document analysis also serves as a useful instrument for yielding
information that is helpful in evaluating or exploring social or educational
practice .It is a major means through which qualitative data from records,
reports, printed forms, books, periodicals, bulletins and catalogues, syllabi,

picture, etc can be generated (Best and Kahn, 1993:192).

In this study, I made document analysis on the curriculum guide and the
training modules of 10+1 and 10+2 secretary students and basically the
researcher made the analysis to overview the instruction in TVET curriculum
to cross check the data gathered from both the questionnaire and interview

respondents.
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3.4 Data Collection Procedures

The following procedures were taken in to consideration to deal with the

issues of typing/Keyboarding education in sample schools.

>

Relevant literature were assessed to get acquaintance with issue
under consideration

Statistical data from the sources indicated were secured and
analyzed

Before administrating the questionnaire pilot study was carried
out in “Tegebared” TVET College, which was finally excluded
from the study. There was no major change in the instruments
except making some correction and improvements in language
and sequence of very few questions beyond comment given by
advisor. _

After improving the instruments administrations of the
instruments were followed i.e. questionnaire responses were

tallied, tabulated and eventually analysis of data collected was

- made using Microsoft software called MS EXCEL.

Totally, 158 copies of questionnaires (128 for students and 30 for
teachers) were distributed to respondents. Out of which 149 (94
percent) of the copies were filled and returned. Out of 128
questionnaires distributed to students’ respondents it was only
119 (93 pércent) questionnaires‘ were filled and returned while
the remaining 9 (7 percent) were not properly filled. As a result,
they were excluded from the analysis, while all the 30 business
teachers filled the questionnaires properly and returned safely.

Interviews were also conducted with department heads and

. secretaries who are currently working in sample organization.
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3.5 Ethical Issues
As far as ethical issues concerned, all possible considerations were made to
minimize if not possible to eliminate the problem totally. For instance,
Frankfort-Nachmias and Nachmias (1996) and Mason (1996) described that
full attention should be given for ethical issues that revolved around the
topics of informed permission, right to privacy, protection from hurt etc.

should get and emphasis by researchers while conducting the research.

@ Before starting investigation, the researcher secured officials
permission from the college authorities. per the letter written from the
researcher department.

@® The researcher started my data collection activities particular to
interview questions, after the researcher contractually agreed and reached
consensus with my respective research participants and this was help the
researcher to conduct the conversation in a friendly, relaxed and pleasant
way.

@ While conducting the interview, the researcher briefly explained the
purpose of the interview and respondents were asked whether they have
any question or concerns.

@® Duripg the tape recording activity the participant was asked
permission. After reéching agreement their were strongly informed as the
researcher used the data obtained only for research purposes with out
altering respondents recorded idea. _

@ During the writing of the research result, the researcher used only

pseudonyms to identify the participants.
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3.6 Data Analysis Method

The following procedures and statistical tools were used in the data analysis
process. g
» Organization and quantification of the whole data based on the
three groups of respondents were made.
» Percentage was used to questions demanding quantitative

measurements.

» Data collected through interview and documents were used to

' support the data secured through questionnaire.
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CHAPTER FOUR

Presentation, Analysis and Interpretation of Data

This chapter attempts to present the analysis and interpretation of data
gathered from different sources to answer the basic questions raised in the
study. The chapter consists of two parts. The first part consists of the
analysis of the population of the research. The second part unveils the
analysis and description of the general practice and major challenges of
typing instruction in TVET curriculum. The data obtained through
questionnaires were presented mostly using tables. Then the numbers were

computed in terms of percentage.

4.1 Characteristics of the Respondents :
The population of the study was divided into three main groups. The first
group was those who are learning under the curriculum i.e. 10+1 and 10+2
secretary students. The second group was Business Education Teachers and
Department Heads that are active participants in practicing the curriculum.
Secretaries were the third group of respo;ldehts so that 'the Aeffect and
relevance of the curriculum would be checked and evaluated in their real

work life.

The first and second group respondents (students and teachers) were asked
to respond about the‘personal characteristics or bio-data of themselves

through questionnaires. Table 2 below presents the summarized results.
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Table 2: Personal Characteristics of the Respondents

Item Students (N =119) Teachers (N= 30) Total (N=149)
1 | Sex No % No % No %
Male % ¥ 20 67 20 13
Female 119 100 10 33 129 87
Total 119 100 30 100 149 100
2 | Age Group
15-20 a7 39 o - 47 32
21-30 38 32 3 23 41 28
30 and above. 34 29 27 47 61 40
Total 119 100 30 100 149 100
3 | Years of experience
1-5 = o 4 14 4 14
6-15 L & 23 76 23 76
16 and above i = 3 10 3 10
Total i 5 30 100 30 100

As table 2 depicts, all 119 (100 percent) students were females. It was found
in different literatures that secretarial science as a profession was associated
neither to men nor women .It was “sex-neutral” and as such was not only
open both to men and women but also not automatically closed to women, as
were so many other occupations. In deed, what the experience of USA
showed that, the /ig_l;,of/fy'pist has always dominated by women (Donald,
1983), which has been common since the 1880’s when typewriters were
beginning to appear in the workplace. However, as discussed in the review
literature of this ‘study in USA, the job of typist was reported as an
employment that many men did not want to enter due to the low wages

attached to it.
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Moreover, the typewritef has become a new specialty, which for the first time,
allowed a woman to earn a living in an office. In USA almost all professional
“typewriters” were females (west, 1983). Typing was one of the major
contributor to female to come out from kitchen to office as a result most men
are not interested to learn this skill and enter to secretarial department out
of the wrong perception they developed that the skill is seen as a skill for

women.

In closing, the typewriter alone was not responsible for bringing women out
of the home. What the machine did was establishing a rate that allowed
further opportunities to grow as one of a number of technological, social, and
economic forces present in the late19th century. There was also a draw back
to the rise of the typist. Many women began to be stergotyped as only to carry
out this level of work and had to struggle to improve their position (west,
1983).

When we look at the second respondents, of the total 30 teachers 20 (67
percent) were males and 10 (33 percent) were females in which case the
proportion of females as compared to males is very low. This reveals that,
less participation of females in teaching still call for an effort to increase
women involvement in higher education for teaching activities. The
education and training policy (MOE, 1994:30) states that female participation
in higher education will be democratic, professional coordinated, efficient and
effective ahd will encourage the participation of women. Despite such
provision, however, the implementation seems not strong as expected unless

confirmed based on a research on the area.

With regard to age distribution, as shown in table 2 item number 2, 39
percent of students are found in the age group of 15-20. The remaining
students and teachers (38 percent, 34 percent student and 32 percent and

77 percent teacher) were found in the age group of 21-29 and 30 and above
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respectively. This implies that all the collected data were gathered from
matured respondents, which is also very important for the reliability of the

study result.

Item 3 of Table 2 shows the work experience of teacher respondents and the
76% of the teachers have served as long as 6 to 15 years. Such long years of
service would assist the researcher to collect relatively reliable and relevant
information, which would be a valuable input to the study. In addition, long
years of service of teaching, particularly of typing/Keyboarding would help
the researcher collect expertise information. On top of this, little number of
respondent fall below 1-5 and above 16 years of experience. This enabled the

researcher to gather information from teachers of all levels.

