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' ABSTRACT

(

The primary purpase of this stud” was Lo comp@re‘ the
entry level wordﬂproce@sing enabling skills of graduates
from four institutions wheré"word processing courses are
offered to~ the adult learner in Edmonton, Alferta at the
non-university post ‘secondar& educgtidn level with  the

\competenci?s these individuals were using within one year of
their emplgsment.

The 1lists of. graduates received from the personnel
involved in administering or teaching word processing
courses at the four institutions comprised a total of 419
graduates. From this population of 419, each graduate on the
list was telephoned to see if she met themc;itérig of the
study? and if sb, was asked if she would be willing.to take

part in ‘the study. From this procedure. a research

population of 101 was obtained.

A questionnaire containing 83 statements was
constructed. This instrument <contained 23 statements
requesting demographic and <classification data, and 60

statements requesting intervai data in idéntifying frequency
of use 1in a ‘work éituation and adequacy of preparation df
the enabling skills of word processing .opErafors, acquired
through formal education. Prior to Being used iﬁ.the major
. : 1.
investigation, the qdestionnaire‘was subjected to a pilot

study- and revised. Questionnaires were mailed to the 101

research participants, and 82 completed questionnaires were



returned, All data were analyzed and placed in tabular

b form.

The demographic data that were collected mav  have
implications when given serious consideration by curriculum

A

e

planners in designing word processing courses.

The research datd revealed that out of the hq enabling
skills that were identified, 28 were not being performed
either frequently or very frequently by those dinvolved in
the study. ATso, those involved in the study indicated that

they had not received either adequate or very adeguate

training on 16 of the 60 enabling skills that were

identified. From qhq»wresearch findings, conclusions,
observations, andﬁmk? ¥fndations were made.
fas AN A , ,

1 *puxh,
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Chapter 1
The ProBlem

Introduction

The processing of words can be traced back to the
recording of .messages on clay tablets in‘the'eighth century
B.C.. The mechanical‘recording of words continued to evoiye
in 1868 in thé United States when Scholes and Glidden
inventéd the maﬁual typewriter; however, 1t was not until
1873 when the first commercial typewriter, the Remington No.
1, was mérketed thét businesses Qégan to switch from
longhand fo typewfiters because typewriters were faster and
Hproduced text that was more appealing.

The  first 'stage in the evolutioﬁ from typewriting to
word processing came when paper-tape powefed Eypewriteré,

utilizing pneﬂmgtig paper rolls similar to those used on

player pianos, were introduced in the 1930's in the United
States. These machines used a standard typewriter keyboard
to ‘punch the-appropriate letter on a paper tape. A typist

could key in a document once and replay the tape over and
over again inserting variable information such as names and

addresses because the machine program enabled the operator

£0 stop at any location.

These paper tape powered typewriters produced much
nicer 1looking letters than preprinted forms, and were
considerably faster; however, these typewfiters had some
serious limitations. Among these limitations wés that the

paper tape worked until a mistake was made, This required



*
complex adjustments in the operation of the typewriter as
well as ad justments in the splicing df the tape to correct
the error. Also, ’the variakle information that wés ﬂlaced
on the tape, like names and addresses, always had to be in
the same location, and that information had to be roughly
the same length; whole words or sentences could not be added
or deleted; and once:the paper tape was ripped, damaged, or
torn, the splicing procedure had to be repeated.

Jn the 1960's International Business M;chineé (IBM)
introduced the _SeleCtric typewriter which was ';eveloped
originallly as a computer =~ print-out terminal. This
typewriter was radically different from the standard-
electric typewriter whach' was available on the comme‘gaal
market. The main featﬁre of this’typewriter was ité element
thaf was spherical and- looked 1like a golfball with fhe type
chatacters eﬁbossed on its surface. Unlike a sténdard type-
writer in which the papervcarriage moves each time a key ié
struck, the Selectric Had no moving <carriage; as each key

was struck the element moved across the surfatégldﬁlkthe
‘ o ‘ka "a‘yf;ﬂ v
paper. The element rotated to present the proper character -

of tﬁe word .being typed. With the elimination of the heavy
moving carriage vastly improved typing épeéds were obtained.

Four ‘yéars later, .1964, IBM added a magnetic’ tape-
editiﬁg device té the Selectric Typewriter which pfovgﬁed
the machine with memory capability. With this «capability.
all the functio;s of the system could Be impriﬁtedv

permaneptly on intermal «circuit Dboards. By adding a



magnetic type editing device, the Selectfic typewriter wis
cbnverted into a Magnetic Tape Selectric Typowrircr_(MT/ST)
which was basicaliy an electric typewriter wired to a tape
recorder., s

Unlike 'thé paper tape powered typewriter,: the MI/ST
used magnetic tape rather. than paper tape to store
keystrokes. This made it possible for the operator to erase
or add whole sentences, or even insert information in the
middle of a paragraph or a lettetr without making cumbersdme
ad justments. The magnetic'tapes used with tﬁis system were
referred to as "mag tapes" which were housed in cartridge;.
The cartridge made the tape much more compact than the: paper
tapes so that longer documents could be recorded ;nd sto%%d.
Also, there were no more concerns about accidental tea;s,
the tapes could be reused, and they were easily iqserted
into the tyﬁewriter.

As a means vamaking the machine easier to operate and
more practical fér general office use, IBM began to
‘substituteﬁmagnetic cards for the encapsulated tape and, 1in
1969, introduced another model which it called the Magnetic
Card Selectric Typewriter (MC/ST). This machine was
followed byhthe Mag Card II, which was followed by the Mag
Card/A.

Nevertheless, the MT/ST and other Hard-wired systems
that followed were far from perfect. These hard-wired
systems relied heavily on ciréuit boards they had  very
limited machine inﬁelligence in that they could perfofm only

a limited number of tasks which were done at a slow pace.

N



[n the remaining years of the sixties o number of
improvements to the MT/ST concept were made. Magnetic cards

were introduced which eliminated most logging by storing

each page of text on its own card, At the time of this
study, thé MT/ST is no Longer being mAnufuctured; but there
are many still in use throughout the world. However, with
the introduction ° of microprocessors--or very small

computers—-into the System of the word processor the final

break with the power typewriters was made and the word
’ R By,
processor was The microprocessor greatly expanded

electronic officgjtgguipment's capacity for work; these

machines becane 3 grammable, and other programs were

and |  2$ X:E j!yTiter produced the word processor of
which ‘components consibfed of a keyboard/monitor, central
processing unit, 1internal storage devices, and a printer,

IBM introduced a different variation of its MT/ST in
1971, in the form of the Communicating Mag Card Selectric
‘typewriter,- or the CMC, which was originally used as an
iant¥ device for-a computer terminal. At this terminal
communications were entered or received in either a word
processing or a data processing system. The CMC was sold
primarily as a communicating device between wo;d processors
by transmitting typewritten copy over telephone- lines,
either locally or long distance to another CMC. The CMC
also had the unique capability of communicating with any

Western Union TWX or Telex terminal anywhere in the world as

. . . / . . .
well as with other makes ¢df communicating typewriters.



By this time a number of other office machine ecquipment

» . o
,C manufacturers started ‘to follow IBM's lead, and bepan to use
the I[BM Selectric typewriter as their basic unit and Lo

incorporate it with their’<)wn distinctive editing and menory
devices. For example, in comparison to the Seloclriv~5uned
machine was the Olivetti's S-14 "Mustermind." Nergx
Corpotation, in i974, introdu " its stand-alone au!>ﬁwhed
typing system which had a playn.. « speed almost twice that
of the I[BM MT/ST or the MC/ST. This system featured a
unique, elecronically driven print wheel that contained one
type character on each spoke of the wheel which became known
as the "daisy wheel" because the spokes looked like the
petal§ of a daisy.

Newer entries to the word processing market were more
expensive and more sophisticated. For example, the cathode
ray tube (CRT) system displays text on an electronic video
screen as it is being typed. A CRT machine is, in fact, a
microcomguter word processing system, which ;s built aroﬁnd

a microprocessor. Because of the microprocessor, the CRT

system tends to have greater memory capabilities than ‘the

first-generation typewriter—based systems. Consequently,

. i . 4 '
text can be more readily changed and edited. The CRT
microcomputer systems also have the potential for

communicating with other computer word processihg systems as
well as with communicating typewriters.
As early as 1964, IBM was the first to use the term

"word processing" to describe all automated equipment that

assisted in the preparation of the printed word (Rada,
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1980) . Currently, this definition includes everything from
typewriters that posscess memory capabilities which are usel
as stand-alone systems, to shared-logic systems in which a
number of peripheral devices make use of a central computer

system to process words and data.

A word processing system can be the configuration of a

basic stand-alone system, a shared-logic system, or a
distributed system. Stand-alone word processing systems
contain a number of basic components that include: b}

Eerminal,'a processing unit, internal storage dévices, and a
A}

printer, which toggther allow the system to function as a

single entity,

"Shared-logic word érocessing s;stems possess a central
processing unit (CPU)Y in which all intelligence is
contained. The individual componentg comprising each word
processing system are able to operate at a considerable

physical distance from the main processing unit, but are

unable to operate or function without it. Each unit
functions only by sharing the logic or intelligence
contained in the <central Vprocessing unit. If the

communicetion l{nk between ea;h individual word processing
station and the CPU is severed, the . station <ceases to
function.

A distributed system allows stand-al :e and/or shared-
logic systems to share resources between multiple agencies
to form one large system. - In a distributed system each

individual system is capable of operating independently of



the  other, This allows for the intelligence to  be
distributed throughout the uvvfnll gystoem., In  addition,
this type of system aliows for the component systens to  he
physically ldeated virtually in any part ol the wor lid,

The introdThfLion of the integrated/multifunction systen
will encourage the move any from the distributed system by
its users. The term multifunction system came into use when
r(nnpa}lios began utilizing their existing computer sysltoemns
for word processing and other business applications through
the addition of software or incremental capabilities, This
type of system not only performs traditional data pprocessing
functions, but also serves as a word processor, Hence, the
term multifunction. The term integrated system refers to
the capability of the multifunction system to interface with
a central computer system or other multifunction system,
allowing for the exchange of information between these
systems.

Because of the newness of word processing equipment and
technology, only recently have the manufacturers of this
equipment accepted the responsibilities to train those who
would be using the equipment to process information.
Current economic conditions have forced these vendors to
reconsider their role as trainers. As a consequence, 1in
Alberta, those responsible for education in non—univefsity
post—secondary education 1institutions who give leadership
for the preparation of personnel for the business world only

recently began to provide a curriculum that would prepare

individuals to operate word processing equipment. Graduates
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frnm efther o monufacturer's training course or from an
.
adult  educatlion course offered by these lnstitutions must
receive basic preparation in order to understand and operatoe
word processing equipment competently with some depree o f
confidence.

To determine the type of entry level competencies
needed by word prornssiﬁg personnel in the various pconomic

sectors of a large Canadian city, 2 search was made of  the

Educational Research Information Center gER[C) data base,

This search was then expanded to include the indices that

-are - used to report the findings of educational research.
The result of this search was that no research had been
completed in Canada that investigated the entry level
competencies needed by word processing personnel. However,
there were a number of studies that were completed in the
United States whose findings were reported. '
Unfortunately,' the findings of those invéstigations
that were reported did not compare the entry level word

processing competencies of graduates from vendor's programs

or from educational programs with those competencies that

were required by these individuals after they were employed

for a one year period of time.

V -

Problem Statement

The major purpose "of this study was to compare the

N

entry level word processing enabling skills of graduates
from four institutions where word processing courses are

offered to the adult learner in Alberta at the non-

t3
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university post secondary . education level with the

)

competencies these indiyiduals were using within one year of

7 their employment.

Supporting Objeétifes
In addit@on;to the major purpose of this study, this

study had. the following supporting objectives: .

1. To identifly significant word processing

N

. Vs
competencies for business), industry, or

goverqmént that may not be an integral

s

part of either the course of study or

the curriculum  offered at ' preparing

>

institutions.

oy

2. To dexeﬁmine the frequend,

ar

with ,which
iy entry level word processing competencies

werefﬁééd‘by first year word procéséing.

personnel.

o

3. To identify additional word processing

- .~ . _Zompetencies = that members of the
Lad . . .
research sample acquired at the work .
placé.‘ -

. . 1 4 ) . ) .

4. To determine if those who.provide data

’ {for the study saw a need for .continuous
‘spdating of their competency base in

order to remain proficient as a word

processing operator.



Need for the Study' »

Profes31onal management and business education Journals

have documented many instances where dramatic changes have

occurred in the office work environment that reflect the’

office of the future concept. The position of the authors
,ggq’these articles is that the goal is not to fully automate
the.offlce,. but rather to increase the rapidity, accuracy,
andv convenlence of all forms of communlcatlons through the
mechanizatébﬂ of'most routine and repetitive of fice tasks
such as the processing of words. These changes have just
recently been reflected to some degree in the ©business
education curricula-'that are made available’to adults in
noneuniversity post secondary education institutions of this
pr -ince. | |

One of the primary responsibilities of business
education programs at this level of‘éducation is to provide

s

adults with the necessary psychomotor skills for job entry

4
into office occupations.  Closely related to this responsi-

oo
{

bility * is the development of competencies in the cognitive

;and affectlve domains of learning. Prellmlnary research of

the Educatlonal Research Information Center (ERIC) data base

indicated that little research had been conducted in Canada

that investigated entry ;level enabling skills for word

*

processing pe%sonnel. This lack of empirical data helped to
" o .
establish a need for this study. - The results of this
investigation when completed should identify these enabling

6kills and fulfill that need.

