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[bookmark: _Toc202943437]CHAPTER ONE
[bookmark: _Toc202943438]BACKGROUND OF THE STUDY
[bookmark: _Toc202943439]1.1 Introduction
Shorthand is the act of representing spoken sounds by written sign. It therefore provides a way of representing every sound heard in English Language in Pitman Shorthand Word are generally written according to their sounds and not according to their longhand spelling.
Pitman Shorthand was invented by SIR ISAAC PITMAN in the year 1837. The system consists of 24 consonants. 12 vowels and 4 diphthongs. It comprises triphones which indicates another vowel following the diphthong. Thus a triphones is shorthand for representing three vowels that follow one another consecutively.
The system also provides a way of recording two consecutive vowels pronounced in two separate syllables (siphones). Some strokes are written lightly while some are thicken
The principle of introduction, that is, writing the signs above the line on the line and through the line. Some frequently used wounds are represented in shorthand by single signs or abbreviated outline without vowel signs
These single or abbreviated signs are known as short forms.
The shorthand users thoroughly drifts and memorized the short forms and also facilitates speed in fast writing. Ever since the introduction of shorthand by SIR ISAAC PITMAN, other scholars have improved and derived new and modernized forms of shorthand.
Today, we have at least four styles of shorthand writing.
Which are as follows
a. Pitman shorthand system
b. Gnegg style of shorthand
C. Sloan system of shorthand
d. Palantype style of shorthand
Of all the above stated style PITMAN is the most widely used and accepted style. It is simple to write and understand and has much educational tool as a vocational subject. It influences to a large extent, the writers reading ability, grammar and sentence construction.
THE PITMAN system is the most commonly used system throughout Nigeria and Britain.
The pitman shorthand consist of
a 24 consonants
b 12 vowels
c 4 diphthongs
Shorthand is also a wholly symbolic and very largely phonetic form of writing. Therefore, students must know the difference between consonant, vowel, sipthong and diaphone and students should be able to recognize them at once.
Shorthand is one of the most complicated subject learned by secretarial students. In fact, it has been rated as the most important subject of all other subjects. Despite all its usefulness, it has been a great patience and since it is a skill subject, much practice must be involved.
As, a result of this many students felt discouraged in the course of their training, because of lack of constant practice that had led to failure in the subject which might consequently lead such student to either repeat or withdraw.
Those that manage to overcome the hurdle of passing to the next level of their training, secretly nurse the hope that the subject would be eradicated. The possibility of this eradication is however not near as it has been a nucleus secretarial administration. Before anybody can be called that great name "Secretary" that fellow must be capable of writing 120 wpm in shorthand and have the ability to type 50wpm in typewriting. These is where we can easily differentiate a copy typist from a real Secretary.
A Secretary is a person who offers both shorthand with typewriting as a course and a good knowledge of English while a copy typist is one whose shorthand skills are limited as compared with those of the trained Secretary. If shorthand is removed from the subjects offered by Secretarial students as a result of the difficulty being encountered in the course of the training, the course would be meaningless.
A philosopher once said "There is no failure in life there are only men and women who do not know how to succeed".
Hence, there is no failure in shorthand, there are only students or teachers who do not know how to learn or teach the subject. To be competent in this profession, one has to be serious and eradicate the thought that the subject is difficult.


[bookmark: _Toc202943440]1.2 Statement of the Problem
In view of the previous statements on the subject under consideration the statement of the problem is as follows:-
Why is the mass failure of shorthand by secretarial studies students
➤ Does students enjoy the course or Are they keeping away from it?
➤ Is it true that shorthand is a difficult course or it is to pass?
ン Why are students failing shorthand course?
➤ What are the possible solutions to the mass failure in shorthand
➤ Is it shorthand is becoming obsolete in performing secretarial task in the office?
[bookmark: _Toc202943441]1.3 Need for the Study
This topic is worth being studied as we can see that there is mass failure in shorthand written to some students. We also notice a continuous failure by secretarial studies student in shorthand. Therefore, these research work would reveal some ways in which students can improve and develop in shorthand
[bookmark: _Toc202943442]1.4 Significance of the Study
As some students spend most of their time in drilling shorthand and receiving dictation in order to improve their speed yet their performance on shorthand examination are not encouraging
Therefore, these research work will help student who do not have interest in shorthand. It will also show them different ways they can build up their speed in shorthand and to let the lecturer and learning institution to know how this problem can be tackled it will also identify ways in which they can be solved. It would also help some students to have a good report with their teachers.
[bookmark: _Toc202943443]1.5 Research Question
(a) Does lack of preknowledge in shorthand affect students performance in shorthand?
(b) Does the relationship between shorthand teacher and student affect their performance?
(c) What are the problems of shorthand writing encountered by students?
(d) Does lack of shorthand machine affect students performance in shorthand?
(e) How can the problems encountered by shorthand student be solved
(f) What are the problems encountered by shorthand writers ?
[bookmark: _Toc202943444]1.6 Limitation
The scope covered by the researcher is limited due to some problems faced in the course of this study
(a) Inadequate time to carryout a thorough research.
(b) Financial constraints also militate against the success of the project as a result of the economic meltdown in the country
(c) Difficulty in gathering data...
[bookmark: _Toc202943445]1.7 Delimitation
Researcher limits the research work to some students of office technology and management, Federal Polytechnic Offa, Kwara State.
DEFINITION OF TERMS
For better understanding of this project, work operation terms used in this research works need to be defined.
Mass failure:-Is a situation where most people in a particular, place
or doing one common thing together default to perform to the expectation.
Shorthand:-Is the act of representing spoken sounds by written sign.
Secretary:- Is the person whose main duty is to assist his boss in the office, type letter, keep records, make arrangement and appointments for a particular member and at the same time attend to visitors.
Profession:- This can be defined as an occupation or career requiring advanced training or study.
Tertiary Institution:- Is a learning institution where people go for their study after their Secondary School Certificate Examination (SSCE)