4.2 The Practices of Typing/ Keyboardixig Education in TVET
Curriculum.
In this second part of the chapter an attempt was made to deal with the
presentation and analysis of the practice of typing skill in middle level TVET
curriculum. In this part, the data were analyzed based on the TVET
curriculum guide document, and the responses obtained from the

respondent’s (Students, Teachers, Department Heads, and Secretaries).

4.2.1 Views of Respondents regarding Typing Instruction Equipment

As shown in the attached curriculum guide Appendix 6, two machines were
identified for training purposes i.e. manual typewriter and computer.
However, Table 3 below shows the machines currently used in sample

schools and its relevance for mastery of typing skills
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Table 3: Views of Respondents to Keyboarding/ Typing Instruction

Equipments..
No Item Respondents
1 | Currently being used instrument in schools? Students (N =119) Teachers (N= 30) Total (N=149)
: No % No % No %
Manual Typewriter 119 100 * 30 100 149 100
P 119 100 30 100 149 100
2 | Relevant instrument to typing skill acquisition?
A) Manual Typewriter 18 60 18 60
B) Computer 12 40 12 40
Total 30 100 30 100
3 | Do you believe that the skill of Manual Typewriter is
relevant to future office work carrier?
4 Bl 95 80 27 90 122 82
Ao 24 20 3 10 27 18
Total 119 100 30 100 149 100

4 | If your answer for question 3 is “yes” would you mention
your reasons

B/c of the transferability of the skill to Modern
technology 95 100 27 100 122 100
B/c of the unique application of the machine in office

95 100 27 100 122 100
B/c of the climate friendly nature of the Machine L
95 100 27 100 122 100
B/c of the accessibility of the machine in market
95 100 27 100 122 100
§ |If your answer for question is 3 is “no” would you
mention your reason?
Inapplicability of the machine in most offices
i 24 100 3 100 27 100
Total
119 100 30 100 149 100

As can be seen from Table 3 items 1, among the different option given to both
respondents, i.e. 100 percent of students and teachers confirm that the
manual typewriter is the only machine currently used in schools’ for
typing/keyboarding instruction training. This confirms the view that the
choice of best equipment for training should be left to the existing

socioeconomic condition of the country (Nathan, 1986).

42




However, in connection with this, respondents to the interview complained
that, when viewed from the current Addis Ababa socioeconomic situation, the
usage of manual typewriter in TVET schools curriculum seems some how
irrelevant. Because, they reported that as this machine currently used in
office rarely to fill out forms and labels. Moreover 24(100%) students who
respond as the skill of manual typewriter is irrelevant also substantiated
this, from their practical problem faced during the two months of apparent
ship period. l.e. all reported strongly that after they took mass
typing/Keyboarding in school training on manual typewriters, just due to the
absences of the machine in most Addis Ababa offices, students were forced to
practice the skill on computers before they introduced to computer
application software’s. These situations also were created anxiety on the

trainee while they work in the organizations.

In fact, the absences of the manual typewriters in modern offices were
becoming familiar phenomena. Because as seen in the review of the literature
many people in developed country, which are well known by the availability
of modern offices, conclude that as the manual typewriter is giving way to
electric typewriter or computer and used mainly by people without access to
computer (Cochran-Smith, 1991). In support of this stand as shown in table
3 item 2, 12 (40 percent) of the teacher respondents, prefer computer as a
relevant instrument for training. Because typing/Keyboarding instruction
could be conducted with instructional software, which have fun and

entertainments than manual typewriters.

On the other hand a majority, 18 (60 percent), of respondents prefer manual
typewriter as the best instrument for the training purpose because as most
department heads to the interview respond that teaching typing using
computer software is not preferable in such a way that software’s are lacking
educational quality and it allows students only to a simple drill exercises that

requires lots of repetition. But the goal of typing skill is more than that of
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drilling skill. The reason for this different preference by the above
respondents could be many but as discussed in the literature it is mainly
attached to the imbalance application of these instruments in offices and
schools. However, what the researcher understand here is that even though
there is a difference application as well as purpose of typing equipments in
office and in school, there is no a major difference on the application of the

skill gained from these machines.

Regarding this, item 3 of the same table shows that 95 (80 percent) of
student respondents and 27(100 percent) of teacher respondents believe that
the skill gained from manual Typewriter will be relevant to future office work
career. The reason for this was, as shown in item 4 of the same table in
which all students 95 (80 percent) and all teachers 27(100 percent) chose
transferability of the skill to modern technology, unique application of the
machine in office and the climate friendly nature of the machine as reasons
for manual typewriter relevance. This goes in line with Nathan (1986), which
says that manual typewriter is more valuable and climate friendly machine
that requires minimal maintenance for developing countries. As a result, they
can play a crucial role for training purpose, particularly to developing

countries, those who have shortage of electric and computer accessories.

In addition, as discussed in chapter two of this paper Zinsser (1983) also
advised the same thing, i.e. the training in developed country to be
strengthened in an information age by manual typewriter rather than waiting

computers and electricity to come to rural areas of developing countries.

Contrary to the above notion, all the respondents 24 (100 percent) students
and 3 (100 percent) teachers do not prefer manual typewriter as a training
tool (table 3 item 5). Their main reason was the inapplicability of the machine

in most government as well as non-governmental offices of Addis Ababa.
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More over one respondent to the open end item thoroughly discussed his
reason in two folds .One was in terms of cost i.e. as he reported the cost of
one new manual typewriter ranges from 4500 Birr to 5000 Birr in 1999 E.C
and in order to teach Amharic and English typing courses a school need to
spent almost 10,000 Birr. Where as, when this cost compared to computer it
decreases by half even with out calculating other numerous applications of
computers than typing instruction. The second dimension was the
mechanical nature of the Manual Typewriters. l.e. it needs care and
maintenance, changing ribbons, loading paper, and so on while teaching,"
which mostly make the teacher busy and cause for “bad” teaching learning

environment.

In general, when looked at it from the point of view of literature, it is possible
to unify these two different ideas i.e. as discussed in chapter two of this
paper, Zinsser (1994) asserted that there is no clear cut recommended
machine for teaching typing instruction, because both machines can allow
students to input data from the mind to paper and the diverse preferences we

might seen above result from lack of awareness in the area.

4.2.2 Views of Respondents to Typing/Keyboarding Instruction in TVET

Curriculum

The interviewed respondents’ views to Keyboarding instruction in TVET
curriculum were generally found to be not encouraging. As all of the
respondents expressed, there is a misunderstanding that resulted from lack of
awareness about the relevance of the skill among the stakeholders, that is, as
the data obtained from interviewed respondents showed that, most people
associate typing/Keyboarding skill as a skill necessary to women secretaries

only.
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In fact such kind of perception was one of the major phenomena in developed
country before the year 1980’s.Forinstance Davies (1974), wrote on his book
called “Women Place at the Typewriter”, in America work force typing was
highly associated with girls, and he said that it will be difficult to give exact

justification for this, because of various factors.