10
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The results of *the research completed by Nanassy,
‘ .
Malsbary, and Tonne (1977) helped to identify a need for the

current study when these researchers stressed the fact that
A :
because of the rapidity with which the functions  1in the

Ay

business world c¢hange, Tresearch is constantly needed for

determining not only how business education teachers teach,

but what they should teach. The results of this study‘

confirmed this need by identifying the enabling .skills
required by word processing pérsonnel when a comparison was
made of pre-occupational preparation with enabling skills
that were acquired within one year of employment.

Delaney~- (1977) in a paper delivered at the‘ Sixth
Conf;rence of the Canadian‘Association'of Business Education
Teachers st:essed the need to adapt Dbusiness education
programs and courses to properly serve the business
community; the need for nﬁw office equipment to grédually
find its way into the training classroom; and the need to
bettef prepare graduates to meet .demands for the
computerized office world. The results of this .study met
the 1ést need b;l\providing data that can be used by
curriculum desigﬁers and developers to prepare educational
programs that will meet the needs of the business wqud and
produce graduates for an ogg;ce world thaﬁ is computerized. i

Earliér, Pﬁra (1970) in her research regommended'thap‘a
study : be conducted that would identify current office
practices that would influence the decisions of curriculum
builders to design curricula that are rngvant and ;urrent.

On. this issue it was the opinion of this researcher that

@ .
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educators should make provision to include in - their
curriculum the kinds of expefiences which employees actually

encounter when they are first employed. : )
‘ {

Significanfe of the Studyv

'A mafor significance of the étu@y was that the results
of this .research could be used by curriculum  p1anners and
curfiéulum "designers responsible ‘for’ preparing business
education curricula in the non—university postv secondary
education sector. The results of this study coﬁld alsgo

provide these individuals with additional scope and sequence

needed to design or assemble a course of study for word

processing personnel at the, adult ucation level.
instructors responsible‘ for teaching competencies based
education courses for word pfocessing personnel will find
g?gnificance in this study because they will be able to use
its results to redesigniand revise their courses.

Those instructors res;;onsible‘7 for teaching word
processing in the community collegeg and technical
institutes in other citiés of Albérta or Canada will find

.significance 1in the results of this study, and could use

2

. 4 =
these results to identify content, scope, and sequence for

the courses they teach.

The results of this study are significant because these

—
results add to the findings of other researchers and

PO _ . . .
instf@@tlons who have investigated entry level competencies

for word .processing personnel,.

Employment and Immigration Canadé, Occupational and

3

12



Career Analysis Development Branch, may find significance in

the results of this study should it consider analyzing the

S ¥

occupation of word processing operators when that branch
elects to prepére an occupational analysis for ‘this

occupation.  That analysis could include an exhaustive list
a Y ‘

, |
of tasks for this occupayion which could be built on the
A

competencies (enabl&ng skills) resulting from this’ study.
Another use that;this Branch may make of thé results of this
wstudy is as a base document for thé deveiopment of an
instrument for interprovincial wuse to determine if the

identified -competencies ar'e common throughout the country

for this evolving occupation.

Population

The population of the study was limited toﬁgthose who
graduated between September, 1983 and Septémberl~ 1984 from
fo;mal word pnoceséing training offered by the: four non-
‘university posﬁisecondary‘educapion'institutions that are
located in the City of Edmonton who have responsibility for
"prepé;ing word processing personnel at the adult level.

To idéntify this population a list of gradﬁates from
these four courses was obtained from personnel involQed in

e

the teaching or administering of these courses at each of

the four institutions. This in essence helped to- stratify

the population by institution.

Selection of Participants

The second phase in identifying the sample from the

13



population was the establishment of criteria’that would be
used to select members of the rgsearéh sample.

The following criterial were establiéhed by the
researcher to identify ipdivi uals who comprised the sample

[

for the study: g

1. Had sdccessfully completed at least 40 hours,
and not more than 120 hours, of Fformal word

; :
_processing training including - both word

‘processing concept theory and hands-on

experience.

2. Employed ras either a word processing operator
or designated as an operator by the employing

agency.

. 3. Employed for a period of less than, but not
more than one year after successfully

completing formal wornd processing training.

When the lists of graduates from the four institutions

were received, they comprised a total of 419 graduates.
Eacﬁ of ghe 419 graduétes was telephoned ﬁo determine 1if
théy met the selection criteria, and if they did: they'were
asked 1if thgy would be willing to take part,in the study.
The purpose 6f’this study/was also explained. From this

procedure a research population of 101 was obtained.

L)
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Table 1

Percent of Graduates Who Formed Research Population

Total Number of Percent of

Institution Graduates Populatioh
, >
Alberta College : 29 : 7
4
Alberta Vocational
Centre 127 30
Grant MacEwan Community
College . 198 47
Northern Alberta Institute
of Technology 65 ‘ 16
e Totals 419 100

Limitations of the Study

The following 1limitations were established for this
invéstigation.

The results of this study were limited to those who
comprised the research population, which included the
graduates of the four word processing courses offered 1in
both the public and priQate non-university ‘post-secondary
education institutions loqated in the City of Edmonton.

The study was limited’to those graduates from these
institutions Qho had at least 40 hours,?iand not more than
120 hours of formal word processing training which included
both a theory and a hands-on component.

A major limitation that was imposed on the research was

“the list of entry level word processing competencies that

"were part of the research instrument. The limitation of



this ipstrument; wﬁs that .. person participating 1in the
research may not recall SCmg of the entry level word proces-
sing4 compgfencies that Weyp, acquired during the training
period, or they may not Teq,11l those competencies that were
acquired within one yeal 8ftor being employed.

The ‘§EFH§- vas 8150 yjpited to those who graduated

N

between- September, 1983 a,4 September, 1984 and who were
-employed up to ope yearl ang ot more than one yeaf following
graduationf As a con8€Qugpce, the results of phiS study
cannot be extrapolated with‘graduates for pther years from
the four participating insti;utions or from other training
programs such as those Offered by private VOcatidnal schools
registered‘ . with pLbETt g Advanced Education or by
manufacturers of word PIT®Cegging e€quipment.

‘The resultg of ’thi§ research yere limited by the
aécuracy of the respoﬂses thgt were given by participants of
the study in £i11ing °UY% ype questionnaire distributed by

o

the reseércher.- ‘
The type of busi“esses where graduates . were. employed
and how they functioned ipn that work environment imposed an

additional limitation O% the research,

Research Assumptions

The following assVPPtigns were made for this particular

study: ’ ‘ : :

1. All course® tha, were offered by the four

Participatlng ijnstitutions were similar

@
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in content.

2. The graduates who were employed continued
to build ‘on the competency base they
acquired during their period of

preparation.
e

.

3. Those who participated in the study would
make valid and accurateé Tesponses  to

statements on the questionnaire,

4. The preemployment training for graduates
from the four participating institutions
was appropriate for their entry into the
business community in order for them to

do word processing.

Instrument Design ’ . ’

A review of literature on instrument design was made to

identify

the most appropriate type of instrument to be used

'to collect data.for this study. From this literature review

. . ' / .
it was decided by the researcher that & questionnalre would

be designed to collect data for analysis. How the

instrument was used in the study is fUlly described in the

chapter -on’ "Methodology." A questionnaire was selected
because it had the following advantages: a questionnaire
can be .readily reproduced; it can be easily mailed fo
members ~of the research ﬁppulation? the data that are
collected Qwith this instrument are considered to .be

objective;. data from items are relatively easy to tabulate,

17
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especially if there are check-off responses; and respondents

canvremain anonymous.

Although the questionnaire has its advantages 1t is not
without its disadvantages. Among its disadvantages are the
following: « a possible 1low rate of return; items on the
questionnaire can be subject to misinterpretation by the
respondents; the respondents may omit or disregdrd any item
they choose without giVing an explanation; the respondents
may have a lack of incentive to report opénly beliefs,
feelings, motivations, and plans; some items may force the
respondent to select responses that are not an actual
choice; the amount of information ghat can be gathered 1is
limited by the respondent's available time and interest
span; and respondents who do return their questionnaires may
not pfovide a representative sample of the total population.

Other purposes of this literature review were for the

researcher: to learn how a research instrument is

organized; to learn how to phrase a statement so that it
expresses the intent -of what the re§earchér wants to say; to
"learn how to write statements using the correct research
ferminology to minimize ambiguity; and to learn to sequence
questions on a research instrument.

The initial phase of designiﬁg the research instrument
was to identify a Panel of Experts who would be invited té a
DACUM (an acronym for Developing A CurriculUM), workshop to
identify the gene;al areas of competencey and the enabling

skills for the occupation of word processing operator. The

18



])r()cée(lur'e of conducting fhe DACUM workshop that was followed
was that advocated and prescribed by the Post-Secondary
Departmnnh, Ministry of Education, Province of British
Columbia in its publications which describe the DACUM  pro-
cess from .theory to ciussroom implementation, Raw datan
collected at this workshop can be found in Appendix LIT,
page 188. These data were used to organize a DACUM  chart
for the psychomotor skills wused by a word processing
operator. ‘

Because of time constraints imposed on the research it
was impossible to follow the prescribed proceduré for
validating a DACUM chart, which is to mail the initial draft
of the chart to members of the workshép and to selected
members of the occupation for their review or evaluation. A
<iig 1y different procedure was used to validate the DACUM
¢hatt that resulted from the workshop. The procedure was to
cross reference. The general areas of competencies and the
enabling skills that made up the bands of the <chart were
cross referenced with the compeyenéies identified by
Manpower Tempofary Services (1983) who provide a function
chart of word processing proficiency levels, with the
competencies that Patterson ‘and Schlender (1982) outline 1in
their researCh}“ These three sources were ~synthesized and
used to form the instrument for this study.

The draft instrument was reviewed and discussed with a
specialist in instrument design from the Department of

Fducational Psychology, Faculty of Education, The University

“of Alberta. From that review it was recommended that the

19



Pilot Study population be retained at five individuals.
Modifications were suggested in the method of conducting the
Pilot Study. [t was recommended that instead of placing the
rnﬂvnrvhfinstrumext.ln the hands of Pilot Study participants
as originally planned, that selected questions from the
questionnaire be asked. This procedure gould help to
establish  face validity of the instrument. [t was highly
recommended that the title for the rescarch instrument that
was used in the study be classified as a questionnaire, and
&

that the research instrument be mailed to no less than 100
paqtic{pants. Subsequent to this review,  the research
questionnaire was revised before it was used in the Pilog
Study.

In its final form the questionnaire wused 1in the
investigation was a two part instrument. Part A was
labelledm "demographic information' .and asked twenty-one
questions specific to the participant's educatioﬁai and work
history. The latter included a number of questions on the
preparation participants had in wofd processing. Part B was
a checklist of word procéssing~competencies that were taken
from the three sources previously 1identified. These
competencies included the general areas of competence and
the enablin;’skills. This checklist was a detailed listing
of word processing competencies that were described 1in
universal terms that were non-machine specific for the
occupation of word processing operator.

Part B of the instrument included two <checklists, one

.
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for the 'WORK SCALE' and the other for the TPREPARATLON
SCALE,' A five-point Likert seale was used with both the

-
WORK and the PREPARATTON scales. The WORK SCALE inctluded

these choices: very seldom, scldom, some, frequently, and
very frequently. The choices for the PREPARATION SCALE
were: very inadequate, inadequate, neither inadequate or

adequate, mdequate, and very adequate.

This research instrument was used in the Pilo¥ Study.

X

The Pilot Study
For the Pilot Study phase of the investigation the
researcher selected five individuals who are employed as
word processing operators or designated as such by their
employer. The individuals selected to participate in this
phase of the study were employed in the Faculty of Education
at The University of Alberta. The reason for selecting
these individuals to partficipate in the Pilot Study was that
‘Bthey met all the <criteria that were established for
selecting research participants, and they were readily
évailable to the researcher, Pilot Study participants were
not involved in the ,major phase of thé research.

' During this phase of the research each participant
involved was interviewed and observed by the researcher
using selected questions from the questionnaire. Each
particiﬁant then received a copy of the qﬁestionnaire to
complete. The - informationm .gathered on the completed
questionnaires was then compared with responses gathered

during the interview.and observation phase of the Pilot



Study to ohtain face validity between what the participants
stated they did, and what they actually did.
The Pilot Study had the following purposes:

” " . . *
1. To determjne if the questionnaire needed

revision or modification.

2. To determine the average amount of time

it took for the research instrument to

be completed.

Following the‘Pilot Study the results from this portion
of the research were used to modify the research instrument

before it was used in the major investigation.

Operational Definitions

These definitions were formulated by a rescarcher for
the - benefit of the reader so that a common understanding
could be established between these two parties for the ferms
used throughout this report. The following operational

definitions were seleéted and were applied to this study.

Adult Education. Adult education appears ‘under many
‘ | u .
labels--"manpower development", "staff development",

"inservice education", ﬂ"continuing education", "lifelong

education", and numerous others. According _ to Knowles

(1980) the term.encompasses practically all experiences of
s

mature men and women by which they acquire new knowledge,

understanding, skills, attitudes, interests, or values. (p.