[bookmark: _Toc202943446]CHAPTER TWO
[bookmark: _Toc202943447]REVIEW OF RELATED LITERATURE
[bookmark: _Toc202943448]2.0 Introduction
The purpose of the study is to analyse causes of mass failure in shorthand writing to some students in tertiary Institution in Kwara State
The secretarial profession, although a lucrative profession is dreaded by most students as they see it as a profession that required almost the entire time a student might use in engaging in other activities. However, the profession is still enviable and marketable in the labour market. It is a known fact that basic constituency of secretarial studies lies in shorthand and typewriting.
The students as a sword of, hindering the pursuance of their career in the discipline but in view of this there still abounds student who have been able to cross the boarder line and as such been successful.
This chapter will focus on the review of related literature thus analyzing the factors that have been seen as causes of mass failure in shorthand writing.
[bookmark: _Toc202943449]2.1 Definition of Mass Failure
 Is a situation where most people in particular place or doing one common thing together default to perform to expectation. From definition above, one could infer that mass failure is large Number of people who have failed in doing or achieving things.
[bookmark: _Toc202943450]2.2 Definition of a Secretary
Oxford Advanced Learner Dictionaries of Current English defines "secretary as someone/whose main duty is to assist his boss in the office, type letters, keep record, make arrangement and appointments for a particular member and at the attend to visitors"
Andanson (1978) defined it as: an executive assistant who possesses a mastery of skill demonstrate the ability to assume. responsibilities without ability to assume responsibilities without direct supervision who exercise initiative and judgment and who makes decision within the scope of assigned authority.
According to Abegunde (2009) defined it as A person who after other routine responsibilities can lend administrative support to the consuming, compiling, organizing, information for reports and long memorandums, maintains confidential iles disseminated information relative to administration research data for executive presentation and compose letters.
From the above definition, a employed by virtue of his education particularly his skills in shorthand and typewriting to deal with correspondence and matters of personal and confidential nature.
[bookmark: _Toc202943451]2.3 Problems of Shorthand Writing by Shorthand Writers
We would like to analyze some problems encountered by student of office technology and management during the period of their training. Some of these problem are briefly discussed below 
Relationship Between Teacher And The Students 
The relationship between the shorthand writer and the shorthand teacher must be cordial as this determines in turn the performance of the student.
As it has been earlier stated that the relationship that should exist between them must be cordial as this relationship either makes or mars the performance of the students in view of this many factors have been discovered by some scholars in shorthand that would either
enhance or diminish the performance of shorthand writers. Some of these problems are listed below:
Nervousness, non-challant attitude towards the subjects; the mode of teaching employed by the teacher, lack of devotion and interest, unseriousness, impatient unpreparedness and many others,
Caning (2023) stated that:
the relationship between teacher helps and students are the vital ones. i.e Students smut have a good rapport with the teacher. Because a good relationship between students and teacher them to earn in progress.
NERVOUSNESS
Nervousness has been seen to be one of the factors that greatly influence the student ability. Seeing the teacher alone with his or her stop watch creates unnecessary fear which in turn causes nervousness.
Other something become nervous, immediate by dictation is about to be taken, and which is traceable to the fact that some view it as magic, since they do not understanding the principle guiding its writing. Roosevelt (2019) has these to say about nervousness "we have nothing to fear like fear itself”
LACK OF INTEREST
It was also deduced that, students prefer the course taking less of their time. That is the credit hours allocated to it is too much and this reflects on their interest towards the subject, as most of them sometimes see the credit hours allocated as too long. This is turn some look boring.
Thorndike (2022) in his Law of Readiness stated that an organism will never learn until he is ready to learn.
UNSERIOUSNESS
Some students are offering shorthand as if they are studying Economic History, or Government. Someone who wants to be a good shorthand writer must apply seriousness Dr Olu Aina the then Head of Vocational and Technical Education Department, Ahmadu Bello, University Zaria, on the speech and price given day at Government Commercial College Zaira, emphasises the importance of commercial or business education especially that of secretarial Administration:
He said let me assure you that, that there is no career more enviable than the one you have chosen. Gone were the days when Business Education was erroneously baptised Commercial Education and shorthand discipline. Those of us in the profession know that we do.
much more and that is why we are in the business. Only a few years ago 1 was a typist grade III in the field of business, education. I am today what I am, and you are all living witnesses.
LESS SKILL FOR TRANSCRIPTION SKILL
Some students find it difficult to transcribe what they have written down. As a result of this they perform woefully in shorthand Examination
According to Canning (2023)
If the speed of student is not up to what is dictated, difficult, of transcription increased. Pressure of time could also affect transcription. If words structures, idioms are not well know to the transcribers, there would be difficulty and error. Outlines and environmental conditions could also affect transcription. Factors like health and mental state of transcribers could also affect transcription stage
POOR QUALITY PAPER
Some students do not use quality paper, which at times prevents them from achieving their aims. A good shorthand writer must make sure she uses the best quality paper for taking down notes.
Pitman (1977) said that:
Shorthand writer should not regard any sort of paper as good enough for shorthand notes. If the paper you use is of poor quality, you are making it less easy for yourself in your attempt to write at a higher rate. Your writing materials should always be of the very best quality.
LOWER LEVEL OF ENGLISH
Oyewole (2021) said that:
That English language: The life line in effective secretarial practice in Nigeria in other words the correlation between high proficiency in the use of English and effective performance of secretarial duties.
It is assumed before hand that the learner of shorthand must have acquired basic rules of English grammar as regards tenses, spellings, synonyms, antonyms, homophones, a sound knowledge of parts of speech and their applications a knowledge of English, summary and comprehension.
Furthermore, the four basic skills of 
DIFFICULT TO TURN OVER A PAGE