However to mention the major ones: the relatively low wages accepted by
women compared with men, the education of women, the feminist arguments
was identified and discussed in detail. However, it will become unreliable to
answer in such small-scale study the question of why typing skills associate
with women secretaries, which also supported and implemented only for

secretarial students in the 21st century in Ethiopia.

Indeed, current literature confirms a view that stands almost in contrary to
that of TVET typing ‘irilstruction curriculum, i.e. according to Change
(1995:2), typing /keyboarding will be the most widely used input skill by all
people in communication with writing machines like computer and
typewriter. The curriculum should also open opportunities for all students to
master typing skill before students are assigned to work in different activities
using writing machines like computers and typewriters. Therefore, the
respondents’ criticism to the curriculum was appropriate because as was
seen in the literature, typing can no longer be considered only as a
secretarial skill, because itvis and will continue td be a basic communication
skill needed by all individuals (Donald 1983).

In addition, as indicated and discussed in chapter two, the experience of
USA and Europe also shows as typing skill is demanded by all people both
men and women, and currently typing instruction is practiced in their
elementary school curriculum assuming that the skill is crucial to all people
(Sandberg-Diment, 1998).
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Moreover, the results obtained from questionnaire respondents as seen below
in table 4 also strengthen the view that keyboarding skill is not a skill needed

only for secretaries.

Table 4: Views of Respondents to Keyboarding/Typing Skill Relevance

No \ Item Respondents
' Students (N Teachers Total
=119) (N= 30) (N=149)
1 Do you believe that Keyboarding/typing skill is a basic skill only for No % No % No %
secretaries?
A) Yes, I believe 14 12 7 23. 21 14
B) No, I don't believe 105 88 23 77 128 86
Total 119 100 | 30 | 100 | 149 | 100
2 If your answer for question 1 is "yes" is that from?

Secretaries day to day work is mostly attached to data processing
activities 14 100 7 100 21 100

3 If your answer for question 1 is "No" is that from?

The usage of computer by individuals become increasing 105 100 23 100 128 100

Total

119 100 30 30 149 | 100

As table 4 shows, it was found that only 21 (14 percent) of the respondents
supported typing instriction to be given only for secretaries. All respondents
were asked to forward their reasons, as seen in item 2 of the same table only
they choose one option. As all of the respondents reason out,
typing/Keyboarding instruction must be given only for secretaries because
they believe that secretaries day to day work in office is mostly attached to
data input processing activities compared to other professionals in office. As
a result, they support the TVET curriculum, which provides typing

instruction at middle level for secretarial students only.

On the contrary, as can be seen from item 1 of table 4, majority of the
respondents, 128 (86 percent) believe that typing/Keyboarding instruction
should be offered for all people. Their summarized response to open-ended

item revealed that in this information age the demand for data processing
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skill by individuals has increased. The usage of computer in offices, Schools,
and home is extremely increasing. That is ‘many of us spend some time,
approximately from one to six hour per day with computers for a variety of
tasks and we need this skill for data processing activities. But, in line with
this there is no curriculum in our country which allows all students to have
a mastery over such important skill and this is why the following interviewed
respondent’s views were found to be against to the TVET curriculum.

Interviewed Business Education Department Head Ato Debeb expresses his

idea as follow:

I thought typewriting or Keyboarding should be taught only for
college secretaries as what currently TVET curriculum offered.
But now, I think keyboarding should be taught in the high school
curriculum for all students because students are learning
computers next to this level and start to do a large amount of
writing on the computer. And they should be taught proper
keyboarding early at grade 9 so that typed work may be done
more efficiently throughout their pe;sonal és well aé aéademic

lives.( April,1 2008.)

Another respondent, Business Education Department Head Ato
Temesgen also recommends the skill of typing to be integrated across
the high school/middle level curriculum and applied whenever
students are required to wuse or have access to the
computer/typewriter. Because the skill is to be used in all subjects’
areas, it is recommended that the time required to teach typing be

taken proportionally from all areas of study. (April, 2 2008.)

A secretary in sample organization W/t Almaze also said that, as there
is a difference in the purpose/goal of teaching typing skill in school.
Formerly since the skill is identified as one major occupation for

secretaries it was given only to students who are going to be secretary
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professional in office. However today [ personally looking different
purpose of this skill to all students and students should be taught
typing with the applications relevant to their home/school use such as

to write personal letters, term paper, essays, etc. (April, 4 2008.)

In support of this, the literature as discussed in chapter two of this thesis
substantiates that in developed countries typing skill training is given for all
people. The main reason is the fact that computers permeate nearly every
aspect of their daily life- they are in their homes, schools and work place,
and the skill of typing /keyboarding is the primary means through which

they operate this machine for a variety of tasks, especially word processing.

4.2.3 Views of the Respondents to Number of Courses and Allotted Time

According to the curriculum guide, the module for typing instruction is
entirely designed to secretary students who are found at the middle (10+1
and 10+2) level. At this level, students are expected to learn three typing
courses with a total of 438 hours, at 10+1 level and one course with a total of
205 hours atl0 + 2 level, which also comprises 31 percent and 14 percent

respectively of the total each year in school training hour.

In order to see their reaction to the number of courses and time allotted in
the curriculum, questionnaire and interviews were prepared and
administered. However, among the different options provided, all respondents
selected only one option. That is both 119 (100 percent) and 30 (100 percent)
of student and teacher respondent respectively believe that the number of
courses and the time allotted for each course, is “More than enough” to
master the typing/Keyboarding skill, when the response to the open end item
summarized, This situation is currently makes students to hate the
department, which also attributed by Ato Wendesen. That is, he noticed this
condition as one major factor contributing for exodus of students from the

department:
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I taught typing for the past 11 years and in my years of
experience; I observed the gradual down fall of student’s
number from the secretarial department year to year. The
reason for this could be many and should be studied in detail.
But in my assumption one of the major causes could be the
mass typing training given in TVET curriculum for many years.
And I think this condition is seen as traditional way of teaching
typing and it is affecting our student’s interest to learn such an
essential skill. As a result unless some solutions identified; I
am sure there will be mass exodus of students from the

department if this condition continued. (April, 4 2008.)

In addition respondents, who said the number of course with the allotted
time is “more than enough” were further asked in 6pen ended questions to
identify a course they most prefer to phasé out from the curriculum and
most of them frequently responded that Production Typing and Intermediate
Typing courses be excluded from the middle level TVET curriculum, because
the application of this course in real life work found to be insignificant due to
the fast growing demand of word processing software’s. Jackson, (1989) also
recommends this course to be delivered for specialization purposes at higher

education level.