25) In its more technical meaning, "adult&.educatﬁon"
R LT

A
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describe "a set of;organlzed act1v1t1es carried on by a widé
r .

variety{ of institutions ﬂQf the accompllshment of SpeC1f1C

'

educational objectives" (p. 25).
Allen Tough (1979) describes_;he way in  which —adults

learn in the form of,learning projects wnLch he describes

as: o : w2 ¢

a hlghly deliberate effort to gain certain
knowledge and skill (or to change in some other

way). Some ledrning projécts are efforts to..
gain new knowledge, - insight, bor understandlng
Others are ' attempts to 1mprove one' skill

or performance, or to change one 's attltudes or o
emotional reactions. ~Others involve efforts to
change -one's overt behavior or . to break a
habit. (p. 1) :

¢

*

tion ‘on the Development of. Adult Education, states:

«the term "adult educatlon denotes the entire

5
body of ofganized educational. pracesses,
whatever the . content, level and method,
whether formal or otherwise,  whether they
prolong or - replace initial educatlon in
schools, colleges and universities as well as
in apprenticeship, whereby persons regarded as

~adult by. the society ‘to which they/belong
*develop theirfabilities,enrich their knowledge,
1mprove their technlcal . or, professional —
qualifications or-turn them in a new direction
and bring about changes in their attitudes or
behaviour .in the twe-fold perspective of full
personal  development and participation in
" balanced and independent socialsy economic and
(cultural development. (p. 2) - )

For the- purpose of thls study the UNESCO deflnltlon for

adult educatlon was used for that term.

{ [

Competencies. ‘There. are competencies to be learned in
connection w1th any area of a ‘trade or .an occupation.

According to Taba (1962) the objeetives pertaining to

_competencies 'range from the basic racademic skllls, such as

N

UNESCO (1980) in its Occasional Paper 34 Recommenda-—
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reading, writing, and %;lgbmetic, o skills in democratic

citizeﬁship‘and group living" (p. 225).

Tanner and - Tanner (1980) outline the objectives of

education in relation to competency attainment in this way:

., developing in - pupils a command of the ”
fundamental processes; the ability to
purchase and use goods and services wisely;
the appreciation of beau%y in literature,
art, music, -and nature; he development of
saleable skills; and the ability to think
critically -- such expectations may be
referred to as educational aims. . . the
ability to define problems;to make - relevant

" Hypotheses; . to select and 'analyze data
pertinent to the solution of problems; and to
formulate valid conclusions, ~solutions, and
generalizations. . . —may be referred to as
behavioral objectives. (p. 156)

Nickse (1981) diécuéses how the aims and objectives of

education or schooling encompass Qr kinds of  competencies

outlined as: 1) Basic School Skills, 2) Skills. for Sgegiffc

Subject ‘Areas, 3) Skills Related to Adult Roles, and &)
Generic Learning/Thinking Skills. (p. 55)
However, one .enormously importént approved practice

concerns the 'application of competenciés. According to

Tanner . and Tanner (1980) "experts in curriculum emphasize

that the learner must be given-a variety of opportunities to
apply his or her skills. There is no mastery without intel-

ligent application” (p. 640).

In defining coﬁpetency~baséd“education as‘it applies to

3

skill acquisition Corcoran (1976) states:

The .competency—based approach begins with “\\
the definition of the knowledge, skills, and

attitutes required for - successful
performance in a particular role. ‘
Demonstrated . eompetency under realistic D

conditions becomes the basis ‘for awarding

e,

P
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credentials. ‘(pp. 4-5)

Alverno College (1976) expands this definition in

até@mpt to describe a competent student:

A competent student demonstrates certain

abilities; she is also committed to using
them. Not only  can she analyze or
communicate effectively, she habitually
does so. (p. 4)

Douglas and others (1965) point out ﬁhat what

behind all the practice and the fitting together of

their

lies

.many

preyiodsly learned coﬁplex knowledgés and understandings is:

competency acquisition.

of tradsferability:

what appears to be a simple skill that
can be performed almost automatically. It
is quite true that once a high skill is

attained 1in something, the act can be
performed . automatically without ‘any
"interference" from the higher brain

centers. l(p. @3)

e g
¥y

R

There are many other concerns educators.ﬁssociate with

.

Although information or knowledge is recognized
as an important outcome of education, very few
teachers would be satisfied to regard this as
the primary or the sole outcome of instruction.

. What is needed 1is some ev1dence that the

students can do something with their knowledge,
that®is, that they can apply the information to
new situations and problems. It 1is also

expected that students will acquire generalized

techniques for dealing with new problems and
new materials. . . .The most general operation-
al definition of these abilities and $killseis
that " ‘tlhre individual can find appropriate
information .and /techniques in his previous
experience to bring to bear on new problems and
situations. (p. 38) ‘

Bloom (1956) addresses the probiem

Waks (1977) addresses the répidly changing and emerging

& :
concern og technological advancement:

Technologiéal_ develbpmenté erode skill

réquirements. Instead of acquiring an
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occupation through skill development in

« adolescent and early adult years and
retaining it throughout life, we may enter an
age of constant work re-adjustment. It will
be the age of throwaway knowledge. B
knowledge and skills will be obsolete before
they are acquired. (pp. 24-26)

For tHe purpose of this study the term "competencyﬁ

referred to as "skills for specific subject areas' (Nickse,

/&981; p. 55), and the definition given by Douglas and others

(1965) will apply. Both the terms 'competency'  and
'enaﬁling skill' will be used interchangeably. A definition

_for enabling skill <can be found in Chapter III on

"Methodology" under the heading of DACUM (Developing A

-CurriculUM).

>

Graduate. For the purpose of this study a "graduate' was

défined according to Sykes (1978) in The Concise Oxford

"

Dictionary f Current English as

one who has completed a

school course.'" (p. 464)

Word Processing. In their research for the development of a

f

curriculum for a word processing certificate, Williamson and

Samuels (198Qdescvfibe the term 'word processing' as "a“

sustem of pr®¥essing communications using standardized
prdﬁgéures, modern equipment and specialized employee
responsibilities to produce'quality communications at répid
“speeds éndﬁlow costs" (p. 6). |

In: compiling a -.glossary of word processing terms

Dartnell (1977) defines word processing as "an automated

"system  designed to cut the cost and time of  the

origiﬁate/dictate, 'check/sze/retype, sign/mail/distribute
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vcycle of'producing business documents" (p. 53).
The definition for word processing given by Williamson

and Samuels (1982) was acceptedAIor this study. )

Word Processing Operator. There are as many definitions

given for the term 'word processing operator' as there are

writers who have written on the topic of word processing.

An analysis of these definitions show that what is

presented in most cases are actually the responsibilities or

duties that a word processing operator performs. To

i1

identify the responsibilities that a word processing

operator performs,. a rTeview was made of the Canadian

Classification and Diétionagl.gﬁ}Occugations Guide (1971).

Thié reference is nd;mally used by Canada Manpower personnel

to help them identify and codify work that is ordinarily

performed by individuals in a particular job. The New

Canadian Classification and Dictionary of Occupations Guide

(Fourth\ - Edition) (1982)  gives the duties  and
responsibilities of a word processidg operator as follows:

Operates video-console typewriter to record
and ° amend data on memory tapes, disks or
other recording device:

Reviews data received to ascertain format or
changes in data to be made. Places blank or
subject tape or disk in memory unit. Pushes
‘keyboard control to display data being
typed, or previously typed data. Types data
or amendments to data using video-display

typewriter. Proofreads displayed . data.
Operates video console typewriter to make
. changes on tape or disk. Selects and
inserts single-sheet or continuous-feed

paper -in <carriage of typewriter-printer.
Activates typewriter-printer to'automatical-
ly type copy of records data. _Types
additional data required onto copy using
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, o ‘ .
typewriter-printer. Labels Qnd stores tapes
or disks. (p. 82) :

{ :
For the purpose of this study the term "word processing
operator" will be defined according to the responsibilities
or  duties that a word processing operator performs as

presentéd in the New CCDO Guide definition.

Organization of the Thesis

The first chapter of this study included the p;oblem
statément; the major purpose and suppofting objectives of
the étudy,‘ the need and the significance of the study,
limitations of the study, and operational definitions which
were applicable to this research. Also includéd in the
first vchapter‘ was a description of the population of the

study, and how the research sample was selected from that

population; and finally, the pilot study and the instrument

were fully described.

The secohd chapter includes a review of‘ related
literature and the findings of relatéd researcﬁ studies that
have either a direct or indirect relationship to the current
in?estigation. |

The ﬁhi?ﬁﬁ chapter describes the methodology that was
Qsed to tollect data from the 101 participants.

The fourth <chapter related the data analysis' of the
study and the findings derived.

The¢ fifth and final chapter summarizes ‘Lhe study,
outlining the summary, - findings, conclusions,.observations,

"and recommendations that were generated from the data

collected and subsequent data analysis.

N~y
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Chapter IT
Related Literature and Research

Introduction

This chapter is divided intd'two- ;cctibns. The first
section presents a review of related 1iteraturé, books,»
periodicals and journals, and gives -a Scehafio of the,
éresent. and possible future changes 1in tﬁe bffice.and the
implications that,these changes will have on word processing
curriculum development. The gecond»section of‘this chapter

presents a review of research that has been conducted and

reported, and which had implications to the current study.
' ' 2

Related Literature

Within the professional 1iterature there are articles
that have appeared in journais, bulletins, periodicals,‘and
in some instances épeeches delivered to professional
organizations that deal with busineSS education, office
automation and word processing. For the purbose of this
investigation these are given the generic title of related
§ 1itegature, and those that are related to the re§earch will
‘be reported in this éeﬁtion. | S

Accord%ng to,’Goleh and Smeltzer (1984), in the "late
198Q's ’many businesses will be using a network system of
in{ormatioq processing. The major reasons for this . network
approach which _}inks all the office-related hardware and

peripherals 1is perceived to be the reduced- cost of the

equipment, the increased compatibility of different types of
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equipment, and the increased oroductivity at all levels of
the business otganizetionﬁ (p. 30) These authors believe
that . this network wili -link together the information
processing areas ofr data pfocessing, word processing,

optical character recognition; micr'ographics, reprographics,
A '

computer graphics} dictatior equipment, x telephone,

electronic mail, and voice mail. (p. 3%) E ‘“

In a study investigating the integrepionﬁ of word
processing _ with data processing 1in an educational
environment, Patterson and Schlender (1982) found (a) that
certain functions once associated with data processing were
found to be available with word processing; k(b) that other
functions showed a relationship between data and  word

processing; and (c¢) in the comparing of job classifications,

similar duties were found to be performed by word processing

and data processing personnel. R

From a number of investigations of the implications of
new,ﬁ technology‘ for office and business education” and
training, Disney (1983) reports that business and industry
ate invélved in- an increasingly rapid change -to. new
equipment and that the distinctions 'between'>"office,
communications, and compu'ter equipment are disappearing.

Disney recommends that as new and more powerful equipment is

increasingly introduced into offices, more attention -should

be paid in education to the understanding of*%he processés

being served by this equipment, so that when the - -equipment
! ] }
changes, = more fundamental competencies -associated with

information processing and interpretation remain useful,
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thus requiring a systems rather than a component approach.
(pp. 37-38)

Nord (1979) supportsla "systems" approach to office
automation in stating that = word. processing and data

processiny should share a working relationship in a total

information system. (pp. 21-22) Beebe (1981) . supports

this view by reporting that the purpose of an information
course 1s to make‘studends aware that word -processing and
data prdcessing should not work in isolation but . togethcn
for the common gdod of the organiéation. (pp. 275-277)

Business teachers who-are accustomed to dealing with
separate functions that <comprise the whole (that is,
thinking in terms of office activities) must now, according
to Kutie (1982) develop new concepts in office education
that enhance the systems approach and move away from
outmoded office procedurés. (p. 24)

Similarly, in the summaries of six posikioﬁ papers. on
the office of the future and its implications for change in
education, Walters"(l977) outlines the office of the future

as an integrated system addressing technological, human

factors, indexing, privacy, and economic justification

~concerns. >Qp. 75)

Fraser, Unger, and Lewis (1984) reviewed  and

synthesized technological developments 1in robotics and

office automation in order to identify the potential demand

1

for skills in these technologies in the next three to five’

years. In their findings there is a section on training

implications for vocational education at the secondary and
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post sccondary levels which discusses the need for word

processing training for entry-level personnel and retraining

needs for the acquisition of higher~-order skills in
o

analysis, comprehension, and  logical thinking. These

authors indicate that as businesses spend less on  office

automation ' training, a prime opportunity éxistsv for

vocational education to provide this training -now and in the

future.

Studies have shown that the most frequent thing that
office workers do is to communicate infermation. (Mintzberg,
1973, p. 13) The methods used in this communication ﬁake
many different forms. Other kinds of worker activities
include gathering information, filing inforﬁétion,
organizing information, retrieving information, modifying
information, and generating new information.

The number of information workers has been increasing
at a rapid rate, and according to Golen and Smeltzer'(i984)
predictions are that by 1990 about 75% of the labor force
in the United States will be engaged 1in infbrmation
ocecupations.' (p. 30)

Unlike oﬁher commodities, information is an
inexhaustible resource. It is not reduced in quantity or
 qua1ity by repgated use; Tather, its value tends to increase
with repeated circulétion. Accordihg to the quantity of
information _processed, ﬁtilizing information technology is
‘increasing so rapidly that a greater percentage of workers
at all 1levels are becoming involved in the handling ~of

computerized input and output of information and other data.



's

Microprocessor technology in the offiree and in the

\
factory helps to automate work, which increnses
productivity. Office automation is a generic term that
identifies a  variety of equipment that, whoen o Linked
together, improves communication capabilities and the

accuracy, ecase, and availability of information.