Many students do not find it easy to turn a new page by the time they are struggling with their notes the teacher might have called many words ahead of them.
Pitman (1977) asserted that: "It has been found that many students fail shorthand tests simply because they have taken too long to turn over the page, and so last several words."
SOCIAL AND ECONOMIC FACTOR
Due to poor economic factor, student are unable to achieve their aim. Some students cannot being some prescribed textbooks for the subject. Some cannot afford to buy cassettes, tape, recorded machine and some other equipment. It is observed that, if student should have all these equipments, they would be able to perform better in shorthand examination.
English language required by a secretary to perform effectively are The Listening skill, speaking skill, writing skill, and reading skill.
But it is a pity that most students do not know how to construct good sentences. And due to this fact, most students fail shorthand examinations.
LACK OF RECOGNITION OF SHORTHAND OUTLINES
Due to lack of required speed, many students fail to write correct outline during dictation. Due to this fact, some are unable to perform well in their examination
A good shorthand writer knows when to write on the line, above the line and even through the line.
LACK OF CONSTANT PRACTISE OF SHORTHAND
Most students fail shorthand due to lack of constant practices Shorthand is not a subject one can master once. Constant drilling of difficult outline is required.
There are some ways in which students can practice shorthand.
One can write from already recorded passage, one can also drill from shorthand textbooks in order to increase speed.
LESS ATTENTION IS BEING PAID TO SECRETARIAL EDUCATION
A lot of students in the shorthand course engage themselves in extra curriculum activities too much. As a result of this high failure rate is recorded. It was observed that this course is not recognized like other course. Some even regard it as an irrelevant course or one that is not good in mathematics Some also believe that since this course is not common outside nowadays, some even count it as a course which you can be trained only in school, it is no more required when they get the labour market.
[bookmark: _Toc202943452]2.4 Steps to be Taken in order to Eradicate Mass Failure Concentration:
This would assist students to write as fast as possible during dictation or in their examination
Pitman (1977) Opined that:
Never let yourself think of other things while you are taking down notes. Think only of what you are writing, so that, at the end of a you should be able to give a short account of the subject matter without looking at your notes.
He also went further that:
If you cannot do this, it shows that you are not thinking of the matter while you were writing.
Weekly test should be organised. This will surely create a way of improvement. Likewise all these tests should be kept in a transcription life.
Canning (2023) said that:
The teacher seeks to find out what the problems of individuals are in grasping and applying ideas in their ability to recall their difficulties in the performance of a skill. Test supply and additional motive to studying test giving after teaching and during the progress of the course are a most important basis for the location of errors resulting from learning. Test also provides an opportunity for expression.
PERSONAL INVOLVEMENT AND ENTHUSIASM OF THE TEACHER
This will also contribute to the success of many students.
According to Canning (2019) when the enthusiasm and personal involvement of the teacher are clear to each and every student, the flourish. When teacher is interested in his student, student would also have interest in the subject. Shorthand teacher should also know the best method to adopt. He should also seize upon the interest that the student themselves reveal and he should try to apply those system.
TRANSCRIPTION
This few points below would assist some students that do not find it easy to transcribe what has already been written down.
According to Canning (2023)
Student should try to look at shorthand from the transcription view point, should also try to "store" word mentally. He should be able to correct errors swiftly and efficiently. Students should also try to recognize and absorb the sense of a passage quickly whether in the form of a shorthand note or an audio cassette. Above all, he should also try to supply the correct spelling for each word.
ABILITY TO WRITE LIGHLY AND WITH EASY TOUCH
Pitman (1977) submitted that:
The writer should develop a light and easy touch passing very quickly from one outline to next and from the end of one line to the beginning of the next. He also went further that: "You can only know whether you are writing heavily or lightly by turning to the back of the page and see whether any makes of your writing show through the paper."
INCREASE YOUR SPEED
There are many students who do not make any attempt to increase their speed.
Pitman (1977) said that:
There are very few of us who do not feel that we would like to be able to write quickly whether we can take down good shorthand notes at 50 words a minute or at 250 words a writing at higher speed would create an opportunity to have a good position in an office
He started further that: "Student should always make up their minds to continuing training them selves, until they can write at 120 words a minute or over. The good situations in offices are given to those who can do better than the masses"
SHORTFORMS
Students should make sure they have a good knowledge of the rules the systems and of the special short forms. One become a good shorthand writer, if one does any matter which you are likely to be called upon to take down.
Canning (2019)Said that: "Complete command of the short forms is vital for speed and accuracy of transcript. Short forms have to be practised almost everyday".
READ AND COPY WELL WRITTEN SHORTHAND
It is not in doubt that constant shorthand reading has a considerable relevance to writing ability. Students must be encouraged to read and write shorthand at every spare moment. It will come hard to them at first, with persistence will become easier.
Pitman (1977) said asserted that:
in this way you will form in your mind pictures of the outlines for a great many words. When matter is read out to you, there pictures will come at once to your mind and you will be able to put the outlines on to paper without loss a time.>>
PREVIEW OF PASSAGE
If the passage should be first previewed to students before dictation, students would be able to master some outline which seems difficult to write.
CANNING stated that: "A piece of speed should not be read without the teacher being thoroughly familiar with all its difficulties before hand and deal with them before the piece is read.”
VOCABULARY
Some students fail due to lack of knowledge of vocabulary, using shorthand dictionary in searching for different vocabulary, in order to know how to write them as these would assist them, whenever difficult passage is dictated.
EQUPIMENT USED
Their equipment must be in good condition all times. It is realised that, many students fail shorthand due to faulty typewriters.
Therefore, they should try as much as possible to see that these machines are serviced at least once in a month.