Regarding this issue, the interviewed secretaries working in office also
confirmed that during their training, much of the time was spent on
practicing speed and accuracy on manual typewriters in traditional way but
after the completion of the program, when ti'ley go to work, as all reported,
they apply -the skill only for data entry purpose, which was mastered by the
first typing course called keyboarding and they also recommended if possible
the two courses production typing and intermediate typing to phase out from

the curriculum.
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However, Warwood (1985) made suggestions as far the question of “how
much is the correct length and number of typing instruction is appropriate?”
They forwarded that there were numerous researches conducted and
identified but it was impossible to determine what was the absolute best
number and length for typing instruction. Unless a feasibility study

conducted guided by the learner age, suitable equipment and identified

purpose.

4.2.4 Appropriate Level for Typing/Keyboarding instruction.

Table 5: Views of Respondents to Appropriate Level Typing/Keyboarding

Instruction.
No Item Students Teachers Total
(N =119) (N= 30) (N=149)
1 | When should Keyboarding be No % No| % No %
taught
a) Elementary school level - - - - - -
b) High school level 14 12 7 23 21 15
¢) Middle level school 105 88 23 |- -T7 128 | 85
d) Higher Education level - 2= - - S E
Total 119 | 100 (30| 100 | 149 | 100

Both teachers and students were asked to indicate when Keyboarding should
be taught. Table 6’ indicates that 14 (12 percent) of the students and 7(23
percent) of the teachers believe that high schools could be the best levels for
typing/Keyboarding instruction, while the majority of respondents 128 (85
percent) support the middle level schools (both TVET and preparatory
schools) as the appropriate level to teach typing/Keyboarding skills for
students. Surprisingly, no respondent mentioned elementary school and
higher education as the best place; in fact scholars identify higher education

level is appropriate to give special or advanced-typing courses (Stephen,
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1989). For example the case of Addis Ababa University College of commerce,
but elementary school, which is strongly recommended and identified by
many developed countfy researchers, as it is the most appropriate level to
taught students typing Change (1995), Artwohl (1989), Stephen (1989),
Goins, (1996).

For example, Stephen (1989) said that early elementary school students
could best learn keyboarding skill, but the training instrument should be
computer not typewriter because, at this stage researchers on the matter
confirmed that students are not mature enough in their finger dexterity and

eye head coordination to use typewriters (Me Entee, 1994:7).

According to the information secured through interviews from the
department heads, even though some prefer the middle level could be the
best place, most of the respondent’s idea was coincided with the literature
available. One respondent Ato Debasu told me the practical experience he
had faced in the city of Addis Ababa:

I have a 10 years old son, who is attending education at
one of the private elementary schools in Addis Ababa.
The school has a supplementary course called
keyboarding. My son currently is writing a paragraph
with a speed of 20 WPM. I am very happy with this and I
wish this supplementary course to be disseminated to all
the elementary schools to be taught for all students. .
(April, 12008.)

Another respondent Ato Ashenafi also reported the following:
Good question. We know that students can learn how
to type very well in high school and middle school level.

So, these are both the appropriate levels .I would guess
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that some private elementary schools in Addis Ababa
are trying to teach their students how to type. We really
need to know what kind of success the private
elementary schools have had. Best answer is to teach
typing as soon as possible. However, we need to know if
this is successful at governmental elementary level
séhools before recommending policy. In fact this would
make a good study involving both governmental and

private elementary schools. . (April, 2 2008.)

This shows that elementary school could also be the appropriate
level for the acquisition of typing instruction’ In summary to the
questions, when is it best to teach typing- the researcher found
that many ideas would be in agreement with most of the following

suggestions:

Students should become aware of the typing processes as soon as they are
asked to input information in to the writing machine (computer and
typewriter). Student should learn the correct position of their fingers on the
keys and the correct posture as they learn the computer. If this learning
process takes place in elementary school, a keyboarding awareness should
be taught. However, a formal keyboarding course should be delayed until
students are matured in their finger dexterity and eye hand coordination,
which is mostly possible at high school or middle level school (Entee,
1994:7).
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4.2.5 Major Challenges of Keyboarding/ Typing Instruction in TVET

curriculum

Lastly, all respondents of the questionnaire to the op‘en-end items as well as
interview were asked to identify the major challenges of keyboarding/typing
instruction in TVET curriculum. Even though a number of challenges were

identified, the major issues are summarized as follows.

Issues of Awareness

122 (82%) of the respondents described that there is lack of awareness
among the community members as far as typing /keyboarding as an
essential skill for the 21st century is concerned. Because, most of them
recognize that, the necessity to keyboarding is well driven by the fact that
computers permeate nearly every aspect of our daily lives- they are in our
homes, schools, and workplace and there should be awareness creation to
the community in line with the skill to keyboarding is the primary for a

variety of tasks.

Issues of Access

The second and most important challenge identified by respondents was
access to writing machines. As majority respondents 122 (82%) confirm that
many of us considered the computer as a luxurious property that should sit
behind the “Boss’s” office without any function. On the other hand, manual
typewriters are seen as an outdated machine. But this condition brings big
challenges to master the skill. As shown in previous sections, one can master
the skill using any one of the machines. If there is access to this machine in
public as well as private colleges, most students will have the opportunity to
exercise or practice the skill for their own personal consumption. Teaching
students to keyboard, and then failing to provide adequate reinforcement and
application opportunities is somewhat like teaching students to read and
then not providing books, opportunity, or motivation for them to read
- afterwards (Olinzock, 2006:7).
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Issues of Attitude

The third challenge identified was the attitudes of school communities
attached to typing skill, i.e. many of them consider it as a job of secretaries,
which implies a job for women. But, the current sitﬁation is different in that
many offices currently use computers by different experts. Professionals,
both women and men, have increased. The current training, which is given in
middle level, TVET will not be enough to meet the demand of trained
professionals. The absence of a curriculum that allows all students to
participate is identified as one major cause for the challenges. As most
respondents say all students of this time are in need of typing skill in one
way or another.

Issues of Instructors

The fourth challenge ‘identified was lack ~of teachers. As all Business
Education Department Heads responded to the intérview, it was the Addis
Ababa University, which was one of the single suppliers of Business
Education Teachers. However, recently due to the introduction of computer
to the Business Education Department, the university ceased producing
those teachers who were teaching manual typewriters. This brings challenge
to TVET institutions and to those who are teaching typing instruction using

manual typewriters as per the recommendation of the TVET curriculum.

In general as said before currently it seems from these and other different
challenges and problems seen in different components of the general TVET
program, the Ministry 6f Education was in the process of revising the whole
TVET curriculum based on the newly identified occupational standards,
However, as the document analysis revealed that, concerning typing
instruction the revised document doesn’t hold the current slogan of typing
instruction rather the draft document was simply prepared by reducing the
two years traditional typing courses to one year for secretaries (Appendix 7)
and it will come in to effect in 2008/9 which implies nothing to the major

ideological change that discussed and identified in this study.
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CHAPTER FIVE

Summary, Conclusions and Recommendations

In this chapter of the paper, three different contents are presented. First, the
summery of the major findings was made. Followingvthat the conclusions the
researcher has reached were stated. Finally, recommendations that can
contribute in suggesting some means of improving the existing situation to a

better one were forwarded.