Keown (1984) outlines that the increasced emphasis
placed on productivity will include changes in the workplace
in the dissemination of information and communication
techniques, human relations practices, pay-for-performance
practices, performance measurement systems, and where and
how the work is to be done. The changing nature of the work
is seen in that blue-collar jobs are being replaced by
white-collar jobs, and computer technology has changed and
will continue to change jobs, especially in the white collar

- \ ‘ N |

areas. (p. 57) BecCause a different set of skills are being
looked for now than in the past, interviewers and other

selection people need to be tuned in to these new skills and

/%o the fact that the work environment is different from that

in the past. According to Keown many workers are being
displaéed today by changes in the ‘workplace, and this will
continue for it 1is not that there are fewer jobs in most
cases, but that jobs have changed. The ability to help
people acquire new skills through training and education
will be highly important throughout tﬁ% 80's.

The many applications of the microchip are the

technical basis for the rapid growth of information and

I

A}

communication technology. This tech@blégy expands the

Nt
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capac gy of humab ‘“leLLtanvc by pruvfdl“u and processing
inforgarion in quattlty o thay previously Were hot possible.
Computors, the  M™Achiges tpat embody this recPhologV,

contipge to (\xpnnd P cypabiligy and applicatiog,
A

According tv© QOnnorS (198&) office autapation s

, .
coNcerpned with COMmyicatiogns' through the (reating of
infory,tion, the keYboarding of material, the gtoring and

retrigying of inforMagy ., anq the finishing procedures such

as checking the infory rion and distributing iy, and this.

colcery is not just Wipp commypications through transcribing
but ¢ is concerﬂed With COompunications of the togal input
and oypput at all 2eVerg, (p. 11)

pccording t© Patiorson and Schlender (1982) there is a
blurryng of. tﬁe historical definitions of 4 ‘'computer
prodyce,' an 'foice product, ' and a "telephope product.’

They pelieve ghat aly three terms are becoming more alike

becayge they. are minOproceSSOr—-based systems with
elect onic inform@tioy as pe thread tying the three
togetyer. (p- 25) ThesSe guthors belieéve that the entire

decaqe, of tge 1980'S Pepfésents a pivotal perigd for most
organjzations and particularly for educational {pstituytions.
(P- 60)

For instanct®’ mgpy of the traditional arezs of female
emplgyment nay be JeopardiZed by the @anticjipated trends
stemping from tecthlogical innovations that may be brought
into  he office. MOre specifically, the diffygion of the

micrqg.hip 1is 1ikely to have 5 major effect on the - clerical
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[¥] N . . . ,
occupations, which account for about one-third of all female

jobs. (The FEconomic Council of Canada, 1982, p. 88)

While tha eventual impact of this technological

deVuloment is uncertain, it appears likely that the demand
Bl

for clerical skills will diminish, A recent study concluded

that, depending on its difgusion rate and its productivity
effect, '' chip could result in an unemployment rate of up
to 35% for female clerical workers by 1990. (Menzies, 1981)
Much of this'job loss could well be offget by the 1increased
demand for gechnical(and professional workers; hbwever,
according to the study, few of the digplaced workers have
access to the training opportunities'required to fill the
new positions. The sober conclusion of the study conducted
by the Economic Council of Canada (1982) is that, unless
women move away from traditional jobs into demand-oriented
occupations, they will likely féce severe structural
unemp%oyment in the 19905. (p. 88)

In the past, information processing, including ‘word

processing and information storage and retrieval,  was
typically performed by persons employed 1in clerical
positions. According to Fraser and others, (1984) the

automated office of today (and of the future) will not only
affect the activities of the «clerical étaff within
organizations, but | will also affect the day-to-day
activities of managers és more managers will be performing
tasks that have been previously referred to as clerical
tasks. (p. 19) The Economic Council of Canada (1982)

report that if present labor market trends continue, what
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‘. b

can be expected in most occupations aré dec
rates, with increasing labor force conc
managerial and service occupations. (p.,36)

" With tﬂc emphasis “on speedier, more

document creation, faster output, rapid

retrieéal. and communication between remote

there appears to be a dramatic need to chang

structure.

Cur;gntly approximately 207% of all sec
is being handled through some configurat
processing equipment. (Devin, 1983)

Merging technologies are ‘1eading the

integration of "data processing, office

lining gr

entration

) &
widely va
informa
workstati

e the of

retarial
1
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ion -of-
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systems,
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work
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communication. Burford (1980) defines the compqnénts of the

office of the future as 1including data
micrograplics, optical character

telecommunications, and word processing.

process

recognit

ing,

ion,

g h

Similarly, Jaffee and others (1982) describg$ these new

-

and emerging technologieé with implications/ for of

occupations: personal computers, data

. ’
software, inventory control systems, woT

e syst

d .®process

fice

ems,

ing,

optical data transmission, office automation (office of the

future), a{ﬁiggz{;ve work scheduling,

participation in management (quality circles).

and WO

(p. 65)

rker

Rada ('1980) believes that three factors contribute to
the magnitude of this impact. First, capital investment in
the office 1is low in comparison to capital 1investment 1in
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pmanufacturing and agricultire. Second, the sé%vice sector
has shown relatively low productivity increases over time;

thue, in order to stimulate growth in the ~ economy,
o

o .
productivity must be increased in the service sector and,

-

more specifically, in the office.

Also, as the economy continues to experience growth in

the service industries, .increased amounts of information’

will be ‘processed, placing a  greater emphasis on

" : . . : 4
prQductivity growth and on -mote efficient methods aof
A : :

processing and dlssemlnatlng 1nformat10n.

- Third, current office labor costs are much higher than
those experienced in the past, and are continuing to ‘rise.
Optimi;ts predict; an S%Z annual increase in the doost of

. . !
office labor and bernsf ts by 1989, whereas pessimists

forecast a 12% annual increase' by the end of the decade.

“(Avedon, 1983, p. 172)

The Bufeau of Labor Statiétics in the United States.

projects a mooerate trend for all occupatione from 1982 to
1995 and 1ncludes a below 25% growth” rate for selected

‘“offlce ﬁWOrker occupatlonal categor1es such as profe551onal

"
managerial,A and clerical’workers. (Martin, 1984, p. 68C)
: \éimilar 'trends ould be predicted for Canade. However,~

"%v

Scriven and others (1981) §;hte that in the next five to ten-

. ¢

years employment opportunities in .word ©processing will

continue, to grow with a stronger emphasis being placed on
»effectlveness &ather than eff1c1ency.
Accordlng - to Duguay (1984) Canada, as a major trading

nation, will experlence a medlum rate of economlc growth in
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the second half of the decade. (p. 9) ’

Kutie (1982) pﬁﬁdicts that during th¢i1980's managemeht
will be counting ‘gn office automation:.to "increase both
tQuantitj" and quality of maqégerial Cband professional
productivity because technology» will. produce the benefits of
timely dinformation presented in more usable form to the
right pgrsons; According to Kutie thié process will include
the electronic means of inpug for text editing-—-the use of
ppticaiv character readers, dictating s&stems, and voice
processing—éreducing 1onghand and shérthand input. In the
area. Qﬁ telecommunications, such ‘capabilities as data
commugicatiqn, facsimile, * electronic voice messaging,
electronic' mail, and videoconferencing will be employed by
>support staff and executive personnel. Intelligent copiers
and compute;—baseq'tfpesetting and composipion‘will affect
the distribution. function. Micrgimaging systems and
electronic storége media Qill continue to grow as means of

information storage and the - foundation for database

o

management. Word processors  will be  performing’

R,
£ E%
X

computational funtctions, and data processing equipment will
add word précessing capabilty. This merging of word and
data processing will make possible ~decentralization of

office and accounting activities, and as a consequence, the

variety of activities in fhe decentralized group may -

- increase.

While a certain amount of increased productivity can be

accomplished through automation and computerization, that,

\
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ramount is fglimited. Those things alone will not generate
sufficient productivity gains. According to Keown (1984)

the primary productivity to be gained will come from people.

It seems clear that effective management of human. .resources

will become a critical responsibility and one of the primary
o . “\'

economi¢ goals of organization throughout the remainder of

‘the '80s. (p. 58)

—Workplace changes, however, are not going to produce a

" host of new high 1eve1‘jobs. In a 1983 - table of what future

job growth- looks like for: the remeinder of thevdeeade for
the five largest growth occupations for college-level job%
(Eiementary School Teachers, Accountants, Conputer SYstems,
Electrical Engineers, Programmers) and for non-college-level
,gpbs (Secretaries, Nurses Aids, Janitors, Sale$ Clerks,
Cashiers), Keown (1984) shows that if thi® picture 1is
matched w1th the number of new college graduates expected
‘ annually, a continuing excess througheut ‘the '80s 1is
diécovered. For employers, this means dealing with place-
ment problems end perhaps with disgruntled college
appllcants Keownb reports that sharper" place“
counsellng skllls wlll be needed. (p-: 58)
According to Saputo and Frledman (1984) along
young student J@%t out of high school there will be more
mature students both male and female returning ‘to the
classroom, some to retrain for a midlife cereérh change,
otners te fuifill an important soeial need. (p. 22) 5

LY

o Also, the changing makeup ‘of the Canadian work force is
another influencing trend. The male-female composition .of




the worg force}is changing rapidly with the female partici-
pation ;ate cfimbing rapidly. Keown expléins that ~women
will‘ fepresent two-thirds of the labor force growth in the
next ten years (to 1995). (p. 27) Not only QS the women's

growth rate in tﬁé labor force groﬁing -rapidly, but. the

makeup of the female work force is very different than 1in

LY ‘
the past. Formerly, this group consisted mainly of single
women or married women with no children. Now women are
entering the work force as second wage earners, oOr as heads

of‘hdgseholds with children of their own to support.

!

In an overview of women in employment McCoy (1984)

reveals that this 'return-to-work' phenomenon of women in

pqithe labor force observed by all age groups, eSPeCiaily agong

government agencies with reference to intgérated‘ employment
policies fof the 80's; appropriate skill bases; and changes

in the workplace, employment practices, and support programs

. : by i
if women are to take up new johgga (p. 4)
Although theré is some feagﬁthat technological change

in such occupational groups may replace workers' with

3

machines, thus far there is no conclusive evidence that this

2

is necessarily the case, though the nature of many jobs will

undoubtedly be changed. (Economic Qbhﬁcil of Canada, 1982,
p. 20)

However, the Economic "Council of Canada reports that it
6 ' —_ L
.is precisely the jobs that have traditionally afforded
g . \‘(ﬁ . B

opportunities " for female and youth~ employment——cléricalf

stenographic and other office occupations, as well "as job$§
" s/

adult women, has created a completely new scenario for
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in . retailingQ—that are jeopardized by v_the rapid
technological changes based én the microprocessor. (p. 21)
This does notymean, according to the Council, that there
will be large-scale displacement (thoughi there .will
undg%bﬁedly‘ be some), bup rather that lhevﬁature of the
t;sg; will likely change substantially. (p. 21)

| Similarly, Krﬁk (1977) suggests that keeping up with

the paper explosion in the past has meant hiring more

people, but the future will see increased .staff productivity

as the major way of keeping up.
' Although managers may or may not be performing'clerical
tasks ~in the future this new activity®'change for managers

will require that managers be trdined or retrained in skills

‘needed to operate the new automated equipment, and in_ a

basic understanding of how tke use of sﬁch equipﬁght\ can
increase productivity and efficiency in their respective
officét _enVironments. Training for managerial—lével
persbnnel can best be served, aécording to Fraser and others
(1984), by adult and continuing éducation programs. 1in
postsecondary- institutions—-a’ mgfket that has been

relatively_pnderserved by these institutions. (p. 20)

Accord¥ng to McCoy (1984) by 1990, 53% of the labor
' o A

. 44
force in the United States will be women. (p. 4)

'Projections for Canada reveal that by 1985 women will make

up approximately 42% of the labor force, "and will  have
'xperiencéd a growth rate in the labor force of just over 37
(more than three times as much as« men). (The Economic

Council of Canada, 1982, pp. 31-32)
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However, the Council suggests that while the 1increase
in the participation of women in the labor force is™ expected

to continue, and their share of the labor force is projected
. o N

to "~ rise froﬁ %O% té'more than 44% over the - decade, other
deveiopmeﬁrsmshgy'much less conformity with the past. For
inéfénce, ~ the p;ogortion of young wofkers, will drop
_substanbially‘duriAg:fhé 1980'5; with correspondingly fewer
new egtfants into the market; there will bé lower
unemploym?nt rates reIati;e to the national figure, and

lower mobility of the work force. Most of the young people

who entered'the labor market in the 1960s and 1970s, at a
time
k]

"prime working age" group, in which women will be almost as

numerous as men by 1990. _Also'the increased numbersq of

women in the prime dge group, . combined with a changing mix

of job opportunities in the service sector, suggest the need

for innovative policies " to eaée the entry of wome; into
nontraditional jobs. (p; lj

According to Haverson (1983) the majority of current
office automation training is éonducted in individual firms

by ' ‘experienced personnel within the firm, using material

supplied by'veddors or developed internally.

3

However, Haverson (1983) cbncludes‘ghat many firms lack

{

. L,
a qualified training staff, and the facilities to conduct

et

spch training. Also,v compounding this gﬁpblem is the

attitude of top managers within many firms who call for

reductions in office automation training budgets which have

of growing youth unemployment, are now swelling the
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an imbact on the amount of time available for training entry
level word processing operators.