[bookmark: _Toc202943453]CHAPTER THREE
[bookmark: _Toc202943454]METHOD AND PROCEDURE
[bookmark: _Toc202943455]3.1 Introduction
This research project was designed to look in to the causes of mass failure in shorthand in tertiary Institutions in Kwara State, This chapter states the methods and procedure used in gathering and analyzing the data.
[bookmark: _Toc202943456]3.2 Development of Reseach Instrument
The instrument used in the gathering of data needed for a comprehensive presentation of fact was the questionnaire.
The questionnaire was developed by a comprehension presentation of fact, concerning the subject. The questionnaire was developed by the researcher and was later submitted to the supervisor who scrutinized it and made necessary amendment to make it relevant to the research question. The questionnaire was later approved for use.
[bookmark: _Toc202943457]3.3 Population
The population for the research work are the student of which consist of the national diploma and the higher national diploma
Federal Polytechnic Offa, was chosen due to it nearness to the researcher as well as the availability of data necessary for the completion of the research work.
[bookmark: _Toc202943458]3.4 Sampling
The following is the breakdown of the students who were randomly picked from final year student of Federal Polytechnic Offa, The samples population is as shown below Federal Polytechnic Offa, department of secretarial studies
The researcher hopes that the number chosen would be sufficient enough, as it is not possible for her to contact all the students in the case study.
[bookmark: _Toc202943459]3.5 Distribution and Collection of Data
The completed questionnaire were administered on the National. Diploma II and Higher National Diploma II student of office technology and management. The research was distributed a total of (40) questionnaire after the approval for doing so has been granted by the supervisor the total number of twenty one (21) questions were developed by the researcher and presented to the supervisors for approval, the question was developed by the researcher in such a way that the respondents can choose the necessary answer there questions toward the causes of mass failure in shorthand in territory institution. They were designed in such a way that the respondents will understand them and be able to give the answer required. The questions require the respondents to make choices
[bookmark: _Toc202943460]3.6 Data Analysis
The data collected were analysed manually as shown in chapter four, calculator was used for the calculation of data. Likewise, figures were converted to percentage to make the analysis more clear to the readers.
[bookmark: _Toc202943461]CHAPTER FOUR
[bookmark: _Toc202943462]DATA ANALYSIS
[bookmark: _Toc202943463]4.1  Introduction 
This chapter deals with data analysis received through the questionnaires sent out to the respondents in the institution of our study.
A total of 40 (100%) copies of the questionnaire were sent out and all the 40 were completed and returned. The results obtained form these questionnaires form the basis of this chapter.
Data collected were presented in percentage so as to bring about easy understanding. The analysis revealed some basic facts about the study and also shows whether the research questions were positive or negative.
TABLE 1: HOW DO YOU FEEL WHEN YOU ARE ABOUT TO
TAKE DOWN DICTATION?
	Choices 
	Respondent
	Percentage 