5.1 Summary
The study was aimed at surveying the practicé and major challenges of
typing education at the Middle level TVET in Addis Ababa. To achieve the
stated purpose, the researcher identifies basic research questions, which
served as guides in revealing the specific problems that needs to be

addressed in the study.

As per the design of the methodology and instrument used, the data collected
were analyéed using percentages for quantitative and detail description for
qualitative results. Consequently, the data holds major findings that

described briefly here under:

» Typing is identified as a skill important only for secretarial students
in the curriculum of TVET. To accomplish this goal, the curriculum
designed and implemented with four typing courses l.e. Keyboarding,
Principles of typing, Intermediate typing (at 10+1 level) and Production
typing offered (at 10+2 level). From the total of 753 hours in school
training given per year 60 percent and 30 percent of the time allotted
to typing course for secretarial students. However, as the result of this

study reveled that majority of the respondents 122 (82%) view to all
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this input were not found encouraging and almost all 149 respondents
identified the curriculum as irrelevant in line with its instructional
materials, and applications;

All 119-sample school students were female students and this was
found to be from the wrong perception stakeholders’ having in that
typing skill is a skill relevant only for secretaries and secretarial
professions to women. This has been reflected in the curriculum as
well;

The result of this study also showed that due to the proliferation of
computer in their daily life, majority 128 (86%) of the respondents have
a strong awareness contrary to the curriculum. That is, they are aware
that typing skill is a crucial skill needed by all people;

The courses given in the curriculum found to be more than enough in
respect to their number and allotted time. All secretarial professionals
confirmed that except keyboarding skill, all typing skills were almost
found to be inapplicable, irrelevant to their current office work;

The curriculum was blamed as it has traditional nature because all
schools are using the single instructional Aequipment i.e. Manual
typewriter but computer currently replaces its nonappearance from the
most offices environment of Addis Ababa. .

Even though most department heads and teachers was found to be
hampered by the traditional nature of TVET typing instruction majority
of them 18 (60%) prefer Manual typewriters as the best machine for the
training purpose. However, as found from the literature they also were
not in a strong position to recommend the machine to elementary
school students;

All the pafticipants were found in supporting the idea of
“Typing/Keyboarding skill for all” and majorityl128 (86%) of the
respondent identify Middle school level as the appropriate level for

such training;
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» The study also identified four major challenges of the current

Typing/Keyboarding instruction in schools:

- Lack of awareness from the parts of stakeholders on the issues
of Typing/Keyboarding skill for all;

- Lack of access to the training equipment;

- Attitudinal problems to the secretarial profession and to women;

- Lack of trainer, particularly to manual typewriter;

5.2 Conclusions
The main points of this study were to assess the practice and major
challenges of Keyboarding Education in TVET colleges to prioritize
keyboarding skill for all students and to see the clear picture of the practice
in the curriculum. The study relied on related literature and then discussed
the study design in detail including the setting, participants, procedures and
analysis. Overall, the study incorporated many ideas from Varity of
respondents. Based on the analysis done and the findings obtained the
following conclusions were drawn by the researcher.
% Keyboarding/Typing skill is still considered as a skill needed only for
women secretaries. This is due to from the wrong perception among
people (stakeholders). |
% Students other than secretaries currently do not receive formalized
typing/Keyboarding instruction. As a result, the current practice
reveals that students are suffering from the consequences, because
Typing/Keyboarding instruction in TVET curriculum is given
traditionally and it fails to recognize this very vital need.
% Keyboarding/Typing is, and will continue for some time to be, the most
widely used input device in communicating with computer. Therefore,
keyboarding can no longer be considered a secretarial skill. It is a basic

communication skill needed by all individuals.
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Students could be trained to typing/keyboarding using typewriter or
computer before they ever use the computer for other advanced
applications.

There is no a clear-cut recommended best instructional tools for

- keyboarding instruction. As result, based on the socio-economic

conditions of the country schools could use Manual typewriter or
computer to train keyboarding skill for all students.

The best we can do for our students 'is giving them proper
typing/keyboarding instruction before they assigned to advanced
computer applications. This could be, in our case, before they leave
middle level school (TVET level and preparatory level) to enter in to
higher education.

Keyboarding/Typing is and has always been a sophisticated
technology: skill is required to learn, to read, and to write in today’s
information age. :

Teaching all students how to type/Keyboard will be appropriate and
unquestionable because with out this skill participation in global
communication will be some how difficult.

The learning from these studies will prove invaluable for educators,
regional administrator sand policy makers in key decisions around the

future of keyboarding in the curriculum for all students.

5.3 Recommendations

After reviewing the findings and conclusions, here is a list of

recommendation.

Set up a working group from business education experts and ministry
of education on awareness creation program in order to change the
image of ke)}boarding skill relevance to all students. For example,
experts on the area has to start to promote and communicate to

pupils, parents and senior managers, the contribution which
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keyboarding skill will making students active participant in global
communications.

Set up a working group from business education experts and ministry
of education to check possibilities how all students could be given
accesses to training tools in public as well as private institutions.

The TVET institutions have to see themselves and have to be seen as
service providers for the organizations and therefore have to work
demand and output-oriented.

Business Education experts and Curriculum Experts should conduct a
study at national level, which will, imply directly for curricula revision
or restructuring typing/Keyboarding education in the curriculum for

all students.
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Appendences
Appendix 1 Questionnaire Prepared to Students

ADDIS ABABA UNIVERSITY
SCHOOL OF GRADUATE STUDIES

DEPARTMENT OF CURRICULUM AND
TEACHER PROFESSIONAL DEVELOPMENT STUDIES

The purpose of this questionnaire is to collect information about the practice
and major challenges that face typing education in TVET Colleges. Be
confident that the information gathered will be used only for the research
purpose. Hence, you are kindly requested to provide the necessary
information, which is very helpful to the quality of this research as well as to
bring practical solutions to the problem. You are not expected to write your

name on the questionnaire.

Thank you very much!
Direction: Please Mark With A Tick (V) For Your Response On The Space
Provided And Write If The Question Requires A Written Response In The
Space Provided.

Part I Personal Information

1. Name of the school

2.. Sex Male ] Female =3

3. Age
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Part II Research Related Information

A) Questions Related To Typing Education Practice And Relevance.