Accbrding to Martin (1984) one of the fastest growing
business services. is temﬁorary office services such as
Of fice Overload, a trend that has implications forﬁkthe
overall employment picture because compaﬁies are electing to
maintain a lean work force of core workers necessary for
efficient 'day-to-day) operations and to use temporary office
services for peak or unusual work loads. (p. 68D)

The need to develop élternative sources of training is
readily apparent in both Canada and the United States° >Oné
such .source is Ehe,tempotary office ©personnel . services
across the United States who are attempting to meet the
training needs of the future,‘ but are éxperiéncing limited
success. Results of a survey of word processing manégers,
supervidors, and spécialists indicated that temporary office

s w
personnel that they employed%are somewhat useful in meeting

»
basic word processiné needs,‘ but lack the technical
competencies needed. for more compiicated appli&ationé.
(Cowan, 1983, pp. . 31-33) Research conducfed for \Kellf
Services In&., indicate that 78% of wordf processing
-~ operators acquired their basic word processing skills in
vthéir present job. (Cowan, pp. 84-88)
In an article on the <changing demands of word
ﬁrocessing instruction Holléy (1982) stresses the need for
Man entirely new component ofkedhcatiqn for secretarial

support personnel--an emphasis on word and information

5 .cessing systems" (p. 22).
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The philosophy of most',zocational school word
processing programs is to train for personal goal attainment
and job placement. This philoéophy in the past may Have
encompassed initial job placement, and may have/included job
placement for entrance at alpafticular level of the word
processing job skill hierarchy. With ‘the constaﬁt change in
technological‘,advéncements, it is now time to reghink Fhe
basic philosophy behind offering word proceséing courses_ in
connection with personnel trends.

The FEconomic Council of Canada (1982) report that the
skilled labor force is ratker aged; that Caqada's vocational
training system has not produced the requisite ‘skillé in

i

sufficient quantities; and that the imbalance problems may

v

be exacerbéted' by technological change, by shifts in the

.

pace of e¢tonomic activity among sectors and regions, and by
the labor market adjustments associated .with Canada's

adaptation to the changing patterns of international trade

and competitiveness. (p. 11)

Traditionally, sharp lines “of distinction  have
separated the business education curricula and other
curricula within vocational - education. programs. As

information processing equipmént is iﬁfused into the busi-
ness ‘world; a lgreater number of persons outside of the
business eduﬁation area will rgquire training in informétion
technology. (Fraser, and others,. 1984, »p. ZO)A’Thus, a
suBstantial ‘training market exists at all levels of
vocational education for groups requiriﬂg an oriemtation to,
& . ’ .
or skills training in information technologies.

44



A recant study by the New York-based Omni Group reveals

that nearly 85% of the Fortune 500 ITndustrial and Service

companies surveyed estimated that by 1985 they will have.

plans 1in place’that govern the way in which word processors,
personal computers, electronic mail systems, and other
of fice automation tools will be evaluated, purchased, and
installed. While medium~sized and small companies (those
with fewer than 100 employees) have fewer formalized plans,
virtually half have plaﬁs for developing strategies within
the nex£ two years for automating their offices. . (Olcott,
1984, p. 7)

The study also found that local-area networks . (LANS),
which allow different electrohic,office tools to communicate
with each other, will proliferate substantially in thé major

market segments over 'the next two years (1985-1987).

According to the study, roughly two-fifths of the [Fortune

500 Industrial and Service companies were using sbme form of
‘local area network in 1984, and by 1985 nearly three-
quarters of thgse large corporations expect to use LANS,
along with 35% of the medium-sized companies, and 25% of the
small compénies. (Olcott, p. 7)

While it is obvious that these -higher level workers are
where the costs are aﬁd where productivity gains could be
made, strategic plans tg automate offices are becoming more
and more apparent.

Russon (1§83) suggests that flexible teaching methods

-should - be implemented so that- the curriculum can evolve to
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g3
suit changing career patterns and social changes, (p. 30)

‘ A major trend 1is the reconfiguration of the office
environment that 1is automated and wuses word processing
equipment. The movement from the stand-alone word

processing system toward an integrated/multifunction system
is taking place in the United States in the office of major
corporations today. - The anticipated growth of the
integrated office system will require skilled persbnnel
trained 1in both word processing and basic computer skills,
(Haverson, 1983) In addition, training lel be required to
aid workers to understand how such equipment as dictating
machines, copiers, PBXs, and personal computers are
integrated to form a productive and efficient system.

Kutié (1982) ‘appeals to office education teachers to
familiarizg themselves with a systems approach to
informatidp ﬁ?ocessing which includes the examiniation of a

situation or a préblem with the aim of devising a total

solution. (p. 24) Kutie suggests that business teachers are

accustomed to dealing with separate functions that comprise

the whole--that is, thinking in terms of office activities,

and that they must now devefop new concepts that enhance the

*

systems approach and move away from outmoded office

. FI ' .
procedures that are part of the Business Education
curriculum. (p. 24) Y

Mikulecky (1983) in a case study of literacy training
.to prepare Comprehensive Employment and Training Act (CETA)
‘eligible workers as competitive word-processor operators

found thét’the'average time needed for the trainees to reach
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the preset standard for this occupation was 20 weeks, with a.

few requiring only 14 weeks, and a few as many as 28 weoeks,

8

There is  some concern, too, that the ilmportance of
keybourd skills will diminish with the introduction of voice
input technology, and with the ©encouraged use of the
computer mouse. The trend away from keyboard input toward

voice and mouse input will not directly affect training in
keyboard skills within the next few yecars, because according
to Fraser and others, high costs associated with wvoice-

deciphering technology and imperfections inherent in the

current technology will_impede the rapid adoption of voice

input equipment. The computer mouse, on the other hand, may
encourage administrators and managers in the use of

computers for the input of data, chart and graph use, and

*
data manipulation. “

According to Hulbert (1977) more students will. locate

[V

employment in word-processing systems rather than in
traditionally organized offices. (p. 32) In an article on
"Office Skills: Word Processing Instruction in Small

-

Schools," Cox (1980) stressed that students should be taught
as much as possibie about the concept and actualization of
word processing, and that they shéuld be trained to obtain
employment in any kind of office.regardless of the office's
size, location, or the duties and tasks involved. (p. 12)
Office automation technology, howéver; is no Dbetter
than the quality of the human resources associated with its

use. In an article on "The Danger of De-Skilling of OA

Personnel," Hubbartt (1984) warns:

AT
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Although many of the new automated systems
relieve the office worker of routine

computation, flag gpelling errors, or \
reject entry of inappropriate data, basic !
communication and office skills are essential
for proficient operation of the new equipment.
Writing, grammar, spelling, math, telephone
manners, listening, problem solving, and work
organization will continue as critical to
administrative success. However, these skills,
as with any learned activity, can erode from .:
lack of use particular .when an employee starts
to rely on a computer for tasks that once
required thinking and effort. (pg, 35-36)
Related Research
It will be recalled that the researcher used the ERIC
data base to identify other researches that were completed
on the topic of word processing operatbr. The descriptors
that were used are listed 1in Chapter 11T entitled
"Methodology." With these descriptors information in this
data base yielded a total of 131 <citations (hits). From
these 131 citations their abstracts were reviewed and four
dissertations ++» selected because of their implications
“for this stu These dissertations were written by
. i y Y
Ettinger (1980), Kutie (1977), er (1980), and Reiff
# f’ » ‘\} .
(1974). On closer examination théﬁﬁe;ff (1974) .dissertation
was not used 1in this study because it did not deal
specifically with the identification of word processing
competencies. Included in these 131 citations were a number
of articles on office automation, word processing, data
processing and business education that had some relationshif

to this study. These articles were reviewed and those with

a research orientation are synthesized and reported in this
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section, The master's thesis completed by Pura (1970) was
selected for an indepth analysis because it was an  Alberta
study completed on "An Analysis of Office Activities Using

Nobelg' Taxonomy."

Frtinger
Ettinger., (1982) conducted a study of the requirements
and + business uralnlng procedures for word processing

X

personnel with implications for word processing curriculum
development in two—year EOSt secondary institutions.
~Sgpretaries and éupervisors/managers ﬁrom 73 firms in New
York City and Nassau and Westchester Counties of the State
of New Y%rk provided the data on personnel requirements, and
two separate 'questipnnaires and two separate interview-
"observation -guides Qere used to gather packgroqnd data and
information on skills and knowledge needed for employment in

word processing. Participants who answered and returned

questionnai:és comprised 395 secretaries (51.9%2), and 95

supervisors/managers (59%) Statistical analysis of the

data indicated that three most important generic

AU RS P ___-'gA "
Included among theséfsklﬂls rqulred by man'gErs/3u§erVE§grs

e 5 n.,

&

were .measurlng produ@tlvxtgu' tenptial
o ey CoLa e R, . RN v
employees,‘ dgglgnlng‘a;,i“ ;:‘“;'ﬁ" 3 ?jﬁg Lﬁ%ﬁp;ocedu}es,
developing sjsiémé; zﬁi evaluavlng equlﬁme tl SRR s
i - X L
Recémmen{?t a)
the creation d% both
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enera and specialized education to prepare students for
B I !

initial job entry and promotional opportunities Lo
gupervisory and managerial positions; b) the development of
occupational guidance systems for students; c) the
organization of recruitment‘ programs‘ to attract male
students 1into secretarial programs; d) 1instruction in

supervisor/managerial skillg that include decision-makiné,
problem-solving, technical, conceptual, and human relations
skills; e) the development of cerlificate programs to serve
the adult population; f) the creation of internship programs
A ' .
in word processing; g) and the organization of‘ periodic
field trips, development. of word processing seminars and
workshops, and creation of advisory boards, all jointly
sponsored by educators and word processing personnel in

industry.

A major conclusion of the study indicated that a n

o]

W

emphasis has been placed on sophisticated electronic

equipment, changing office procedures, .and integrated
& .

systems to coordinate office routines and work flow.

Kutie

Ly Kutie®s research: (1977) 1involved an analysis of
i i
behavior~oriented job dimensions for six categories of

i

secretaries; trditional secretaries, administrative support
coordinators, administrative support secretaries, word
processing operators, word processing lead operators, and

word processing supervisors. Data were collected ' from a

total of 236 secretaries, primarily in the Northeastern Ohio

pm——



region,
Stati@tical"analy31s of the data 1nd1cated a) that

word proce531ng operators p051t10ns were characterlzed by

e
w’\’

such dimensions as controlllno and operatlng machines and

equipment;; b) ' that traditional secretaries were generally
. i . o

more satlsfled than word proce851ngJoperators (differences

in satisfaction among ‘the six groups were found on four of

“the factors of the WSQ——Ablllty Utilization, Achievemgnt,
Company P011c1es and Practces, and'Supervision——Technical);
and ¢) ‘job .evaluation points derived from the Position
Analysis Quesﬁionnalfe varxeq greatly for each

classification' of secretary indicating that job title does

not necessarily reflect job complex1ty.v

¥

~‘Reéommendat10ns - from this study indicate: a) that
business educators, 1nc1ud1ng both currlculum de51gners and
guidance counselors, should be aware of the changing

structure of office work as evidenced by the variations  in

~job behavior profiles' for various classifications of

secretaries; b) althoUgh the structure of office work is

changing, ~the typewrltlng " function has not yet been

eliminated ~ from g of the six kindg of secretarial

positions analyied; and c¢) the magneticimedia  typewriters;

are complex’ piecés of équipment .requiring compfex job

.

behaviors, and that word processing jobs 'should not be

equated with clerk-typist levels of work. Because of these

technological innovations the behaviors will have to Dbe

taught to the worker‘prior to their entering into the world

of work.
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Pura

: ‘pura (1970) in a study gnaIyz‘g office activities using
Nobeis' taxonomy 1n an attempt td determine the . relative
amounts of time which 1967 and 1968 business education
,graduafes spent berforming various business and office
—activities. The population for the study was limited to 73.

of the 95 business education graduates of Jugg, 1967, and

.

June, 1953
s Edmonton %% Werta. Pura showed the kinds of activities--

operatiqg, interacting, and managing--a begihping office

'
worker isflikely’to encounter in the world of work. These
"interacting activities" constitute an important element in
ﬁhe performahce of office duties. Pyra indigated that if
the objective of the learning process is the achievement of
relevant performance skills, the implications from thé
findings seem to point to the necessity of varied day-to-day
assignments which idvqlve noF{only the operations, but also
the interactions andfxask ﬁanagement activities which apply.

(p.. 53) Also, while a "simulatéd'" office can provide many

of these experiences, this researcher believes that it is_ =

e

only through an extended program incorporating 4Qork
experiencé' that a "real" atmosphere, with its wvaried
interactions and préSsh;es, can be prévided; and that an
extended program be this nature would aléo assiét‘ the
student in making the transition from the school eﬁvironment
to the business world. (p. 54) . v _ z

Pura suggests that educators must be aware of current

office ‘practices SO that course content .and skill

18

¥tom St. Joseph Composite High Sghool in
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Pphent will be relevant in terms of student.needs and
present—day office requirements; that #egular suﬁvqys or
. ' Y

* follow-up studies should be made in';order to determine

ﬁt

“whether the’ programs of studies are meeting the needs of the
studersw®; and that two-way communication with graduates

coulyl serve very purposeful ends.

ou ; v R >
. e

Lo

Walker
Walker (1980) conducted a study to determine the

‘current status of word processing in Illinois in order to
A o ;

suggest ways to improve curricula in Illinois post-secondary

schbqls. The study solicited and evalﬁated textbooks " and

«

: LY .
course materials from 9 textbook publishersf requested

information from 14 manufacturers and distributors; surveyed
. )

-

v}

76- firms with word processing related enquiries;%@kqnd
surveyed business education instructors at 89'post—secopdary

\
- [}

institutions  to gather information aboup‘ equipment,,

. 7
programs, attitudes, . and objectives related to word

processing training.

i

Study findings, based on usable responses fron ‘%i‘

a ,1 . . ’
employers and 38 schools, included the following: 63,47 of

the firms used word processing équipmént and 65.37 preferred
’ . ‘

-

that employees have previous word processin%‘ training; 77%
Bl ’ E ) ; . 7 .

of "the firms anticipated an ‘expansion of the word prdchsing

industry during the mnext 5 years; 68.4%7 of the schbqls

indicated that they offered some word . processing ‘training

and 60.5%7 used word processing equipment; and:oﬁly 427 of

the schools planned to uﬁdate their present word pr@ééssing

.