	Very Relaxed 
	5
	25%

	Nervous 
	10
	50%

	Normal 
	5
	25%

	Total
	20
	100%


Source: Researcher's fieldwork 2025

From the above table, 5 (25%) respondents say that they feel very relaxed when they are about to take down dictation, when 10 (50%) they were nervous and the others indicated that feel normal. this shows that the public feel nervous when they are about to take down diction, while 5(25%) respondents normal with the statement.
TABLE 2: DOES STUDENT LACK OF RECOGNITION OF OUTLINE CONTRIBUTE TO POOR PERFORMANCE IN SHORTHAND?
	Choices 
	Respondents
	

	Yes
	12
	60%

	No
	8
	40%

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
From the above table, 12 (60%) respondents said that lack of recognition of shorthand outline contribute to poor performance in shorthand? While 8(40%) of respondents are supported lack of recognition of shorthand outlines did not contribute to poor performance in shorthand. Based on this information shows that lack of recognition of shorthand outline contribute to poor performance in shorthand.



TABLE 3: IS THE POOR COMMAND OF ENGLISH RESPONSIBLE SHORTHAND? FOR THE POOR PERFORMANCE IN
	Choices 
	Respondents 
	Percentage 

	Yes
	20
	100%

	No
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
From the above table, all the 20 (100%) respondents said that poor command of English responsible for the poor performance in shorthand. While no respondent disagreed. Based on this information we can say that poor command of English Language responsible for the poor performance in shorthand.



TABLE 4: DOES LACK OF NECESSARY TEXTBOOK FOR SHORTHAND AFFECT STUDENTS?
	Choices 
	Respondents 
	Percentage 

	Yes 
	15
	75%

	No
	5
	25%

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
In table 4 above, 15 (75%) respondents said that lack of necessary textbook for shorthand affect students while 5(25%) respondents said it does not affect students. It shows that lack of necessary textbook for shorthand could affect students' performance.



TABLE 5:-HOW WOULD YOU NOTE YOUR GENERAL
	Choices 
	Respondents 
	Percentage 

	Very Good 
	5
	25%

	Good 
	5
	25%

	Fairly Good 
	10
	50%

	Poor 
	00
	100%

	Total 
	20
	


Source: Researcher's fieldwork 2025
PERFORMANCE IN SHORTHAND?
From the table above, 5(25%) respondent indicated that his performance in shorthand is very good. 5 (25%) respondents said their performance in shorthand is good while other 10(50%) said their performance in shorthand is fairly good. It shows that student fairly good in shorthand performance.

 


TABLE 6:-DID YOU FIND IT EASY TURNING OVER A PAGE, WHEN TAKING A SHORTHAND DICTATION?
	Choices 
	Respondents 
	Percentage 

	Yes 
	5
	25%

	No
	10
	75%

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

In table 6 above, 5(25%) respondents said they found it easy turning over a page while 15(75%) said they found it difficult to turn over a page when dictation is going on. It shows that students are find it difficult to turn over a page, when taking a shorthand dictation.



TABLE 7:- ARE YOU OF THIS VIEW THAT INCONSISTENCY IN PRACTICES OF SHORTHAND COULD STUDENTS PERFORMANCE? EFFECTS
	Choices 
	Respondents 
	Percentage 

	Yes
	20
	100%

	No
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
In table 7, All 20 (100%) respondents responded positively that inconsistency in practice of shorthand could affect students performance, while no respondent disagreed. Based on this information, it shows that inconsistency in practice of shorthand could affect students performance.