4) Which of the following tools are currently being used for typing skill

acquisition?
Manual typewriter (] Electrical typewriter S
Computer i :

5) Do you believe that learning typing skill in manual typewriter is relevant to

your future work carrier required in the market?
L) Yes ] No

6) If your answer for question No. 5 is “Yes” is that from
a) Transferability of the skill to other technologies? []
b) The unique and important application of the machine in office? []
C) The all-around nature of the machine to climate and to organizations?
d) The accessibility of the machine in the market [J
€) If any other--------cmmm oo e

7) If your answer for question No. S is “No” is that from
a) Inapplicability of the Machine in most offices
b} Inaccessibility of the machine in the market O

c) If any other----------mcmomom oo e




8) Do you believe that typing skill is a basic skill only for secretaries?
Yes, I believe O No, I don’t believe |

9) If your answer for question 8 is “Yes” is that from?
a) Secretaries day-to-day work is mostly attached to data inputting
processing activities.
a) The curriculum ordered to do so.
b) If any (0 3T

10) If your answer for question 8 is “No” is that from?

a) The usage of computer by individuals become increasing
b) With out this skill working in modern offices become impossible

c) If any other--—----mmmmmm e

11) How do you rate the number of typing courses with their allotted time

currently given at your institutions for typing skill acquisition?
a) More than enough b) enough c) Undecided d)Small e) Very small

12) If your answer for question No 11 is “a” please write the course you prefer

to be phased out from the curriculum? -----------=-m-mmmmemumeo- - -—-

13) If your answer for questions No 12 is “c” please write the course you

prefer to be added in to the curriculum? -------=-cmemmmm e

-, - -

T ——
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14) In your opinion, which level of the curriculum could be appropriate for

' teaching all students typing skills?
a) Elementary school level []
b) High school level O
c) Middle Level school O
d) Higher school level O

B) Questions Related to Major Challenges

15) Would you list down the major challenges you are facing while learning

typing skill?

)

16) What do you think are the causes for these challenges to occur?

1




Appendix 2 Questionnaire Prepared to Business Education Teachers

ADDIS ABABA UNIVERSITY
SCHOOL OF GRADUATE STUDIES
DEPARTMENT OF CURRICULUM AND
TEACHER PROFESSIONAL DEVELOPMENT STUDIES

The aim of this questionnaire is to collect information about the practice and
major challenges of typing education in TVET College. Be confidential that
the information gathered will be used only for the research purpose. Hence,
you are kindly requested to provide the necessary information, which is very
helpful to the quality of the research as well as to bring practical solutions to

the problem.

. Thank you in advance for your cooperation
Direction: Please Mark With A Tick (V) For Your Response On The Space
Provided And Write If The Question Requires A Written Response In The
Space Provided.

Part I General Information

1. Name of the school

2. Sex = Male [ ] Femall ]

3. Age

4., Years of service
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Part II Research Related Information
B) Questions Related To Typing Education Practice And Relevance.

5) Which of the following tools are currently being used for typing skill

acquisition?
Manual typewriter [] Electrical typewriter el
Computer Ry

6) Which of the following instruments you prefer more relevant to teach

typing skill acquisition?

Manual typewriter [ Electrical typewriter
Computer (] If any other------------------

7) Do you believe that learning typing skill in manual typewriter is relevant to

your future work carrier required in the market? .
Yes ] No [

8) If your answer for question No. 7 is “yes” is that from

a) Transferability of the skill to other technologies? [l

b) The unique and important application of the machine in office? O

C) The all-around nature of the machine to climate and to
organizations? []

d) The accessibility of the machine in the market O

e) If any other-----------mmmmmm oo
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9) If your answer for question No. 7 is “No” is that from
¢ a) Inapplicability of the Machine in most offices
b) Inaccessibility of the machine in the market

¢) If any other--------mmmm e e

10) Do you believe that typing skill is a basic skill only for secretaries?
Yes, I believe [l No, I don’t believe [

11) If your é.nswer for question 10 is “Yes” is that from?
a) Secretaries day-to-day work is mostly attached to data inputting
processing activities.
b) The curriculum ordered to do so.
c) If any other--------mmmm oo e
12) If your answer for question “10” is “No” is that from?
a) The usage of computer by individuals become increasing

b) With out this skill working in modern offices become impossible

13) How do you rate the number of typing courses currently given at your

institutions for typing skill acquisition?
a) More than enough b)enough c)Undecided d)Small e) Very small

14) If your answer for question No 13 is “a” please write the course you prefer

B s o s s e e oL en e R ERE

| to be phased out from the curriculum? ---=-=-cmmmmmmm e e -
............................................................... LS !.M,Ana-mm__{-_---
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15) If your answer for questions No 13 is “d” or “e” please write the course

you prefer to be added in to the curriculum? ------=---ommmmm e

16) In your opinion, which level of the curriculum could be appropriate for

teaching all students typing skills?
a) Elementary school level
b) High school level O
c) Middle Level school O

d) Higher school level O
B) Questions Related to Major Challenges

17) Would you list down the major challenges you are facing while learning

typing skill?

1

2
3
4
5

18) What do you think are the causes for these challenges to occur?
1

2

3
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Appendix 3 Amharic Questionnaire Prepared for Students
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Appendix 4 Interview Questions to Business Education Department
Heads

Semi-Structured Interview Questions for Business Education 4
<&
Department Heads
How do you see typing courses in the curriculum of TVET? oy

: N
Do you believe that, teaching secretary students hth&typs 1
typewriter will make them competent in the market?

What are the major challenges currently observed in Business Education in
general and secretarial studies in particular faced regarding typing course at
all levels? -

Do you know that typing skill is the most crucial skill needed worldwide?

What will be your response if the government introduces typing course to

elementary. school/High school curriculum?

What instrument would be appropriate for elementary/High school students?
Currently the government is in the process of changing typing courses to be
delivered by computer for secretarial students.

What notion do you have regarding this matter?

Particular, to machine of typewriter & teachers of typewriting.
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Appendix 5 Interview Questions for Office Secretaries

Semi-Structured Interview Questions For Secretaries in Work Place

Did the typing course you have taken in the college make you competent in
the office work? How?

What do you recommend to the Ministry of Education regarding the
curriculum of typing Education?

Are you currently using manual Typewriters in office? For what purposes are
you using it?

What are the major activities you are performing while using typewriters?

m L1 1] [
.'&.0
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Appendix 6 Selected Documents from TVET Curriculum Guide

JOB TITLE: Copy Typist
Course Title: Keyboarding

Contents

Time allotted

Introduction

Job Profile

Course Title: English Key boarding

160 hrs

Duty 1 Keyboard introducing and practicing

CD(D&O)N—‘%

Duty 2 Typing straight copies and filling in forms

Job Evaluation
A. Exam
B. Project work -
C. Apprenticeship

Resource organizations
A. References
B. List of Tools & Equipment
C. Consumable Materials

Title: Secretary Typist

Course Title: English and Amharic Production Typing

Contents

Time allotted

Introduction

Job profile

Course title: English and Amharic Production Typing

Duty 1 Typing business letters

205 hrs

Duty 2 Preparing business forms

Duty 3 Preparing tabular materials

Duty 4 Preparing business reports

Duty 5 Preparing meeting related documents

0@‘10’(}!&07\)—‘%

Job Evaluation
A. Exam
B. Project work
C. Apprenticeship

Resource organizations
A. References
B. List of Tools & Equipment
C. Consumable Materials

o) :

—————
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Job Title: Typist

Al Course Title: Principles of Typing
Introduction
SN Time allotted
1 Job Profile
2 Course title: Principles of English Typing Application !
3 Duty 1 Typing sample and routine letters, memos, tables 166 hrs
& Reports (English & Amharic) :
4 Duty 2 Handing office Telephone calls
5 Job Evaluation
A. Exam
B .Project work
C. Apprenticeship
9 Resource organizations
A. References
B. List of Tools & Equipment
C. Consumable Materials
Job Title: Clerk Typist
Course Title: Intermediate Typing
Time allotted
SN Contents ¥
1 Introduction
2 Job Profile
Course title: Typewriting and other office clerical
activities A
4 Duty 1 Typing complex letters, memos, reports and
tabular materials
5 Duty 2 Computing data and handling financial
records
6 Introduction
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List of Equipment

