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Abstract 
The study was carried out to evaluate the adequacy of business communication course as 
per NBTH syllabus for the secretarial profession. A total of 119 secretaries and 119 bosses, 
were effectively used for the study. A self structured questionnaire was designed for data 
collection. The data collected were analysed using mean scores, and t-test statistics. The 
results indicated that the knowledge of business communication acquired by the secretaries 
from school was less than 30% useful to the actual business commutation used in their 
respective offices. It was therefore suggested that business communication course in secretarial 
studies should be overhauled to include more practical applications in the office. 

Introduction 
In an ideal office, the secretary is directed to compose and process business communication services. A 

secretary spends large part of her time on communication in the office, verbally and in writing. The way and manner a 
secretary communicates in writing or verbally, has significant impact on her personality and the image of the 
organization. If the communication is precise and meaningful; a positive response is expected and vice versa. Of all 
aspects of office functions, perhaps the most challenging to the secretary is business communication. According to Aloa 
(1998), the secretary is-trained in the school on communication skills and is expected to exhibit such skills in the office. 

A satisfactory work atmosphere is created as a result of the effective communication skills demonstrated by the 
secretary. This further enhances cordial working relationship among all segments of personnel in the organization. A 
part from the enormous internal benefits that could be derived from effective business communication skills by an 
organization, the external benefits could be enjoyed as well. The organization would be respected, and a positive 
image to the outside world would be achieved. If it is a business organization, it would attract more customers thereby 
having high turnover and reap more profit. All these are possible if the office secretary is well equipped with the skills 
and knowledge of business communication; and is capable of applying them in running the office. 

For the secretary to be able to acquire and develop the necessary knowledge and skills desirable for effective 
business communication,, the secretary must offer a course in business communication. The course is offered in the 
second semester of HND 1 secretarial studies. The major goal of the course, according to NBTE syllabus (1981:67), is 
"to develop in students the ability to communicate in organizations and improve interpersonal relationships". This is a 
laudable goal. However, the course structure in the syllabus may not create and develop ability to communicate. The 
course outlines are mere description, informative, and answer the question of WHAT. Despite these assumed 
shortcomings of the course, and without empirical evidence, one would not jump to the conclusion of declaring it as 
contradicting its own philosophy. Even where such contradiction is not established, the course must be in consonance 
with the kind of communication common to office administration. 

According to Felix (1999), in every organization, whether private or public, office administration is 
based on the kind of communication that is pragmatic in contents, style, and 

structure. Office administrators look upon their secretaries as assistants in administrative/business communication 
services. The reliance on the secretary on communication matters is so much that office administrators leave 
outstanding orders to secretaries to handle most of administrative business communication. However, for quite a 
long time now, some organizations have withdrawn such a responsibility from the office secretary. The office 
administrator shoulders the responsibility or assign it to other officers in the organization. This is an uncomfortable 
situation to the secretary and to the secretarial profession. It is the concern of this study to evaluate the business 
communication course for secretarial studies, with the aim of getting insight and solution to the situation. 

Statement of the Problem 
The office administrator is supposed to be concerned with decision making. All other office functions are 

supposed to be handled by the office secretary. Business communication consumes so much time of office 
administrator that little time is left for decision making. This brings a lot of management tension and redtapism 
in the discharge of office functions. An informal survey conducted in many organizations in Katsina State 
revealed that administrators prefer to handle business communication services, or assign them to other personnel 
in the organization rather than allowing the secretary to handle them. Kelvin (2000) opines that business 



communication course is a core course in secretarial profession and as such the office secretary is the most 
appropriate to handle the office business communication services. Contrary to these expectations, most 
secretaries only remain typists of the communication output or information. 

This relegation of secretaries to mere typists of communication output may be as a result of the 
inadequacy of NBTE course outline on business communication for secretarial studies programme. Thus the 
worry in this study is that the knowledge of business communication acquired in school by secretaries as per 
NBTF, syllabus is not enough for what is required by their profession so that they can perform effectively in the 
office. 

Methodology 
The population of the study was made up of two groups of respondents. The two groups are 138 

secretaries with HND qualification and are located in various organizations within Katsina State. The school group 
is the bosses of the secretaries and they are made up of the same number of 138. No sampling was required as the 
entire population was used for the study. The study was basically a survey research which sought the opinions 
of secretaries and their bosses concerning a course in business communication for secretarial programme. 