TABLE 8:- WHAT ARE THOSE EQUIPMENT NEEDED FOR LEARNING SHORTHAND THAT ARE READILY AVAILABLE?
	Choices 
	Respondents 
	Percentage 

	Electronic Typewriter 
	00
	0.00

	Machine Dictation 
	20
	100%

	Electric Typewriter 
	00
	0.00%

	Total 
	200
	100%


Source: Researcher's fieldwork 2025
Table 8, All 20 (100%) respondents that machine dictation are needed for quick learning shorthand, While no respondent disagreed This means that all students needed to use machine dictation for quickly learning and understand.






TABLE 9:- HOW MANY WORD CAN YOU WRITE CONVENIENTLY AT PRESENT?
	Choices 
	Respondents 
	Percentage 

	80      WPM
	15
	75%

	100    WPM 
	5
	25%

	120    WPM 
	Nil
	Nil

	250    WPM 
	Nil
	Nil

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
From table 9, 15 (75%) respondents said they can only write at 80
wpm. While 5 (25%) said they can write 100 wpm conveniently at present. These was nor response for both 120wpm and 250wpm. This means that majority of students find some dictation difficult to write.



TABLE 10:- ARE YOU OF THE OPINION UNSERIOUSNESS AND NON-DEDICATIVE ALTITUDE OF STUDENTS CONTRIBUTE TO POOR PERFORMANCE IN SHORTHAND.
	Choices 
	Respondents 
	Percentage 

	Yes
	20
	100%

	No
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
From table 10, 20 (100%) respondents responded positively, that is, student unseriousness contribute to poor performance in shorthand, while no respondent disagreed. It shows that student un-seriousness contribute to poor performance in shorthand.





 TABLE 11:- HOW WOULD YOU RELATE YOUR PERSONAL RELATIONSHIP WITH YOUR TEACHERS TO YOUR PERFORMANCE IN SHORTHAND?
	Choices 
	Respondents 
	Percentage 

	Not Cordial 
	6
	30%

	Cordial 
	14
	70%

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
From table 11, 6 (30%) respondent said, their relationship with their teacher is not cordial, while 14 (70%) indicated that, they are in good relationship with their teacher. Based on this information, it shows that students relationship with their teacher is not cordial. 



TABLE 12:- DID YOU THINK SHORTHAND AS A COURSE SHOULD BE ERADICATED, OR BE MADE MORE INTERESTING TO STUDENTS?
	Choices 
	Respondents 
	Percentage 

	Yes 
	6
	30%

	No
	14
	70%

	Total 
	20
	


Source: Researcher's fieldwork 2025
From the above table 6(30%) of the respondents indicated that, shorthand should not be eradicated, but made more interesting to students while 14 (70%) said, shorthand should be eradicated totally. It shows that students are supported that shorthand as a course should not be eradicated, but made more interesting to student.




TABLE 13:- DID YOU THINK MOVING CLOSER TO ONES TEACHER CAN AID ANY IMPROVEMENT?
	Choices 
	Respondents 
	Percentage 

	Yes 
	15
	75

	No
	5
	25

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
From the above table, 15 (75%) of the respondents indicated that moving closer to ones teacher would aid improvement an their performance in shorthand. while 5(25%) said moving closer to ones teacher does not have an impact on the improvement of shorthand writing





TABLE 14:- DID YOU THINK PERIODIC TESTS CAN AID IMPROVEMENT IN SHORTHAND WRITING?
	Choices 
	Respondents 
	Percentage 

	Yes
	20
	100%

	No
	00
	0.00

	Total 
	20
	100%


Source Researcher's fieldwork 2025
From the above table. all 20 (100%) of the respondents indicated that, periodic tests would aid improvement in shorthand writing while no respondent disagreed. It shows that periodic tests would aid improvement in shorthand writing.



TABLE 15:- WHAT EFFORT DO YOU MAKE TO INCREASE YOUR SPEED.
	Choice
	Respondents 
	Percentage 

	Drilling constantly and reading of different passages 
	10
	50%

	Talking dictation from recorded passage and transcription of different passages 
	10
	50%

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
From the table above, 10 (50%) respondents drill constantly and they head different passages of shorthand outlines, while the other 10 (50%) said they always take dictation from recorded passages.





TABLE 16:- DID YOU THINK PASSAGE SHOULD BE PREVIEWED BEFORE THE TAKING DOWN OF DICTATION?
	Choice
	Respondents 
	Percentage 

	Yes 
	20
	100%

	No
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
From the above table 4.16 above, all the respondents responded positively hat, passage should first be previewed, before taking down of dictation why no respondent disagreed. Based on this information its shows that passage should first be previewed before taking down of dictation.





TABLE 17:- DID YOU BELIEVE CONSTANT PRACTICING OF VOCABULARIES CAN AID ONES SPEED IN SHORTHAND WRITING?
	Choice
	Respondents 
	Percentage 

	Yes
	20
	100%

	No
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
From table 17, all the 20(100%) respondents indicated that, practicing of vocabulary would contribute to students success during dictation why no respondent disagreed. Based on this information its indicated that, practicing of vocabularies could aid students success during dictation.