&
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Summary , ) B e
In Canadian society there is little, if any, provision
. (/,” o i | . . * ‘K
for a "life-cycle" view of education and training sharjing
. . v A
the stage with employment., - For a number of reasons, it

»

would now appear more’ important than ever that, public

policies incorporate such a perspective. In Ehg first’
place, the traditional notion of the one-career work cycle
is ~ becoming 1less relevant, - - Economic shifts and

technological innovations are occurring with increasing.-

rapidity; - as a consequence, there is a diminished guarantee

that there. will always be a demand for the occupation in

which one was initially trained. .Also, demographic develop-

A

ménts,’ such as the aging of the population, will inevitably

lead . to shifts in participation patterns; and these, 1in
. , ’ . R . ‘ . )

turn, = will  dictate changing education and training

requisites. .The emergence of new sociocultural values, too,

K

must be considered. The growing emphasis on personal

development can be expected to lead to an increased demand

~for 1lifelong education and training opportunities. (The

Economic Council of Canada, 1982, p. 93)
For these reasons, Hoiley (1982) stresses increased
. : X v

emphasis in ‘training skills pafticularly in the human

relations skills, and the concept of teamwork (p. 22)

Smlth (1981) expands this concept of ‘training. skills in

k/

v

%y

, o .
bagic: human skills or, competencies such as interpersonal

the " human relations skllls to 1nclude that of ,balanclngJ'

54
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relations,lcommunic@tions, gbal setting,;and time manégement
with basic technieal skills, (p. 37)

The Economic Council of Canada's (1984) Human Resources
Spg?ey showed that about hélf of . the participating
establishments had expe;ienced severe skills shortageé in
the 1977-1978 period, and that well over 407 antiéipated
further difficulties in the next few yeérs,' particularly
with respect. to high-level, blue-collar skilis:' (p. 11)

In an éfticle on "The Offi&e of the Future:  Impact on
Business Education” Smith (1981) suggests that the baSié
human skills or competencies needed in the office such és
interpersonal relations, communications, goal setting;Aand

time management should be balanced with basic technical

skills which thig author identifies as: the ability to.
épeak the language of technolégy qnd to have an
understanding "of its terminologj; the ability to have L2
bréad understanding of technolggical*capabi1ifies; éndl-£§

have a basic understanding of how techmology can be applied
to office probiems. (p. 37)

Also, Fraser, and others (1984) believe that although

growth is projected for 'the office automation market,

. ) ;o7 ! ’ . . .
industry observers speculateﬁthat two factor's may limit this

growth over the next five years. The first is the continued

‘ , %
lack of standardization to automate the office, even though
certain hardware modifications will allow interfacing

between various pieceé of equipment.. The capital investment

required‘to realize this capability will still be extensive.

a
—
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The’secoﬁd‘factor is the cost of and rapid rate of change in
office automation equipment in general. Whilé iafger firms
continue .to ' make capital investments for the 'purchase of
of fice automation equipment, smaller firms may bé induéed t Q.
ﬁolé Pff in aﬁticipation of future technological
.developments and cost geductions for this equipment. (p. 18)

According to Fraser and others, the.influx of personal

computers ihto the environment of the automdtqﬁ df{ice_ will

provide multifunction capabilities that will \ﬁgimulate a

! .

demand for-individuals with higher—order‘skiliééf\including
analysis, ' comprehension, and -logical ,think;xg. These
authors believe that with the increasing capééllities of
office automated equipment to ‘intgrface with %ainframe

~

computer -systems, the need to provide individuals with a

macrpievel understanding of syétem opérations and with
higher—oéder skills ié further underscored.. Although there
continues to be a.need for individuals with more traditional
office.skills; there wili bé a‘decrease in_ the number of new

.job openings for individuals without higher-order skills.

(p. 20)

»
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Chapter III
e

»
.,

Methodolégy

Iﬁtroduction

The . content of this chapter will describe tﬁe
procedures that 'were used to collect data with the rese@ﬁch
instrument, including the placement of the collected daﬁa on
80 column computer cards td be analized using the frequency
program from the Statistical Packége for the Social Sciences
(SPSSX).
Research Method

The follow;né &ethodologx;was used to collect data for
analysis for this invesgigaﬁioﬁ.

A qomputér seérch was condué;ed of the Educatidnal
Resources Information Center data base in Sepfember, 1984,

To conduct that search the following descriptbrs were taken

from ﬁhe Thesa;rus Qﬁ Descriptors: cufriculum devélopment,
job skills, office occupations education, curriculum design,
and ‘word processing both as a ‘descriptor and as an
identifier. From this search ,a téual of 131 ~citations
(hits) were obtained. 'Included iﬁ ﬁheser131 citatgbns were

journal articles, education . reports, " and doctoral

dissertations ‘(ERIC Documents). From a ﬁeview of the

o /

abstracts of these citations, it was found that no research
had been completed,in Canada that investigated ‘the entry.
1éve} enabling skills needed by word processing operators by

. s . . O .
comparing educational competencies with "the competencies



word processing operators acquired within one year after

being employed. This absence of research helped to

establish a need for the study. -Three masters' theses and
N .

one doctoral dissertation listed in the 131 citations wére

selected for purchase because of their implication for the

'.turrent study. These dissertations were used in reporting

related research. _ '
A review of the literature devoted to research
instrument design and selection of instruments to collect

© o

data was made. From this reviewvfhe decision was made by the
researcher to ﬁge a quéStionnaire.‘ The initial procedure
that was used in designing this instrument involved bringing
together. a Panel of Experts in a Developing A ~CurriculUM
(DACUM) workshop.
DACUM

DACUM is an approach to identify instrqctionall“content
for curricula which is eombined with an evaluation ﬁfécess
for occupational training programs. This analysis procedure
was cfeated as a joint effort of the Experimental Projects
Branch, Department of Manpower and Immigration Canada, and
General Learning ‘Co:poration of New York. The result of
this work provided technicél diréctiqn to the Women's Job
Corps program at Clinton, Iowa. Early efforts at Clinton

were to produce a curriculum intended to enhance trainee

involvement -in the training program and in planning of -that

program for goal attainment. The result of this analysis

AN

was a graphic representation of the curriculum ‘that = was

similar to a time bar chart. From these early efforts, an
n
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experimental DACUM for a.typi;al occupation was developed in-.

Canada as a model for further application.
DACUM has been defined by Adams (1972) of Nova Scotia

Newstart in its report Canada Newstart Program in this way:

It 1is an analysis of the occupation rather
than a curriculum evolving from an analysis.
The occupation is subdivided 1into General
Areas of Competence. Each is then analyzed
to identify each skill  enabling skill

it contains. The result is indépendent
specification of each of the . skills
(behaviours) that collectively enable an
individual to perform competently in the
occupation. These . skills are defined
quite simply and are structured independent-
1y in small blocks on the chart. Each can
serve as an independent goal for learning
achievement. (p. 24) ‘ ‘

¢

DACUM 1is considered to be a thorough and systematic
procedure which breaks down an occupation into manageable

segments for easier teaching and learning. There are five
interrelated steps involved when the DACUM procedure 1is
used:

Conduct a job analysis

Set performance objectives
Select evaluation instruments
Choose instructional techniques
Organize\instructional resource
(Adams, 1975, p. 25)

(W RF S SR ULIE O B

' 4 «
For the purposes of this study, it was decided by the

‘researcher that Step 1 of the procedure would identify those
general areas of competence and enabling skills that would

become part of the research éng%ru%ent.

L ¥ 3 . &
-The first task in déveioﬁ?ng a DACUM chart was the

selection of a Panel of Experts in word processing, the

_particular occupational area to be analyzed. The resource

3

persons chosen %g
i fj':?

?yarticipate and be members on the DACUM.

¥
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~panel were people thgt were currently wérking in the
occupational area. This panel was organized and co-
ordinated by the researcher, a specialist in the field, who
has experience in job analysis, curriculum design, and group
dynamics. | N

Prior to beginning to work on the chart, members of the
panel were oriented to the DACUM procedure. During the
orientation this researcher stressed to the panel  members
that the panel would be identifying work behaviors (enabling
skills) or. activities rather than knowledges or concepts
related to word processing. After this preliminary phase of
the workshop ﬁhe participants reached agreement 6n the job
title and the scope of the 6ccupation being analyzed both of

‘

which are vital to the brainstofming process on which the
wofkshop functions. An accurate job title that was selected
by the Panel of Experts was 'word pnocessing operaéyf.' The
general areas of competence for this occupational title
g}ven by the panel were written on waxed back cards, and
tﬁen stuck to a wail boara for easy manoeuvrability and
viewing by the panel.

Members” of. the ﬁanel weré then asked to further

describe the agreed upon'general areas of competence in more

specific behavioral terms, and rearrangement of the cards on

the wallboard took place. While panel members reordered
and expanded the specific general areas of Competencé, they

also extended these areas to include specific enabling

-
A

skills that made up these areas, thus.establishing Bands on
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the «chart. The next stép involved ordering the general
areas of competence and their bands into logical sequences
of relative importance. What resulted was a DACUM chart
titled 'General Areas of Competence and Enabling Skills for
Word Process'ing Operations' which included a sequential list
of the general areas of competence and the Band for each
competence witﬂ its enabling skills. A éopy of this chart
can be found in Appendix 11, page 185.

The DACUM chart that 1is di:eﬂoped represents the
occubation as it is currently practiced. The <completed
DACUM chart has two major uses, as outlined by Adams (1975):

DACUM can be defined as a single-sheet skill

profile that serves as both a curriculum plan

and an evaluation instrument for occupational

training programs.

It i; graphic in nature, presenting

definitions of the skills of an entire

occupation on this: single sheet of paper.?

This discourages treatment of any element of

the occupation in isolation. (p. 24)

Becauée the DACUM chart shows an entire range of
competencies for an occuﬁa?ional area, it 1is sometimes
mistakenly assumed that all these competencies will be
learned in a formal instructioqal prograh. The competency
profile is only a tool for determinng training needs and for
guiding progrém planning. Depending on the type of training
required and vafious constraints such as time and cost, only
certain competencies ,fro@ the chart will be chosen to be
taught.

For the purpose of this gtuéy thé DACUM procedire was

used to identify both the general areas of competence and

’
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the enabling skills that comprise the occupation of word
processing operator. These became Part B of the research
instrument., The word processing skill checklist was
developed from the three sources described on page 19,
Chapter I.

Ideally the initial DACUM chart that results from the
worksho& is mailed to participanﬁs and to selected
practitioners for their evaluation. Following the return of
the chart to the workshop coordinator the chart is revised
to its final form, It was not the pﬁrpose of the research
to follow tﬁis procedure.

To identify participants for this investigation
_telephone contact was m;de by the research to administrative
personnel at the four non-university post-secondary
education institutions 1in Fdmonton where word processing
courses are taught. From this contact the researcher was
given the names of each - individual at each institution
responsible for either teaching or coordinatiné , word
processing courses. These individuals were contacted by
telephone and a meeting with them was arranged.

Duripg these meetings the purpose of the study was
explained; the role of the insgrdctor or coordinator Qf the
course in the® research wasvexpléyned; and an offer of
'providing an abstract of the study to those individuals who
cooperated was v:de; and a 1£st of word'processing grdgduates
who had graduated between September 1983 and Sep ember 1984
was requested from the four wordnpropessing persognel at the

- four institutions.

. A
: wd
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Lach gb&dor; conta%tod at thé') four insfitUGgop 
1 T "y K
',ﬁ mmmy provxding'd llsf ot grdduates from thelx W i
' R ) qw;
. ,V e ‘\ :
‘processing cOwrse@ Th four 1iqts contained the names
sod, . Thaggur Lets oo ,.
419 graduates. Iro% tWESG 115&%‘ a population
. ‘ "l, -‘ e . [ o \} \
was obtained. How phi‘v sammle.Lyasw selected, and the
» B g Xt . .
4 El ug,' o

criteria used "to select thes ﬁjndmv1duals issdescribed in

the "Population and Selectlon P ce&%&q jse%p13%$ﬁ%? t he

first chapter. 3 , . ﬁﬂ

" LN
u

The home address of each graduate ‘was included on the.

lists that were supplied to the ‘research. From these lists
and with the use of the Edmontonv telephone directbry,
telephone numbers‘weré obtained for the 419 graduates. A
telephone call was made toithese individuals between the

hours of 19:00 and 19:30 because they would be home from

work to receive the call. The purpose of this call was tou
determine if the person contacted met the criteria  for
selecting Tresearch participants. Of the 419 individuals,

101 met the selection criteria and became the populéfion for"

3
v

this study. Another purpose of this teleplione call 'was to
explain the research and to ask the ihdividual £
participate in the study by completing the research

instrument.

