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Abstract

Keyboarding as a core course in Secretarial Education uses the typewriter as
its major instructional tool. All the teaching methods and materials are aimed
at making the learner develop manipulative skills for personal, professional
and business purpose. Whatever evaluation strategies (formative or
summative) the teacher employs, modem keyboarding instruction and
evaluation should be aimed at a continuous development of the student to the
maximum of his potential.

Introduction
A Brief History of the Tool Used in Keyboarding

The story of the development of the typewriter, that remarkable instrument which has brought
about such a change in business procedures, in the status of men and women in business and in the
teaching of business subjects, began in 1714. On January 17, 1714, Queen Anne granted patent to
Henry Mill, an English engineer for a machine that would 'impress and transcribe letters singly or
progressively one after another, (Bliven, 1954). By 1872, Christopher Sholes and James Densmore had
made numerous inventions and building what is today the universal keyboard’ (Current 1954).

Aids to Teaching Keyboarding

Keyboarding is one of the core subjects in Secretarial Education. Keyboarding, like its twin
art, Shorthand, is not often liked by students. A lot of myths have been circulated to discredit the subject
and scare potential students of Secretarial Education programme.

A number of aids to effective teaching of this communication tool has been introduced. This
included programmed learning, individualized instructions, taped lessons, computerized instructions,
culminating in the present emphasis on career education for students. These aids are all important, but
they do not take the place of the effective teacher.

Keyboarding should be approached not only as a communication tool but also as a tool for
vocational use, as everyone could benefit from learning to express his thoughts with the aid of the
typewriter, the instructional tool in keyboarding.

The Learning Task in Keyboarding
The total task of learning to key involves the development of the manipulative application and
problem solving skills. In particular, the mastery of the total task requires successful student passage
through six often-overlapping stages:
- Keyboard learning
- Speed and accuracy development
- Learning copy-arrangement procedures
- Improving and applying language arts skills
- Building problem keying skill and production competence
- Integrating acquired knowledge and skills through the completion of realistic tasks in
simulated personal, professional and business settings
In attempting to identify specific tasks students should master in learning to key, we need to
look at the eventual uses to which keyboarding skill is most often put - assuming that appropriate
manipulative skills have been developed prior to and are being improved concurrently with emphasis
on application.

Factors Influencing Learner Behaviour

If we observe the behaviour of a class of students who are beginning the study of keyboarding,
we see a great deal of variation in how different learners view and approach the task. Bloom (1976:73)
put his fingers squarely on this point when he said:
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Some will approach it with funny interest and desire to learn the task.

They appear to regard it as a relevant and desirable thing to learn.

Others approach it, but with relatively little enthusiasm, joy, or delight.
Finally, others approach the task with evident discomfort. They have some
fear or trepidation and expect only negative things to ensue from this task and
the judgment they expect from teachers, parents and peers.

In most, if not all, learning situations, there are three interrelated dimensions that affect the rate
and degree of learning. These dimensions have been identified as the cognitive, the affective, and the
psychomotor domains of learning, (Krathwohl 1964).

Keyboarding is one of the psychomotor skills, and its successful learning is influenced by both
cognitive and affective behaviours at the outset and during the process of learning.

Current Modes of Keyboarding Instruction

According to Clegg (1982), the objective of teaching is not so much to convey knowledge as it
IS to excite a determination in the student to acquire it for himself and to teach him how to go about
acquiring it. Therefore, the primary function of the teacher is guiding the learner in the acquisition of
knowledge and skills and at the same time instilling in him a desire for and competence in selfteaching.
The effective teacher recognises both of these goals and constantly searches for means by which to
achieve them. In this search, many teachers have discovered that teaching/leaming tactics which work in
one situation with one group of students may not work as well with another group. This is because
students possess not only individual differences but also intraindividual differences. In the language of
Brown (1985) , there is nothing so unequal as the equal treatment of unequals. In other words, Brown
advocated individualising keyboarding instructions.

Individualising instruction does not mean simply varying the rate at which the same material is
presented to all the students. In its best sense, it could be called 'adaptive' education, in which the
methods reflect the multiple cognitive styles used by students in learning. It implies knowing enough
about the students' mode of learning, backgrounds, interests, aptitudes and deficits so that many types of
materials and approaches can be used, Blair, et al (1975).

Dynamic teachers experiment with various styles of teaching. They begin with those styles most
suitable to their own personalities and capabilities. This experimental process often results in ‘adaptive
teachers' - those who are adept at fitting teaching styles to the learning styles of students. The adaptation
of teaching style to student learning styles represents instructions at its best.

Group Instructional Procedure

The group instructional procedure has been labelled the traditional method of teaching
keyboarding. This procedure seeks to lump all the learners together. Published materials are presented to
the group without regard to the application and outcome of the mastery formula.

The Demonstration Method

The demonstration method involves showing the students the response pattern to be made and
having them imitate what they see and hear. It is perhaps the most important single method of providing
instruction in keyboarding because good form is so essential in maximising skill development. In
teaching good keyboarding techniques, an ounce of showing is worth a pound of discussing, (Russon and
Wanous 1973).

'Discovery' or trial-and-error methods are uneconomical and inefficient in complex skill
learning.