TABLE 18:- DID YOU THINK STUDENTS INTENT TOWARD THE LEARNING OF THE SUBJECT WOULD AID IN IMPROVING THEIR PROFICIENCY?
	Choice
	Respondents 
	Percentage 

	Yes
	20
	100%

	No
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
From the above table, all 20 (100%) respondents indicated that, students interest would contribute to their success in shorthand writing why no respondent disagreed. Its shows that students interest would contribute to their success in shorthand writing.





TABLE 19:- DID YOU THINK ADEQUATE CONCENTRATION CAN HELP WHEN DICTATION IS GOING ON?
	Choice
	Respondents 
	Percentage 

	Yes
	20
	100%

	No
	00
	0.00

	Total 
	100%
	100%


Source: Researcher's fieldwork 2025
From table 19, all 20(100%) respondents indicated that, concentration would assist students during dictation why no respondent disagreed. This means that concentration would assist students during the dictation of shorthand. 





TABLE 20:- HAVE YOU EVER FOUND ANY DICTATION DIFFICULT TO TRANSCRIBE?
	Choice
	Respondents 
	Percentage 

	Yes
	15
	75

	No
	5
	25

	Total
	20
	100%


Source: Researcher's fieldwork 2025
In table above, show that 15 (75%) majority of the respondent find dictations difficult to transcribe while 5 (25%) felt they can transcribe dictation without much difficult. This means that the majority of the students find some dictation difficult to transcribe.








[bookmark: _Toc202943464]CHAPTER FIVE
[bookmark: _Toc202943465]SUMMARY, CONCLUSION AND RECOMMENDATIONS
This project as earlier stated was designed to analytically look at the reasons behind the poor performances of students offering shorthand as a Course.
The research has been done, data collected, findings have been analysed and presented in the previous chapters, It is therefore necessary to give the summary, Conclusions and proffer recommendations based on the findings of the study
[bookmark: _Toc202943466]5.1 Summary
The project is aimed at highlighting the reasons why students performances are poor in shorthand.
Some related literatures were reviewable by the research on the reasons for the poor performance of secretarial studies students in shorthand.
A side from the books reviewed, questionnaire was designed to gather relevant information on the topic of the project. The distribution of the copies of the questionnaire to be selected respondents at the case study for the purpose of collecting data was done within an interval of six days. The responses were later analysed in chapter four.
Based on the findings of this project, students opting for secretarial studies as a discipline, should have preknowledge of shorthand.
The study has revealed that, lack of pre-knowledge in shorthand affects students who want to be proficient in the course should posses a knowledge of it. Students who have acknowledge of the subject, performs better than their fellow counterparts, and are not always nervous when taking down dictation.

The study also reveals that unseriousness, and non-dedicated of students contribute to their poor performance, as well as poor relationship with their teacher.
It could be discerned from this study that, textbooks should be made readily available for effective performance of the shorthand students. It was revealed through the research work that, consistent
practising of shorthand by would be shorthand writers enhances the students performance,
Equipment such as electronic typewriters and dictating machines needed for shorthand learning should be made available for students use.
It was revealed from the study that, effective practising of shorthand vocabularies, as well as constant periodic test aids students improvement in shorthand writing.
From the study, the researcher discerned that adequate concentration, previewing of passages and the teacher un- divided attention and interest would help improve students learning of the subject.
The study also revealed that, although student are not performing as expected, due to some influential factors, but they believe shorthand should not be eradicated, for without shorthand there is no secretarial discipline.
[bookmark: _Toc202943467]5.2 Conclusions
Based on the analysis of findings as indicated in chapter four, students with a pre- knowledge of shorthand performs better than those who do not have.
The findings revealed that in order to avert the poor performance of students in shorthand, students should have a pre-knowledge before coming for the course.
In the same vain, respondents affirmatively stated that students with pre-knowledge are not always nervous and are the course due to its lucrative should be serious and dedicated to the enhancement of their proficiency.
Shorthand textbooks and other teaching aids are important in the enhancement of performance of every shorthand writer.
Constants practising of shorthand should be the daily attitude of shorthand writers, and as a shorthand teach once aid: "leave shorthand for a day, it leaves you for a mouth".
The study has revealed that the successful integration of automated equipment such as electronic typewriters and dictating machines, helps enhance the performance of students.
Effective daily practising of shorthand and drilling of difficult vocabularies should be the attitude of shorthand writers. The study also revealed that, student should give their un-divided attention towards the enhancement of their performance, and that shorthand as a course should not be eradicated.
[bookmark: _Toc202943468]5.3 Recommendations
The recommendations based on the findings of the project work, as reflected in the responses to the questionnaire administered.
The following recommendations are here by drawn from the conclusion.
A would be professional secretary should at least acquire skills on the writing of shorthand, either from the secondary school level or from any private owned secretarial institution.
It is recommended that, student's of shorthand who aspires to perform excellently in shorthand class, should not be nervous, but courageous, bold and confident.
Prospective shorthand writers as well as secretaries should be dedicated to improving their proficiency.
Student of shorthand should constantly practice the rudiment to writing it, as well as building the speed through constant taking of dictations.
The department should make their demands for modern learning aids known to the school authority, as this helps enhance the teaching and learning of the subject.
It is also recommended that, shorthand teachers should create a conducive atmosphere of learning for their students, and that they should endeavour to breed good inter-personal relationship with individual students, it is recommended that, although, then can be some glamour for the eradicate the secretarial discipline. Student are here by enjoined to devote their time to the learning of the skill, as knowledge gained can never be lost.
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[bookmark: _Toc202943470]APPENDIX 1
KWARA STATE POLYTECHNIC, 
INSTITUTE OF ADMINISTRATION, 
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Sir/Madam,