The data collected was analyzed using means scores and the t-test at 0.05 level of significance. 
Questionnaire items that secured means of 4.50 and above were regarded as being positive. Those below 3.50 
were regarded as being negative. 

Instrumentation 
A structured questionnaire was used as the instrument for data collection. Two sets of questionnaires 

were constructed for the purpose of data collection. The first set of questionnaire sought the opinions of 
secretaries while the second questionnaire sought the opinions of the bosses of the secretaries. The questionnaire 
were validated by five experienced teachers in secretarial studies. The reliability of the instrument was obtained 
using Cronabach coefficient Alpha. A co-efficient of 0.89 was obtained. The questionnaire had a checklist of six 
major variables, which were further detailed into 60 variable. Respondents were required to indicate their 
perception on the adequacy of business communication course outline in handling office communication 
services. Likert 5-point scale was used in rating the responses. A total of 138 questionnaire were distributed.  
1 19  were retrieved; and were used in analyzing the data. 

Hypothesis 
The following null hypothesis was formulated for the study. 

There is no significant difference between the opinions of secretaries and their bosses 
on the adequacy of NBTE course outline on business communication for secretarial 
profession. 

Results 
The results of the study are presented in Table 1 and 2. 

Table 1: Means of Respondents' Opinions on NBTE-Business Communication Course Outline for 
Secretarial Studies Programme. 
Variables N X X SD SD 

Method of Communication. 238 5.87 5.96 2.49 2.56 
Communication Process. 238 5.34 5.77 2.21 2.39 
Communication in Organs. 238 5.93 5.49 2.64 2.74 
Internal Communication. 238 4.68 5.01 2.07 2.21 
Public Communication. 238 5.23 5.41 1.73 1.89 

The results from the Table 1 informed the equivalence between the two groups in opinions regarding the 
course outline on business communication for secretarial programme. The mean scores of the two groups are 
close; and the mean scores are greater than 4.50, which indicate positive correlation in opinions. Thus, there 
is no significant difference between the opinions of the respondents on the NBTE course outline on business 
communication for secretarial programme. 

To test the null hypothesis and get more insight that could be closer to the reality of the situation, t-test 



was computed in Table 2 at 0.05 level of significance.  

Table 2: Evaluating Differences of Opinions on Adequacy of Business Communication NBTE Course 
Outline for Secretarial Programme. 
Variables N X SD T-Test T-Critical Decision 
Method of Common. 319 4.87 2.37 -1.68 1.764 Accepted 

119 4.73 2.23 
Communication Proc. 119 4.58 2.12 -0.97 1.764 Accepted 

119 4.63 2.16 
Communication in Org. 119 4.59 2.14 -1.73 1.764 Accepted 

119 4.93 2.48 
Internal Communication. 119 4.64 2.15 -1.07 1.764 Accepted 

119 4.73 2.23 
Interpersonal Comm. \ 119 5.07 2.74 -1.84 1.764 Accepted 

119 5.16 2.61 
Public Comm. 119 4.97 2.55 -1.75 1.764 Accepted 

119 4.82 2.28 

 

 
 

Information contained in Table 2 reveals that secretaries and their bosses agreed that business 
communication course outline for secretarial profession is inadequate. The calculated t-value for all the 
variable measured, arc less than the critical values. Thus, the null hypothesis was accepted; that there is no 
significant difference between the opinions of secretaries and their bosses on the adequacy of business 
communication course outline for the secretarial profession. 

Discussion 
From the tabulated in the (able above, it can clearly be seen that all the topics in business 

communication course are inadequate in providing the desired knowledge and skills in business 
communication for efficiency in secretarial office administration. According to Caroline (2000), for the 
secretary to be able to function efficiently in the office, the knowledge and skills of business communication is 
most desirable. However, such knowledge and skills should have their roots from the  type of business 
communication common to office administration. For almost twenty years now the curriculum of secretarial 
studies is yet to be reviewed. While the labour market and the office are daily reviewing, restructuring, and 
adopting new ways, procedures, styles, and technology of handling office administrative functions, the skills 
and knowledge acquired to run the office are obsolete. 

