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Abstract

This paper takes a look at how to make graduates of Secretarial Studies self-reliant in
contemporary Nigeria. Walking along major streets of our urban and semi-urban areas, there
abound business centres offering employment opportunities to our teeming youths thereby
contributing to economic survival of Nigeria State. These business centres provide various
services in the area of computer systems, scanners, photocopiers, duplicating machines,
telephones, typing of documents, etc and other supporting staff hence doubtless Secretarial
Studies is vital to the economic survival of many Nigerian youths and adults who left schools
so long ago roaming the streets without jobs. In the course of this discourse, problems like
inadequate training of products of Secretarial Studies, incompetence, moral laxity in institutions
of higher learning, etc will be highlighted. In order to make graduates of Secretarial Studies
self-reliant, the paper recommends that soft loans be given to them to set up business centres;
schools be properly funded, computer literacy should be made an integral part of Secretarial
Studies/Business Education in higher institutions to adequately prepare them cither for
employment or self-reliance in an economy that has been so terribly bastardized by poor
governance.

Introduction

Keen observers, of educational sector of Nigerian economy would agree with the writer that Secretarial Studies
has become a strong source of encouragement for self-reliance in contemporary Nigeria. Secretarial Education has been
able to provide skills, knowledge and aptitudes in vocational education that would prepare the recipient for a healthy
living in a competitive world. This was what informed the re-engineering of Nigerian educational system with the
introduction of the National Policy on Education (1998), to "give training and impact the necessary skills to individuals
who shall be self-reliant economically". In this vein, Secretarial Education is invaluable in Nigeria today where
unemployment is highly endemic.

In order to stem the tide of unemployment in Nigeria, successive military administration made concerted efforts
to introduce some measures to address the issue so that the country, and individuals would be self-reliant, creative and
productive without waiting for white collar job that would never come. Hence the Federal Government revised the
National Policy on Education in 1998 and outlined some viable options that are available to beneficiaries, graduates or
trainees, who have completed various programmes of study at technical colleges. Two of the options are:

@ Set up their own businesses and become self-employed and also employ others;

() Pursue further education in advanced craft/technical programmes in post-secondary

technical institutions like polytechnics, colleges of education (technical) and
Universities.
Nvvaokolo (1992), asserted in his effort to drive home the importance of gainful employment thus:

When an individual is gainfully employed either by self-employment or paid employment,
productivity is enhanced and the Gross National Product is enhanced. Of course, with a rosy GPA
and hopefully favourable balance of payments and a healthy income per capita, the nation is well
on the road to self-reliance if the nation's human and material resources are properly harnessed
and exploited, (p.22).

From the foregoing therefore, it would be right to say that Secretarial Studies in our various higher institutions is
well-positioned in an economy where students in the programme have to prepare themselves with the basic skills
required in Typewriting, Shorthand, Computer Applications, English Language, Commerce, Entrepreneurship, Office
Practice, Secretarial Duties, etc. in order for them to become useful citizens and the civil society at large.

Contributing, Hornby (2001), staled that when somebody or a thing is significant, it means "having ideas that are
valuable and useful to people in their lives and work". Clark (1999), on his part added that Secretarial Studies with
knowledge in computer applications backed with entrepreneurial know-how, would make prospective graduates to
achieve gainful employment in the world of work.

Importance of Secretarial Studies

"Secretarial Studies" as a concept are words used to describe the subjects required to be learned by those into
the programme. That is why prospective secretaries, on acquiring technical education or secondary education, used to
undertake courses in Typewriting, Shorthand, English Language, Computer Application, Office Practice, Secretarial
Duties, Accounts, etc in institutions of higher learning for a period of time as required by the number of years attached
to it. Normally for N.C.E. (Business Education) three years, four years (with one year 1.T.) for H.N.D. (Secretarial
Studies) in Polytechnics, four years for B.Ed., B.Sc (Ed) for Business Education in the Universities.