STUDENT'S PROJECT WORKS
This is to inform you that our Ordinary National Diploma Students are presently working on their project; on different topics relating to their career, few of them have choose to carry out their research on the one or more area in your establishment.
We hereby seek your permission and request that you, please put them through, in any form of area that your assistance might be needed.
TOPIC OF RESEARCH: MASS FAILURE IN SHORTHAND IN TERTIARY INSTITUTION IN KWARA STATE (A CASE STUDY OF FEDERAL POLYTECHNIC OFFA) The Department of office Technology and Management will highly appreciate your co-operation.

Yours faithfully,

BABATUNDE RICHARD ADESOLA
[bookmark: _Toc202943471]APPENDIX II
KWARA STATE POLYTECHNIC, 
INSTITUTE OF BASIC AND APPLIED SCIENCE, 
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT 

Dear Sir/Madam,

Please kindly complete these questionnaire designed for data collection on a research project title" Mass failure in shorthand in tertiary institution in kwara state.

Please tick( )an appropriate in the space provided in front of the question.


Yours faithfully 

BABATUNDE RICHARD 
ND/23/OTM/FT/0113



[bookmark: _Toc202943472]QUESTIONNAIRE
(1) How do you feel when you are about to take down dictation?
a) Very relaxed ( ) (b) Nervous( ) (c) Normal (    ) 
(2) Does student lack of recognition of outline contribute to poor performance in shorthand? 
(a) Yes(    ) (b) No ( )
(3) Is the poor command of English responsible for the poor performance in shorthand? 
(a) Yes(    ) (b) No (    )
(4) Does lack of necessary textbook for shorthand affect students? 
(a) Yes (    ) (b) No(    )
(5) How would you rate your general performance in shorthand?
(a) Very good(    )(b) Fairly good (    )(c) Good (    )(d) poor (    )
(6) Did you find it easy turning over a page, when taking a shorthand? dictation? 
(a) Yes (    ) (b) No (    )
(7) Are you of this view that inconsistency in practices of shorthand could affects students performance?
(a) Yes (    )(b) No(    )
(8) What are those equipment needed for learning shorthand thatare readily available?
 (a)Electronic Typewriter (    )(b) Machine Dictation (    )(c) Electric Typewriter (    )
(9) How many word can you write conveniently at present?
(a) 80 wpm(b) 100wpm(    )(c) 120wpm (    )(d) 250wpm (    )
(10) Are you of the opinion that unseriousness and non-dedicative attitude of students contribute to poor performance in shorthand? 
(a) Yes (    ) (b) No (    )
(11) How would you relate your personal relationship with your teachers to your performance in shorthand? 
(a) Cordial (    )(b) Not Cordial (    )
(12) Did you think shorthand as a course should be eradicated, or be made more interesting to students? 
(a) Yes (    ) (b) No (    )
(13) Did you think moving closer to ones teacher can aid any improvement? 
(a) Yes (    ) (b) No (    )
(14) Do you think periodic tests can aid improvement in shorthand writing? 
(a) Yes (    ) (b) No(    )
(15) What effort do you make to increase your speed?
(a) Drilling constantly and reading of different passages (b) Talking dictation from recorded passage and transcription of different passages 
16) Have you ever found any dictation difficult to transcribe?
(a) Yes (    ) (b) No (    )
17) Did you think passage should be previewed before the taking down of dictation 
(a) Yes (    ) (b) No (    )
18) Did you believe constant practicing of vocabularies can aid ones speed in shorthand writing? (a) Yes (    ) (b) No (    )
19) Did you think adequate concentration can help when dictation is going on? 
(a) Yes (    ) (b) No (    )
(20) Did you think students' interest toward the learning of the subject would aid in improving their proficiency? 
(a) Yes (    )(b) No (    )