S.N. Item with Specification Unit Quantity Remark
1 English Typewriter: Olympia manual, medium carriage 46 cm. PCS 50
2 English Typewriter: Olympia manual, long carriage, 62cm. PCS. 5
3 English Typewriter: manual medium carriage, model 275 £ 5
4 Amharic Typewriter

Olympia manual Typewriter, medium carriage, 46 cm. Pcs 50
5 Ambharic Typewriter Pcs 5

: Olympia manual Typewriter, large carriage, 62 cm.
6 Amharic Typewriter ~ Model 275 Pcs 5
7 Amharic Typewriter

Olympia manual Typewriter, medium carriage, 46 cm. Pcs 50
8 Computer: Intel Pentium 4: Genuine Intel P4 1.7 GHz Orig. PCS 25

SVGA 32MB Video Memory, Full 256KB Level 2 Cache, 128

MB RAM Expandable to 2000MB(2GB)

Two 32-bit PCI Slot & 1AMR Slot, Ultra DMA 100 support,

PNP & Flash BIOS including security support features, 40GB

Hard Drive, 52X-CD Rom Drive 32 Bit sound blaster compatible

& stereo speakers, 3.5” Floppy Drive & Key Board & Mouse

with Mouse Pad, 2 x USB Port 2 x serial port, 56 K Fax & Data

Modem, 17” Digital color Monitor
9 HP1200 Laser Jet Printer PCS 5
10 Back — Up Model: SVR - 1000 W, AC Automatic Voltage i 5

Regulator

11 Diskette: 3.5” Floppy Diskette Gross 3
12 Typewriting tables, size 1.10m x 0.70 cm PCS 50
13 Students’ typing chairs, normal iron foot = 50
14 Filing Cabinet with four drawers, suspension file holder, with PCS . 4

locker, sheet metal(H132.5xL.62xW.47)
15 Card Index Cabinet PCS 4
16 Demonstration Table, wooden, with one drawer, size PCS 1
1.50m x 1.50m. height 1.10m.
17 Overhead projector/DEsk topGEHA model 4000 PCS 2
18 Instructor’s Table, wooden, two side drawers with locker — PCS |
Mosvold type
19 Instructor’s Chair, rolling with cushion and arm PCS 1
20 Telephone Equipment (full set),Nova model 3551 PCS 10
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List of Consumable Materials

S.N Item Unit Quantity Remark
1 Printer forms PCS 25
2 Large size drawing paper PCS 25
3 Printed forms PCS 25
4 Flipchart PCS 25
5 Requisition forms PCS 25
6 Envelopes (Sample) PCS 25
7 Model Letters PCS 50
8 Log Book PCS 25
9 Incoming mail statistics Summary form PCS 25
10 | Incoming mail statistics (Redirecting form or card) PCS 25
11 Sample letters PC'S 25
12 | Sample records PCS 25
13 | Note PCS 25
14 | Sample Incoming and outgoing correspondence with' Pes:: 25

release' mark and 'file copy 'printing
15 | Chart showing indexing & coding Pcs 10
16 | Sample cross-reference Pcs 25
17 | Sample file folders Pcs 25
18 | Sample Requisition Card/file Pcs 25
19 | Sample out guide & out folder Pcs 25

20 | Sample carrier folder Pcs 25

21 Record retention & transfer policies Pcs 25

22 | A4 paper Pcs 25

23 | Sample memos Pcs 25

24 | Follow-up file pcs 50

25 | Sample payroll pcs 25
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Preface

The fcformed Ethiopian TVET-System is an outcome-based systemt, meaning that it uses

the needs of the labour market and occupational requirements from the world of

work as the benchmark and standard for TVET-Delivery. The requircments from the

world:. of . work are .analysed and specified — taking into account international
behchmarking — as Ethiopian Occupational Standards (EOS).

In' the reformed Ethiopian TVET-System, Curricula and Curriculum Development
pl:’l}""_s"-rf‘ép,‘;ﬁnpOI'ta_nt role with regard to quality driven TVET-Delivery. Curricula help
to facifitate the learning process in a way, that learners acquire the set of occupational
competencies (skills, knowledge and attitude) required at the working place and defined
in the Ethiopian Occupational Standards (EOS). Responsibility for Curricula and
Curriculum Development will be given to the Regional TVET-Authorities and
TVET-Providers.

This curriculum has been developed by a group of experts from diffcrent Regional
TVET-Authorities based on the Ethiopian Occupational Standard “Administering
Office and Secretarial Technology” It has the character of a model curriculum

and is an example on how to transform the occupational requirements as defined in the
respective Ethiopian Occupational Standard in to an adequate curriculum.

The curriculum development process has been actively supported and facilitated by the
I\'Iinis't‘iry_’of Education — in line with one of its mandates to provide technical support
-'to_the: regions — and by the TVET-Reform Component of the Engincering Capacity
-Building Programme. .. . ' :
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:.TVET PrOgr amme Design

' 1.1. TVET-Programme Title: Administeri ing Office and Secretarial
Technology :

|75 TV F.T-ngri\mmé Description

The programme-is designed in line with' the Ethiopian Occupational Standard
(EOS). Thercfore, trainees participating and complete the programme successfully
will be qualified as an Administeting Office and Secretarial Technology with
competencies claborated.i m the re »pe;lwc EOS: Graduaics of the programme will
have the required quahﬁcatlon to “‘work in the business sector in the field of
Administering Office and Secrctarial Technology. In the programme special
emphasis in the given to systems and devices of Keyboarding skills, Word
processing application, Reception, Manage office records and Procedures and
Administering office activities . Graduates are therefore expected to process.
manage, administer and record the office activities in accordance with the
'pér"-formance criteria described in the EOS.

The programme will be carried out as per the curriculum developed based on the
EOS The cumculnm gives details on the exp cted outcome, programme content,
learning su.xlegy eV aluatlon and aaseﬁsmem as well as on the resource conditions
ofthe programme.

—

3. TVET-Programme Learning Outcomes
Upon completion of this particular TVET pro ramme “Administering Office
and Secretarial Technolog:  the trainc s:shall be able to:

~ Perform Keyboarding and word processing skills accurately

» Posses knowledge and skills required to communicate positively with
customers

» design and develop business documents effectively
~ manage office records in proper manner

» create and use simple spread shcets manage database and design
: blectromc presentaum. o

> pelfonn smiplc accounlma actwltus eff’cnenlly
> manage chrelanal pro Ledums n an office
1.4 Durdtlon of the TVET- ngl .lmmc

The programme will have duration of 3251 (only for main and supportive
moduies) training hours, which will be used for both theoretical teachings and
practical excrcises.