On graduation, such a person would be employed as lecturer Ill or as a secretary. However, at the end, (he
secretary's place of work would eventually attest to his expertise or otherwise. Wherever a secretary gels employed,
he/she would be required to learn the terminologies, work habits, attitude, etc, relating to that organization.

Secretarial Studies these days, as a programme of studies, has been expanded and enriched hence the need for
those into it have to work extra hard to constantly up-dating their skills and knowledge in office automation,
communication and business correspondence to avoid becoming obsolete in the profession. Whitehead (1998) stated
that secretarial work has become an "enormous national importance”. A secretary is to be found in “every type of
private enterprise”. Ugiagbe (2002) opined that the job of the secretary has become a sine qua non to all modern
offices if they are to thrive on the path of success.

As stated earlier, Secretarial Studies is a sub-set of Business Education in many Colleges of Education and
Universities. It is geared towards teacher education course than office-oriented as distinct from that obtained at the
polytechnic education. Beneficiaries can work either in the offices as secretaries or get employed as lecturers to train
teachers that would teach at Technical, Colleges or at the junior secondary schools where pre-vocational subjects like
Shorthand, Typewriting, Computer Applications, Office Practice, Secretarial Studies, etc are taught.

The Role of Secretarial Studies in Other Disciplines

As a result of the advantages offered by Secretarial Studies to its beneficiaries for gainful employment,
graduates of other disciplines now take some courses in Secretarial Studies so as to get employed easily in the world of
work. Some of them who are financially strong, on acquiring the skills, usually set up business centres so as to boost
their self-employment capabilities. In some cases, graduates in foreign languages like French, Spanish, have utilized
Secretarial Studies courses to become gainfully employed in foreign companies and embassies. This gives credence to
the assertion of Ukeje (1984), that computer applications have added to technological competence and awareness of
secretarial education like: inculcation of disciplined habits, self-control, time consciousness, high sense of
responsibility in addition to the development of scientific attitude of thinking and behaving.

A good observer of the ownership and functions of business centres in Nigeria today would notice the positive
role, which Secretarial Studies had played or is playing in other disciplines in our economy. No wonder that Secretarial
Studies has attracted so many competences to itself; that is why today secretaries are often referred to as “jack of all
trades and masters of all".

Secretarial Studies for Competence

Ehiametalor (1990), stated that a secretary's competence is challenged by intelligent combination of his
general education, mastery of secretarial skills, business and personal gualities in the daily discharge of his duties.
This then means that as a secretary he/she should not be found lacking in any part of his training and attitudes in the
discharge of his/her duties. That is why the training that is provided by Secretarial Studies is usually geared towards
speed and accuracy.

As a secretary, there are personal qualities he/she possesses which cannot be acquired within the four walls of
a University, Polytechnic, or College of Education. Rather, they grow from within the individual, and automatically
become a part of his habit. There are also vices like absenteeism, uncooperative attitude, working at loggerhead with the
boss and other co-workers, frequent ill-health which have become negative traits. If these negative traits are allowed to
grow with the secretary in the office, they tend to lower his/her job performance and competence and would definitely
affect his/her employment.

In this vein, Secretarial Studies have provided a sound training to its graduates in Shorthand, Typewriting, good
command of English Language, Computer Applications, Secretarial Duties, Office Practice/Administration and
Management. On the other hand, if a secretary knows not how to type simple mail-able letter or cannot transcribe
Shorthand notes, does not know how to use the computer nor spell, then he cannot cope with the challenges of his
calling. This makes it imperative for a secretary, whether he/she is in training or on-the-job, to be up and doing to
improve his/her skills. There is need for versatility and high degree of functional capabilities on the part of the secretary
for him/her to be able to cope with the demands of minutes and report writing, organization of his/her executive
functions, itinerary and such other assignments that his/her boss may delegate or assign to him/her from time to time.

Secretarial Studies and Computer Applications.