The demonstration method is therefore a 'must’ in teaching beginning keyboarding to students
and it should also be used liberally throughout the entire keyboarding programme. Students of all ability
levels learn rapidly as a result of its frequent use especially those whose reading levels are low.
Demonstration may be shown by video tapes, film, filmstrip, or slides but they are preferably given by a
'live' teacher. However, it is sometimes beneficial to use a better-than-average class member to give
demonstration, a performer with whom other class members can identify. Expert demonstrations are
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sometimes less effective because students cannot imagine themselves ever being as good as the
demonstrator they are being encouraged to copy.

The Apprenticeship Method

The apprenticeship method is an adaptation of the demonstration method and extends the use
of teacher guidance to be step involved in learning how to arrange and type problems or job tasks. In
this method, the teacher provides a model by which students can compare not only their procedure but
also their solutions, that is, the keyed work.

Teachers who use this method should first of all explain the purpose of the task that has to be
arranged and keyed and relate it to later applications in more complex problems. Next, they give step-
by-step directions for making the necessary machine adjustments, demonstrating each one with the
students imitating immediately each step in turn. When all machine adjustments have been made, the
teacher and the students key the problem together - the teacher providing a step by step demonstration
accompanied with a step by step guidance. When the demonstrating problem has been completed, the
teacher displays his completed model so that the students can compare their own work with it.
Following the format comparison with a model solution and the teacher's comments about students'
work the same problem or a very similar one should be keyed by the students with teacher guidance.

The apprenticeship method can be used effectively to help students learn the process of arranging and
keying letters, tables, memos, announcements, reports or any other applied keying task.

The Problem Solving Method

To most educational psychologists and teachers, a problem is a situation in which the learner
wants to do something (or is asked to do it) but does not know immediately what series or actions to
take in order to do it properly, (Newell and Simon 1972).

In keyboarding, the problem or task is specifically identified for the learners. The steps
required to prepare a satisfactory solution, however, are known to the teacher but must be learned by
the problem-solvers. According to Blair (1976), problem solving consists of several critical
components:

- Knowledge (recall of related information);
- Comprehension (of the problem situation);
- Application (of previously learned concepts and principles involved in its solution);
- Synthesis (distinguishing and selecting appropriate procedures and fitting them to the
new situation or task);
- Evaluation (making judgment about the correctness of the solution and sequence of
steps selected to reach it).

Demonstration and apprenticeship methods are designed to help the students learn how to
apply principles and follow procedures. Problem-solving methods are intended to assist the students in
learning to select and adapt prior learning in new situations.

Whatever methods or modes of instruction teachers use, it is evident that for maximum
transfer to real-life uses of keying skill to occur, students must be made to think about how they are
keying, to understand and apply concepts and principles of copy arrangement, to select from many
recall procedures those that are appropriate in various problem-solving situations and to evaluate the
appropriateness of their own decisions. Otherwise, they will operate by rote and transfer will be
minimised.

Evaluation

Warren (1977) defined evaluation as the process of critical appraisal through which the worth
or merit of a product or performance is estimated. Evaluation is a continuous process in all aspects of
the keyboarding programme. It starts on the very first day of a new instructional period and continues
until the last day. In the keyboarding programme, teaching, learning and evaluation walk pari-passu.
They occur simultaneously, and if one is removed, the others would lose strength to continue in the
walk.

Students in keyboarding should be evaluated more often in terms of carefully defined
competencies or performance goals (criterion-referenced evaluation) and less often in terms of their
performance in relation to that of other students (norm-referenced evaluation).
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Hastings and Madaus (1987) indicated that evaluation should be both formative and summative
in scope. Too often in the past, they said, evaluation has been entirely summative in nature, taking place
only at the end of a unit, chapter, course or semester, when it is too late for students to change or modify
their behaviour.

Summative evaluation has its primary goals of grading or certifying students and judging the
effectiveness of the instructional programme. Formative evaluation is used during the development stages
of skill learning and application, not after the process has been completed. Its purpose is to determine the
present degree of mastery of a specified learning task and to identify the part or parts of the task that need
further immediate refinement.

Whether formative or summative, the proper use of evaluation in keyboarding has a fourfold

purpose:

a) To lead to a more rapid acquisition of keyboarding knowledge and skill

b) To meet the psychological needs of the students by answering the question 'How well am |
currently performing?’

C) To meet the quality of instruction by answering the questions about the appropriateness and
effectiveness of the teacher's teaching/leaming strategies (methods and materials)

d) To serve as a measure of the level of competence attained by the student, a measure which should

include more than mere speed and accuracy assessment.

Keyboarding teachers, as a rule, tend to 'grade’ each student on the basis of his performance
throughout the semester or the year - averaging interim and terminal scores to arrive at a final grade.
Such a practice rewards the student who gets off to a good start and maintains the pace throughout the
term but penalizes the student who is a slow starter but whose rate of learning and improvement increases
with experience.

Conclusion

The continuous development of each keyboarding student to the maximum of his potential
should be the goal of modem keyboarding instruction. Whatever evaluation procedure we may adopt, it
should be continuous and made to walk hand-in-hand with teaching and learning keyboarding.
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