Note: Total duration of the TVET programme=4241 hours (including common
modules)
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Qualiﬁcf'ition Level and Certification

Bascd on the dcscnplms elaborated on the National Qualification Framework' the
quahﬁcatlon of this specific TVET programme will be “Level Four”

1.5, Taroet Groups

I\o spuml lar"et group is assigned for (he programme. Any citizen who meet the
entrys lcquucments andicapable o pariicipating in the theoretical teachings and
practical activities 1s entitled to take part in the programme.

1.6. ~ Entry Requirements

To enter the programme, a candidate shall at least successfully complete 10" grade
general education.

1.7. . Concept and Mode of Delivery

This specific TVET-programme can be characterized as a formal programme on middle
techniChl"leve] As long as the required learning / contact hours as specified in the
curricula ‘are retain, the training can be flexibly adapted according to the prevailing
condmons ‘and provisions as far as organization, venue and scheduling of the training in
: _concemed} As far as feasible, preferred mode of delivery is co-operative training,
meanmg that .TVET-institutions and., companies co-opcrate with regard to
5-.."-';j:mplememahon Involvemcnt bf compames in TVET- dehvel\ 1s highly recommended
because 1t'~nges the learmers exposuru to the actual world of work and enable them to get
hands-oiriexpernence: Org ganization of in< cqn pany training depends on the pxeterem\.,
and frume conditions:of the respective (omp(unes One of the options is organization of
in-comipany training: ‘in block:form. This has already been practiced in the past
(organt /atlonal attachment / apprenticesl:i lp fraining) and is still rclevant.
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?E'l Programmc Structure _

Logo of TVET

......

assngnnuhigf hours*to he decukd by T\’ ET Proy ndér

Prowder
+  Total -
‘_ Duration Theory Practical’®

: “Hrs: His. Hrs.

355 '}&‘EYBOARDING AND DOCUMLM
1+ 3. PROCESSING 5 - 706 212 494
2 - LPECEPTION L3t 3 350 105 245
3 {)FFICE ADDMINS’ IKATIO\I 760 228 932
4 } PECORD MANAGEMENT X 210 63 147
5 $1FFICE AUTOMATION ] 310 93 217
6 i ACCOUNTINGFOR SECRETARIES “,‘ 200 60 140

~1'SECRETARIAL PRCEDURE AND OFFICE
7/ JANAGEMENT 290 87 203
; Sub-Total 2826 848 1978
B. 31 SUPPORTIVE MODULES
I £{BUSINESS LAW 75 40 35
2 ¥ DUSINESS COMMUNICATION 75 40 35
3 ] INTRODUCTION TO MANAGEMENT 75 40 35
4 Y EUMAN RELATION SKILL IN AN ()FFICL 75 40 35
| f NESINESS MATHS S 3 45
: 50 25 25
=425 213 210
_4_‘_?10 be added

1“‘111*'3)&! r,)rachcal 1 mmngdnnc at the TVET-1n \tmm 'nand in the form of internships at companies;




Logo of TVET Provider |

= L ‘.M(‘d“les' Total Pre-requisite i
= GRS ' Duration '
A E e ; Hrs.
: % §§ .Module Title, Module Type
O WO iy ‘
: 1 KEYBOARDING AND Main module
_DOLUMENT PROCESSING 706
BUSINESS MATH'S Supportive module 75
2 KEYBOARDING AND WORD
% CEPTION Main module 350 PROCESSING
TRODUGTION TO Supportive module
5 _ \!ANAGEMEI\T i R T 75
i 3 L OF Bl CE ADDMIN‘STRATION 1. Main.module 760 RECEPTION
| 4 ‘ORD MANAGEMEN il 2007 sl e e |
| F‘L‘SINESS S ‘ Yo
| COMMUNICATION - ~Supportive module 75 e
f S { )FFICE AUTOMATION Mainrmodule 310 OFFICE ADDMINSTRATION
i '57(:‘SINESS LAW Supportive module 75
G 4CCOUNTING FOR Main module
§ | SECRETARIES i 200
| GUSINESS ENGLISH FOR Supportive module
; <lfRETARIES 50
; f LMAN RELATION SKILL Supportive module
i [N:AN OFFICE | 75 T
,r 7 \H“RIZ TARIAL Main module OFFICE ADDMINSTRATION |
: DRCI‘DURE AND OFFICE
| NiANAGEMENT Sobl IR0 i
: i Toial Drition i
3 ' 3251 J

— - S eSS ot
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' Coveled mcupatxon specmc Units of Competence by
| title and code

Develop keyboard skill

Produce word processed documents

DuSlgn and (levelop text documents

,'u

. wuug

:i}‘)“

Devclnp work pnolmes organize and
complete daily work activities/schedule
Create secretary’s relationship with customers

'
1
1
|
i

/clients
Module 3 Office %+ produce text from notes & audio transcription
administration % Use basic communication skills at work

place

% produce business complex documents

>

@ create & use spread sheet
% crealc & use database
s¢  create clectronic presentations

»

»'

e+ nerform simple accounting activities

*

.0

7. Secretarial *  organize business travel

procedl(res and office «+  organize & manage meetings
‘management “  plan & manage conferences

: ;occupauonal lgsnno are wuhu. thc .Lsponslblln\ of TVET — Providers. In this
. regard, two types of assessment are to be carricd out.

2o JIn-TVET Institution Assessment: - it includes continuous assessment andd

“assessmient will be inline with applicable rules and regulations of individual

TVET- Providers. This type of ussessment is often module-based and done ai
", inslitution level by the respective trainer/teacher based on the information
i .- deliberated in each module and trainer’s manual.

R W

o final exams / assessment. The criteria to sit for this interal type of

]
1

|
|
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Appendix 8 Stratified Sampling Calculation

The following calculation is showing, how the researcher selected the 10
percent students respondents using a simple stratified sampling techniques.
For easy understanding the researcher demonstrate one example for Entoto

TVET college Sampled students.

Example: Entoto TVET College stratified in to eight strata (branches), which
was grouped by sex, program and level.

Strata 1, 10+1, regular, Female students= 60

Strata 2, 10+1, Extension, students= 54

Strata 3, 10+2, regular; Female students= 40

Strata 4, 10+2, Extension, Female students= 39

Strata 5, 10+1, regular, Male students= 0

Strata 6, 10+1, Extension, Male students= 0

Strata 7, 10+2, regﬁlar, Male students= O

Strata 8, 10+2, Extension, Male students= O _

Formula, nk - @n/§ vk

Where, nk= the sample size for Kt* strata
Nk= the pbpulation size of the Kt strata
N = the total population size

n = the total sample size
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Strata 1, N1=60, N=1308, n=128 Strata 2, N2=54, N=1308, n=128

ni = @/N N1, (128/1308)* 60, -6 N2 = (n/N) N2, (128/1308)*54, s
Strata 3, N1=40, N=1308, n=128 Strata 4, N2=39, N=1308, n=128 n3
-(n/N) N3, (128/1308)* 40, -4 N4 = (n/N) N4, (128/ 1308)*39, -4
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