Beecham (1999), defined computer literacy as "the ability to use computer”. Akwaga (2002), also explained that
educated Nigerian youths and adults alike who lack the capability to operate the computer system are technically
illiterates. This also goes for the secretaries. Most higher institutions offering Secretarial Studies have had to introduce
computer application programmes to final year under-graduates' curriculum. This is highly commendable. Some
others, merely introduced the theoretical aspects without computer systems for them to practice.

Ugiagbe (2002), also explained that "today's secretary who cannot use the computer may not be gainfully
employed.” Continuing, he stated that "nowadays, the computer has completely revolutionized the functions of
the secretary”. Ero and Enoma (1998), Beecham and Ugiagbe (2002)," posited that computer application programmes
are the software tools that allow a computer to be used for specific purposes including Secretarial Studies skills.

Amongst them are word processing and desktop publishing, spreadsheets, databases for information



storage/retrieval, telecommunication and networking. It would be discovered that when graduates of Secretarial Studies
are equipped with computer applications, they would always avail themselves of the opportunity to navigate the desktop

by importing and exporting texts and graphics within the packages in order to produce mail-able letters or usable
documents they want".

How Useful is Shorthand in Secretarial Studies

In the world over, the use of shorthand for recording of information in its raw state is very vital as it forms
one of the major functional elements of Secretarial Studies. Shorthand is a means to an end, and it enables a secretary
to be fast in recording speech before English is employed using computer and typing skills to produce the final
document in its usable form.
Gartside (1970); Ehiametalor (1990), Agbionu (2000), Adebusi (2001) and Ugiagbe (2002), have stressed that
Shorthand writing is very vital to the work of the secretary. If he is not trained on it, he cannot be called a secretary.
There is this fear being entertained that with the introduction of computer technology all over the world, the
possibility of shorthand going into extinction from Secretarial Studies/Business Education is rife. Nigeria is a
developing nation and that being so shorthand skills will continue to serve as a great employer of labour in the
economy. As stated in this paper, graduates of other disciplines have had to take courses in Secretarial Studies in order to
become employed. Jennings (1981), also observed that no new word processing technology can replace the job of
secretaries rather, it can enrich and enlarge their functions. Shorthand is a multi-dimensional subject hence its training
inculcates in the student the flair for writing office correspondence including minutes of meetings and reports at regular
intervals in the office. The principles inherent in learning shorthand skills also are able to prepare the recipient to
attain stamina at work, endurance at correcting mistakes, and eventually bridge the gap existing between good
English language and

typing skills. This makes the secretary versatile in English words, phrases, sentences and dictions and he could hold up to
about fifteen words in his memory even after dictation has ended.

Making Graduates of Secretarial Studies Truly Self-Reliant

From the discussion so far, one can see that Secretarial Studies is well positioned to make its graduates
self-reliant in Nigeria and the world over. Hornby (2001), stated that remedy "is something that will solve all the
problems of a particular situation”. Secretarial Studies, therefore, provides the necessary tools for self-reliance to its
graduates if they are properly trained. On the face of soaring unemployment rate in Nigeria, graduates of Secretarial
Studies and Business Education can avail themselves of the opportunity of setting up their own business centres and
earn a living rather than roaming the streets in search of white-collar jobs that are not there. No doubt, to set up these
business centres requires huge capital outlay but then one can start on a small scale until it attains a full-blown status.

It needs to be stated succinctly that it is not enough to set up business centres, rather competence, hard work,
speed and accuracy in producing mailable documents/letters should be part of the tools of a secretary's work. Within a
short space of time, the centre would grow to employ supporting staff like telephone operators, book-binders, dispatch
riders/clerks, messengers, cleaners, typisf/computer operators, etc. No doubt such graduates would have succeeded in the
midst of soaring unemployment.