A covering letter was prepared explaining the purposé

of this research and the role that the participant would

have in the study. This letter was mailed to each member of

@

the research population along with the research instrument .,

Also enclosed with these documents was a self—addresséd,

stamped . envelope. An additional purpose of the covering

&
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letter was to request the cooperaﬁion of the individual to
whom the letter was addressed to participate in the study
by completing the questionnaire and returning it by the
established ‘i%adline date. A copy of t%is letter tan be
found in Appendix I, page 170. This procedure yielded - a
N
totGH return of 49 completed questionnaires which
repnesented a 497% rate of return, To increase the rate of
retufs those participants who did not meet the réquired
questidnnairé submissions deadline date received a follow-~up
telephone call. . : N
As a result of the follow-up telephonecall that was
made to the 52 research participgpts who were delinquéent 'in
meeting the original submission deadline date, an additional
35 completed questiongaires were recéived. This increased
the total rate of return to 82 completed. questionnaires or a
percent:%e of 81%. Of the 82 research inséruments that were
received, none were eliminaﬁed from the research.

I

The data from the research instruments were coded by

the researcher and keypunced by personnel of the Division of

3

Educational Research Serv1ces, Faculty of Educatlon,

University of Alberta. The frequency program selected from

the Statistical Package for the SocialeSciences (SPSSX) was

used to generate frequencies and"percentages. An analysis

g

P’
of these data was used to organlkg the next chapter of thls

report.
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Introduction ; : ‘ , ‘ P

- parts:

Chapter IV

Analysis of Data’

ThlS chapter, presents the data that were collected with

[¥]

the research instrument which was . mailed to 101 word

'processingf operat%ts. ‘ ;Eighty—two operators returned . a

completed imetrument and constituted the populetioh of this
.ot : , ) v

study : lhls represented a 81% rate'of return.

Chapter I of this study iniMated that the research

P §

instrument was a questionnaire, which was designed to
collect: two kinds of  data: demographic (i,ncluding
éducational -and work history);f'and interval. To collect

these data, the instrumeht was composed of the following two

. . Part A--"Demographic Information" athered “inf@rmatiodn
v S grap e & * :

-

‘about the participants"Educational History' -~ General, and

Work History. Pé?ﬁ B--the "Word Processing Competency
g . | ‘ TR | |
Checklist" consisted of Ewo scales. The first scale--the

4

-WORK” SCALE——gathered information on those word..processihg

" 4

JCOmpetehcies' the: pgrtlcfpant Qerformed at the work place
: N

- -

¢
‘durlng the first year of empLoyment.’ In respomding to . this

R S
scale the part1c1pant had to check the correct response of

:CesE Very Seldom, Seldom, 'Some, Frequently, *and Very

- ~

. Frequently. S The ‘second scale——the PREPARATION SCALEréﬁésJ

P

used toiéather part1c1pant s oplnlons of the'word proce331ng

o oy, - .

prev1ously acqu1red in ‘a formal "educational
[ o . ’ E

g

functlonsm

ki

> f5—point Likert_ scaleA'which ‘1nc1uded ~the. follow1hg&¢
B A‘w.‘ . .
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"setting. A S—point.’Likert scale was used with the
PREPARATION  SCALE.:  The -Likert scale included these
categories: Very Inadequate, Inadequate, Nedther Inadequate

or Adequate, Adequate, and‘Very Adequate.

Interpretlng Research,Data

It will) be recalled from Chapter I that the data from
. e

the research 1nstrumeg$s were coded by the researcher 'and

N

_keypunched by personnel of the Division of Educatlonal

Research Services, Faculty of Educatlon, University of
Alberta; The frequency ‘and percentage program was selected

from the Statlstlcal Package for the Soc1al Sciences (SPSSX)

and was' used to gnneratagfmeqmenc1es ‘and percentages for

this study. Sampﬂa/ o %?sﬁ resultlng {rom' the = computer

peadout of the SPSSX program supplylng the data for the

_ : §- : _
tables of this chapter ‘can be found in Appendlx ITT, page

188. -The tables that report these data have specific titles

5

and are ’sequenced with the questlopsbbon the,‘research

instrument,' .Included in the column headings of moSt of
these tables are ‘the - following terms: category title,
%frequ@ncy, and percént.. Th%f,category title will be

O . , . e ; .

Ry S , , ‘
dlfferent for each table because it lists . the possible

answers to the:question. Frequency refefs to the number of

-

cases of those who responded to a partltular question on the
’

66

ﬂ‘&

research 1nstrd‘?nt Percent is a term used to refer to the -

8 T o

percentage of ‘cases, actually reportlng.

In reportlng the research data that were 'collected
with the’ research questid%naire, fth;s chapter will be
Lo ' o ep i v RN ) . . ‘«; N : k) . ‘

123

5



& .
dividedvinto two sections that deal with the sections of the
questionnaire. ;;%he fesearch data will he presented in the
order 'in which it was sequred om* the reséarch instrumeﬁt
from phé‘ 82 completéd énd usable questioﬁéaires that were
returned by participants. The data from these instruments

)

will * be presented in tabular form for ease of presentation
and. analysis. “The totals in some of';ﬁe tables may not
"equal 100% for the following two reasons: some of the

participants did not respond to this particular pért of the

questionnaire, or because of rounding.

. Demographic Information

| To  co1iec£’ the data that would establish the
‘demographic information of the 'respOndentét Part A--
Fducational ;History - General, of the qﬁesgionnaire was

comprised of four questions that asked for information about

the " respondent's high school program, the ﬁighest ‘grade .

A

B

level.'the respondent aftained in high school, ’the last

percentage mark in English‘the‘respondent attained in = ‘their
highest grade in high échdol, and the number of years since

the respondent last attended a formal school before being
admitted- to a post:secondaryj_non—university formal w0rd
prycessing course.

The first_question’undér Ed#;ational History asked the

) P

participant to identify their high school program; 0f the

four high school programs: academic, business, vocational,

and general that were available, data in Table "2 show that.

'

.38 respondents had regiﬁpered in academic program of study

Y > £
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1

whil® in high school, 23 hadiregisteréﬁ in business, 5 'in‘

. L , ‘
the vocatiénal education program, and 14 had}regiStgred in a
program.

~general In summary, these data show that 46.3%

(38) of the research participantéfwere enrolled in the

(23) were

academic program, - and 28.07 enrolled in the

business prdgﬁam; These two groups added together rébresent
. " - 20y o

) ! : . ‘
74.3% (61) of. the research population. The temaining 23.27%

of those involved in the research were enrolled in 'either

program of

the vocational education or general education

stﬁdy while they were in high school. These data indicate

that the majority of word. processing operators who took part

in the study had an academic or business high school
‘program background. . ' _ W
Table 2 - ) \ .

,High School Pngram aof ‘Those in the Research

T4

o : .
R ’ , :
High School Proéram Frequency Percent
Academic - 38 46:3
Business 23 28.0
Vocational 5 6.1
General - .. 14 17.1
\// : ’
". r a‘
80

TOTAL

N

a ' : .
. T‘ participants neglected to

'4’ ld

highest grade levél attained by.the participant‘vwhile in

high ‘schoo

»

1. No

P

f

provide ddta. .

In Table 3 (Qﬁéstiqn12) are data which identifies the

' statistics were gathered for Grade 10;

68
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J !
however, 7 part1c1pants attained Grade 11 1eve% of
education; 11 attained Grade 12; and 61 ‘indicated they were

a 'High School Graduate'. - In summary, 74.4%'(61) of the
research participants had graduated high school, and 13.4%
(IT) had a Grade 12 education. These figures indicate that
the highest 4grade level attained by participants was, at

§

least Grade 12.

.Table 3

Highest‘Grade Level Attained by Participants

Highest Grade Level * Frequency Percent
Grade ; , - _ “’ -
. Grade o 7 ' 8.5 : :
Grade 12 R : - 13.4 g
" HS Graduate : 61 P 74,4 B}
. . ’ ‘, . a . ‘ . 8 ‘
Total #7 798 96.3 - .
a o - v . :
L %ﬁhree participants neglected.to provide data.
"é w o , . : - 4 . . Qf‘
Questlon 3 a§§§d research p;rt1C1pant&.t@ 1dent1fv the WO

.N % i
last percentage mark they attalnedkln %n%llsh -in their

highest grade in hlgﬁ school Although the range “0f English
marks;,that part1c1pants recorded varned from 607% (7) to 93%

(1), .. 1?‘3% (15) attained a mark of'ﬂ!‘ and 13, 4% (11)

.attalned a, mark of 75%. These data ‘are found'in Table 4.

.o " e
The average Engllsh mark for the word proce351ng operators o
who took part in”the study was in the mld seventles K ?3%9.“(“

Questidn' 4 asked those., involved in the study to |

4 LN FN ’ ."W
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[

‘ B L _ ‘ ‘ , .
identify the time thatnelaysed between the time they had

left formal schoollng énd the time they were admitted to a

\.b

‘Qord process1ng<,course.A Of, t%f flve catégories 1isted?
32.9% (27), of the research part1c1pants“checked that they
had terminated " their formal schoollng~ Qf2 years ﬁefore
enfollin‘sin a word processing course; 17.17% klA) checked 3~

5 years{  15.9% (13) .chgﬁked 6-10, years; 14.6% (12)

checked 11-15 years; end 19. 5% (16) er the ‘researchv

participants checked 'Other.' See Table 5 for these data.
As 1is indicated in/Table 5, agproximetely 30% of 'the

operators (32, 9% ) had been away from a formal school setting

for a minimum of 2 years, .while 207 in the "other"

result of two p0331b111t1es 1) that
| riing to .courses to contlnuale upgrade,

b have not attended formal schoollng for

lpiua Rl : -, .
%Bver 15 years. . : '

70
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Table K : . o , : s «& o
k v ' ' W

Last Engllgh Wark Attalned Rl Part1c1pants in ngh‘School
P i . !

A

(r‘v

Last Engllsh Mark Frequency . Percent |

¢

60 . ' s “' R .
63 . ‘ NS :
v .

&
70 T
r2

72 -

74 o
75 7 - B
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& \ 1
Y a S
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‘&yAﬁgTAL ' - e 72 87.4 .
) ‘'Ten members: did not.esupply this information. -
- : ' -

¥

Table 5 -t

Number of Years Since Part1c1pants Attended Formal School
- .

N

Number of Years ~ Frequeney Percent

8
0~ 2 * ) 27
3. 5 o | | 14-
ay 6 - 10 13
11 - 1s 12
OTHER Y

TOTAL e 82

.571_

b

iv. .
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The Work History portion of Part A of the questionnaire
Consisted of 17 questions that were directed toward the
reSpoddent's ;employment status and the respondent's rotal
number  of years of employment prior to formal word proces-
sing trainlngd whether or not the respondent had prior word
proeeséing experience, and if so, what word‘ processing
functions - the respondent. performed; ‘the amount of formal
word prscesgidg training the respondent Ureceived,wwand a
rating e};fh%rAtraining; whether or net ”the. respondent'sf
word proceésing training Qas done on the same equipment that

. the respondeﬁt was uei;%\id Ehe work place atkthe time of
‘the study;: whet 6eeppation tee‘respondent was emeloyed,bin
prior -to *formal word processing training; 1Myhether a

typewriter QQQS‘USéd by the participant in that occupatlon,

? gy L ;J}‘b\“f .
. and if so, }Qhat k;nd was,it;_=the resp%ndent s cug@ent tyhe

' ) «_’V'*“"a«,‘-_ . '

of office nd offlce size in wthh the respondent worked

P2

K ‘then type of word processing”equipment that the respondent
used at the tide of the study; whether'or not the‘respondent
could operate‘any other kind of word processing’ equipmenﬁ,‘:
and 1if so, to {dentify what other types of equiPment that

could be operated; the number of hours per week that those

‘nvolved in the research devoted to word processing, and the =

/

3

word processi&g function most often performed;_ whether or
not. participants felt that ‘additional ‘word processing

o4 6

training. was needed on the’ ord processing equipment that

was being) used in ‘the wdrk place; whethér or not ‘the

espondent “had attended a workshop or conference on "office

autgmation and/or word processing in the year prior to the:



study; énq, whether or not the responﬂeuafs employer had a
policy toward supporting‘word processing ope?utprs in order
for them to secure additional '~ education, training, oOr
professional development.

In Table 6 there pre data which identify the emploympnr

status of those 1nv01ved in the investigation prior to their

enrolling 1in a word processing course. Question 5 of  the
questionnaire was used to collect these data. Of the three
categories that were listed:. never, t-time, full-time,

»

54 97 (45) of the research particiﬁants”indicated that they

were emp10yed full-time, 34.17 (28) were employed part- tlme,,

and the remafhlng 11.0%Z (9) had never been emﬁﬁoyed before
o N
taking a word processlng ﬁpurse. These statﬁgtlos 1ndlcate

that more than one- half of the research part1C1pants (54. 9%)4'

"o

prior to enrolling ‘in formal word pro&%Sblng training

courses were employed full-time in the work place.

Table 6 | T e

‘Employment Status of Part1c1pants Prior to Formal Word
Processing Training

Employment Status Frequency - Percent
A — Vi
Never 9 "11.0
.. Part-Time 28 . 3401
Full-Time ’ 45 54.9

N’

Total = ° 82 ~100.0

v{;*-:‘, . N

i



There are data in Table 7

that

enrolling in a word

processing

which show the period of ‘time

resecarch participants had been employed prior to their

course {(Question ).