The results of the study showed that business communication competencies required of secretaries 
are inadequate to the needs of the employers. This was upheld by Surajo (2003). This explains the reasons 
why the bosses of secretaries prefer either to handle communication matters themselves, or assign other 
personnel in the organization to handle the office communication services. This fulfils the major purpose of the 
work which was to evaluate whether or not the course outline -in business communication for secretarial 
programme is inadequate equipping the secretary to efficiently discharge the office 
communication/administrative responsibilities. Business communication requires more than a description of 
knowledge. The results indicated that the course outline inclined towards description of communication than 
developing skills of business communication among students. 

Andrew (2002) observed that business communication course has been a course that receives little 
attention by both the NBTE and business education teachers. Little is said about it in publications, 
conferences, and seminars on secretarial studies curriculum. An informal survey conducted by the 
researcher on graduates of secretarial studies department, Hassan Usman Katsina Polytechnic, confirmed that 
quite a number of secretaries develop feelings of inferiority complex as a result of their deficiencies in 
handling business communication services in the office. It was further confirmed that this led quite a number 



of the secretaries to change cadre to public administration. This action of the secretaries has really 
confirmed the significance of business communication to secretarial profession. 

The results further revealed that secretaries were relegated to mere typists, irrespective of their 
secretarial qualification, as a result of their inadequate skills in business communication. This situation is a 
serious one to the secretarial profession. A chance is opened for non-secretarial professionals to intrude into 
secretarial profession, most especially nowadays when almost everybody is trying to become computer 
literate. 

The results of the study revealed that the bosses of the secretaries were reluctant, and sometimes 
refused to allow their secretaries to compose and process business communication services. This action, 
as revealed by the study, is attributed to the inability of the secretary to satisfy their bosses in the 
communication services. Both the secretaries and their bosses agreed to this unsatisfactory deficiency of the 
secretaries. 

According to David (2001), the bosses rely heavily on the secretaries in assisting them to process and 
execute office function. Secretarial assistance yields enormous benefits to the boss. One such important 
benefit is reduction or elimination of management tension. The common area liable to management tension is 
combining decisions making with administrative communication. The findings of the study revealed that the 
bosses have to combine the two jobs as results further revealed that the NBTE course structure for business 
communication does not commensurate with what is practical in the office. According to Ruth (2001), the 
types of business communication practice in the office include: persuasive communication with 
customer-client tone and style, condolence messages, statistical report writing, reports with evidences 
and references and communication with administrative styles, etc. These are the skills and knowledge the 
offices need most. 

Muas (2000) observed that the failure of the curriculum to provide the right and appropriate course 
outline for secretarial programme could lead top-lowering the prestige and dignity of secretarial 
profession in the eyes of the labour market. The results revealed that both the secretaries and their bosses 
agreed on the inadequacy of the NBTE business communication course for secretarial programme. The 
implication is that the NBTE prestige would be doubted. How can such a body neglect enriching this 
important area in secretarial profession with the most desired skills in the course? The secretaries would be 
affected through lack of active involvement in the running of the office; and the bosses may start developing 
a second mind towards application of secretarial services in the office. 

Recommendations 
Based on the findings of this study, the following recommendations were made: 

1. Business education teachers in conjunction with National Board for Technical education- 
NBTE should urgently review the course outline of business communication for secretarial 
studies programme. 

2. The course structure should reflect the needs of the employers relating to the common office 
practice in business communication. A fact-finding questionnaire should be prepared to obtain 
such data. 

3. The credit hours for business communication should be increased to 4 hours per week. This is 
to give more room for communication applications in the classroom. 

4. Only secretarial studies teachers should teach the course so that the teaching-learning system 
is concentrated on secretarial services relative to the course. 

5. Training  institutions in  secretarial studies, should take the  initiatives of adjusting and 
enriching the business communication course so that students could develop confidence in the 
course as they get to their prospective offices. 

Conclusion 
Based on the findings of the study it is concluded that while business communication course is 

highly desirable for secretarial programme, the inadequacy of NBTE course structure is seriously affecting 
the profession intellectually. This is because the course outline does not conform to the needs of the office 
regarding business communication services. The results of the study confirmed this because both the opinions 
of the secretaries and their bosses were found to be positive on the issue. 
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