Problems Innate in the Profession

Some problems are inherently there on the way of Secretarial Studies in fully serving as remedy for
self-reliance and gainful employment, These are as follows;-

a. Incompetence
As result of inadequate training of secretarial students, incompetence continues to trail them. It is painful that
some graduates cannot produce error-free document. They also lack good mastery of English language,
inadequate shorthand and typing skills. It is common these days to see chief executives complaining of their
inefficient secretaries and customers ‘also complaining of those working in business centres. These traits would
have been corrected if adequate facilities were provided for practice in the course of their training.

b. Inadequate Training of Secretaries
There is shortfall, as observed, in the funding of tertiary institutions by government and other stakeholders in the
country and this is having far-reaching adverse effect to procure various equipment/facilities that are required
for the training of under-graduates secretaries. As a result, there is acute shortage of typewriters, computer
systems, furniture and laboratories, which would make teaching and learning a conducive exercise.

C. Corruption and Vandalization of Equipment/Facilities
Nigeria is adjudged to be one of the most corrupt nations of the world and this cankerworm has eaten deep into
every fabric of Nigerian economy without sparing the educational sector. It has become so endemic in our
national life and this has led to the stealing of our valuable machines and tools from the laboratories. This
has resulted in many machines like typewriters, computer systems, scanners, duplicating machines, etc
also becoming unserviceable.



Immorality in Tertiary Institutions

Immorality in tertiary institutions among our students is spreading like wild-fire, which tends to dampen their
zeal to face their studies. During the 26 and 27" convocation ceremonies of the University of Benin, the
former vice-chancellor, Prof. Richard Abhulimen Anao, observed that students were becoming dishonest in
their learning. Furthermore, he stated that students now exhibit gangsterism, violence and dishonesty in
examinations and he then launched the campaign for the re-awakening of morality in tertiary institutions
(Ugiagbe, 2002).

Lack of Interest

Many students are no longer interested in the learning of typewriting and shorthand skills, which is traceable
to pride on their part. They do not want to be seen sitting beside the typewriter to learn the skills. Most of
the students taking Business Education usually opt for accounting option, which often results in very few
students opting for Secretarial Studies.

f. Power Surge
Power surge often times hamper effective utilization of electric typewriters and computer systems for leaching
and learning Secretarial Studies in tertiary institutions. At times power surge do result in the damage of some
computer systems, electric typewriters, scanners and other electrically powered equipment/facilities. The
resultant effect is that full-scale use of these equipment/facilities cannot be made for effective teaching and
learning.

g Large Population in Higher Institutions
Recently, it is observed that institutions of higher learning in Nigeria are experiencing large population in the
students enrolment which has resulted in the over-stretching of existing .facilities/equipment. Most times,
students have to be shared into groups during practices. Often times this results in frequent breakdown of
these equipment/facilities while they are used by the students which is very frustrating.

Recommendations
In other to boost the leaching and learning of Secretarial Studies/Business Education in Nigerian tertiary
institutions, the following recommendations are put forward for implementation:-

a) Government and other stakeholders should undertake to give loans to graduates of
Secretarial Studies to enable them establish business centers as a panacea to the
unemployment problem. The Federal Government's effort at tackling poverty is
commendable but this should be extended to graduates of Secretarial Studies because of
the huge capital out-lay in establishing business centers.

b) Government and other stakeholders should assist to provide enough funds to equip
laboratories for teaching and learning typewriting, shorthand and computer systems.

This, no doubt, would certainly enhance competence in their skills.

C) Computer literacy/applications should form an integral part of Secretarial Studies.  This,
would help to enhance job prospects of graduates of this noble profession.
d) Shorthand and Typewriting, which are the major subjects in the profession, should be

made compulsory in the first few years of Business Education while in the Secretarial
Studies courses in Polytechnics, Colleges of Education and Universities of Technology,
should be made compulsory throughout the period of the programme.

€) All those involved in the teaching and learning of Secretarial Studies should be people
who are dedicated and interested in the profession in order for them to render quality
services and encourage their students.

Conclusion

This paper attempted to highlight the role Secretarial Studies would play in the lives of our teeming youths and
adults if they throw pride into the dustbin and settle for this profession. The profession, no doubt, is capable of creating
opportunities of self-reliance and employment for all those who would take the pains to learn the skills involved in it and
at the end, they would have succeeded in contributing their little quota to the social-economic development of their
father land.
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