~Although the range of responses varied from 1 to 35 years ok

prévious of fice @mployment, 22

for one year before enrolling
12.2% (10) indicated two years;
years; and 7.73% (6) 4 years.

groups show that apprbximately

in the

returned to school to become word
the-69 papticipants who responded
specified sthe{y had been employed

word processing course; 4. 9% (4) eight years; 3.7% (¢3) seven

years; 3.7%7 (3) 11 years; 3
years; 2.47% (2) 6”years; 2.47%
13, 18, 20, 32, and

23, 26,
experience. |
These data aléo show that"

of work experlence before fHey

study were employed four

% (3)

.0% (18) specified they worked

in a word processing course;

indicated three

4.9% (4)
An aggregate‘of these four

50% (46.4%) of those involved

years or less before they
processing operators. 0f
to this question, 6.1% (5).

ten years before taking a

15 yearst ‘2,42.(2> s

(2) 9 yearsy and 1./9% (.7) had

35 yea:s respectively of work

¢

part1c1pants had a ‘wide range
%
took course wqu that helped

L g

them to become apmpetent word proce851ng operators

74



Table 7
&gmber‘gi‘Yeurs of Employment of Participants
Years of Employment Frequency Percent
1 18 22,0
2 0 10 12.2
3 “ 4 4,9
4 6 7.3
% 2 2.4
6 2 2.4
7 3 3.7
8 4 4.9
9 2 2.4
10 5 6.1
11 3 3.7
13 1 1.2
15 3 3.7
18 1. 1.2
20 1 1.2
23 - 1 1.2
20 1 1.2
32 - 1 1.2
35 1 1.2
. , a
: " Total , 69 e 84,1
a
. Thi rticipants neglected to provide data.
e { _ e -
. . ol W » . .
f%ble 8 was organized to present data that was
PR . e 3._,,.,'\’};” s Q"ru\ e
collected with Question 7 which asked -each  research

pgrticipant if they were employed in an office as' a - word

-‘__,._____‘,’

processing operator prior to obtaining formal word

processing training. Of the 81 word processing, operators

who responded to this quegtioh, 93.9% (77) indicated they

had not been employ&d as a word processing operator prior td

formal training.

~ -
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Table 8 o v
]
N *,
\ L e , -, Y & 7
Word Procegsing Status Prior “to Formal [raining® g\ W
- e T L JN \ A io
\ B ! vt N
Wi W . Q}."‘ . Loy ‘L %%
T P « —— e
b e ML
Prior Status Freguency Percent .« %+ "
Yo Y B . ‘“ ¢ s
B . .
‘ i ¥ ¢
Yes A. 4.9 e
..
No . : 77 93.9 o :
» LY
. 4
: a
Total . 31 : - 98.8
S g

This percent does not equafFIOO one particigant'
neglected to provide this data. , .
The remaining 4.9% (4) indicateg they had been employed
as a word processing operator prior td training and that
they had performed the following word processing functions

letters/memos, printing, multi-page documents, reformatting,.

and editing and creating documents. ‘See Table 9 for these
data. The  functions that were not berformed'byithes%
research participants included: . ) fprm§, statistical
documents, records/list prdcessfng, aﬁd.other, , F o

4

The prlor performance of such word proce531ng functlons

+as 1etters/memos and multi-page documents matches the word

‘1

processing function "most often” performed by operators

after formal training (See Table 21).

W ' ‘“‘ ‘ I -



Table 9 e
4

Operator Functions Performed by Participants in Prior
Employment '

4

Operator Function Frequency “Percent

RUTURpRANE HENY T —

Letters-Memos 1
Printing . ‘ 1
Multi Documents v 1
Reformat : 1
Fdit-Create . v y

Documents : S i\ A Lyis )
E . i 1E I SN )
L , LT

®¥concerning the amount of

Question 8 «collectedad

formal word processing tr ﬁg the research participant
-

obtained. For this quedffoh three ®ategories were listed:

3

) G i .
40-60 hours; 61-120 hours:®ver 121 hours. Fifty-four point

nine percent or 45/79 of the participants indicated they
had between 40 and 60 hohrs of formal word processing
training prior to being employéd. This figure <could
indicate that 40 té 60 hours of training may be all that is

needed for job entry. The statistics for the other two

(‘)4' '
categories indicate 23.27% (19) received between 61 and }20

houTs of training; and 18.3% (15) indicated they had more
; : » ' -
than 121 hours of training in word processing. See Table '10

for these data. -

These data could be interpreted to mean that the

/

minimum amount of training time to prepare a word processing
hal : s

operator ‘involved in this study with entry level‘skills’was

40 heurs, while the maximum amount of training time was 120

‘ Y o
hours. i



Table 10 ) \”

Amount of Formal Word Processing Training of 82
Participants

gormal'Training,Hours : Frequency Percent
&) ‘
0 - 60 . ‘ Taa N 54.9
61 - 120 w . 19 * 23,2
121 + 15 . 18.3
s , , - B . )
i. .a R * ,
Total . 79 96.4
s
a

R

\ .
Three participants did not giyﬁ this infogmation.

)

The purpose of Question 9 was to have respondents rate
the word ©processing training they receiied pfior to Dbeing
employed in this occupation. To respond’to this ,qhestifn
participants were asked fo check one of tﬁe‘fdllowing four
choices: 'of no use,' 'of‘.ittlé use,’ 'of some use;' 'of
much wuse.' Results f%‘m the résponses to this questioh are

included in Table 11 where ddta shdw that 63.47 (52) of thé

research participants indicated that they considered their

training to be 'of much use' to them; 23.2% (19) indicated

. ¢ -
that their training was 'of some wuse' in -a working

environment; and 2.4% (2) indicated that their training was
sy,
'of little use' to them. Nonggof the research participants

indicated that their training was 'of no use.' The

statistics reveal that formal training does play an

K3

™

te

importgnt part in assisting operatdrs in -xperforming-’
, .

-

functions that areyrequired of, word processing operators.

- i



Table 11

]

Participant's Rating of - Formal Word Processing Training

[
b

A"}

\ - . : . T

Rating . : ‘ FrFquency Percent
0f No Use - -
0Of Little Use ) N 2 2.4
O0f Some Use 19 B 23.2
0f Much Use . 52 - 63.4

. 1 4 . > .

v ! . . . a

Total ‘ _ 73 89.0
a ! '

Percent doestnot total 100; 9 participants
neglected to provide data to this question.
To determiney if the word processing, <trhining. thét
' ‘ I ' . oy . ! v““’.\’ W
participants received prior .to employment was on the same

F

’ -

qu;pment ‘they were uSing at the time of;tpe investigation-

Question 10- was written to collect this information. Table

12 orgaﬂizes these data which indicate that'67;1% - (55) of
. \ s ’ - ) L .

. . o, . .
the research participants were using different equipment

than the .equipment on which they_wefe trained; while 23 22‘

(19) were using the same equipmeht on which ~they fecei ed
‘ .

their training.

The above statistics show that training fpcussedl on

machines :aggaon specific machine operations may not meet a

desired outcome of easing the student]s _transition from

-~ training to the world of work.
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Table 12

'Traiﬁi@é Word Processjing quipment Same as Equipment
Used ih Employment;// ’

\

ot

\,

Same Equlpmeﬁt‘y ed Frequency Percent
Yes | \\ 19 i 23,2
No N 55 67.1

i - = >‘~: ‘\\.a_ —— B . o N .
Total - ' ’ 74 T~ ©.90.8
/" . - ’ K\/\’ . ‘
a ) 4 . ~t ‘ N

. . '{:” v . o M . 3 - b r ‘
-+ Eight questionnaires were missing this data.
, : ) / j
. } ‘

Questlon 11 examined Qhe types,of occupations that
e / \
those 1ﬁvoived in the study wera\emyloyed in prior to their

formal word processing training. " Data collected with this

-

qoes;ion are reported in Table 13 and indicate that 32.97%
/ :

(27) of the- research population were employed in secretarlal

-

oocupatlons, 18.3% (15) 'other' occupations; 12. 2§ (lO) as

M
e

,.clerk typists;N\J1.07 (9) as public relations/sales clerk;

. 4.9% (4) as reoeptionists; 3.7% (3,3) for both clerical'aod

s

" cashiers;., and ‘2.4% (2,2) for both school/student and

e
5

keypurch data control «clerk. 0Of " the'. 75 research

parti/cipants who responded to this question, 15 or 20%
— ,

d their occupation in' the "Other" category .which
included the fq&;owing classificationo: the 'never worked
be/ore; group, »accounts' receivable clerk, booRkeeper,
f1§2al deisgner, microfilm p;oceééors, oaitress,4 teacher,
nanny, and mother. While these figureo indi;;te thot 50% of

potential word processing operators may come from the Clerk



iTypist} Secretarialq ®and Receptionist background, the other

507 will come from a variety of unrelated backgrounds. This

- . . ‘ | | \
indicates ~that it 1is not .necessary for one to _possess
secretariél skills to enter a course for word processing, - -

) ' e . S
although these skills may be helpful for the student. to @

3
¢

R ., . .
‘know. < o o .

Table 13

Occupation gf!Participants Prior to Formal Word
Processing Training

-

|

Previous Occupation Frequency Percent
Clerk Typist ‘ 10~ 12.2
Secretary 27 L 32.9
Receptionist § 4 ) 4,9
School-Student e 2 2.4 S
Clerk < : 3 3.7
Cashier o .3 3.7
Public Relations/ o !¥

Sales Clerk 9 - 11.0
Key Punch/Data ' :
Control Clerk 2 2.4

Other 15 ' 18.3
” Total - " 75 91.05

a . : .
Sevgg&parxicipants did not supply this data.

o A
0 : : o,

Question 12 was a two part question. The first part

o

was to détermine if a typewriter was used in the occupation

that participants listed as their occupation. This required
{ ’ : S

a simple "Yeés" or "No" answer. The second part of ' this

‘question asked those who checked "Yes" to identify the type

of typewriter they wused. Analysis of data from this



, typewriter in their occupation, and 2

’

question show that 67.1% (55) of thegngrticipahts used a

w
(20}*had not used

a typewriter. Of those who responded "Yes" they did- use a

typewriter, 58.,5% (48) Lsed an elec rlc typewriter, 9,87
(8) checked they used an.electronie/yzzewriter. None of the
research participants ueed a manual typewriter ln the
occupation they were employed in prlor to éraining. These
data can be found in Tables 14 and 15 respectively.

These‘ figures indicate that the manual *gypewrimer is
being replaced by the electric typewrlter, and that the
electronlc typewrlter has a position in the work place. The

!

use of electronic typewritersJ}introduces, and may even

A
-

encourage, operators to further explore electronic equipment
(in the form of word process1ng) The present status and
future use of electronic typewriters is one area. that needs

to be further ®xplored.

Table 14

Typewriter Used by Participants in Previous Occupation

Use of Typewriter . Frequency Percent
Yes 55 67.1
No : o " 20 ‘ 24 .4

. , - ‘
Total . 75 91.5
‘a

There were selen participants who did not
supply this data.

(o7



Table 15

Kind of Typewriter Participants Used in Previous

Occupation .
Kind of Typewriter k{@quency Eercenﬁy
Manual - -
Electric . 48 58.5
Electronic - . 8 9.8
/
ot L
‘ i a
Total : 56 J 68.3
a . e .
Of the 82 participants, 26 dfﬁ not furnish this . e
data. . = . ' ‘

! ¢ 4

(

Quesfion 13 was written to identify the type of office
that research participants were employed in during the time
of the study. To réspond to this ques%ionlrequired a single
chéck mark; . The first choice, Government, was divided into
thrgeqdivisions with the reméining nihe.choices identifying
the ©business tfpe. When completed .questionnaires were *
received and( analyzed iﬁ was obvious that research
participégts had checked two and sometimes three choices,
thus making these daté difficult to interpret. Because of- ,
£he difficulty in interpreting thgée Qata, Question 13 wés' )
not included in the'dapa analysis..

*

To identify the size of office -where the research

participants were employed, participants answered Question
14 on the questionnaire. For this question there were four
categories: 1-25 persons; 26-50 persons; 51-100 personé{

K]

~~and Qvér 100 persons. To respond to this question required



/

/

be classified as small.

TABLE 16 | : ' _ R

. i

a check mark on the part of those involved in the
/investigation. In. Table 16 are data from  this question
which inditata. that 64.6% (53) of those who provided data

identified that they were in an of fice that employed between

1 and 25'personsg 15.9%2 (13) checked that the size of the

office force where they worked was between 26 and 50

persons; and 9.8% (8,8) were employed in an office where

between 51 and 100, or over 100 persons compt ised the staff '

of ‘theysffice. The abqve statistics indicate thatw 64.67%
X ¥l

t

of the Epsearch participants worked in an wffice which cg&}d

{

Size of Office Where Participénts were Employed

+Size of Office Staff Frequency ' Percent
1 = 25 53 . 64.6
26 - 50 13 15.9 |
51 - 100 8 9.8 ‘
Over 100 8 9,8, A
Total . 82 . 100.0

The fifteenth question asked participants to iéentify
the éype of word processing eqﬁipment they used in their
workiqg environment as a word processing operator. Of tﬁe
égven trade names for word processing equipment listed: AB
Dick, ‘AES; IBM, Mainframe, Micom, Wang, and Other (Please
Speq}fy), 31.7% (26) indicated Micom as the major piece of

equipmént they usedAto process information. IBM .equipment

w4



“was used by 15.97 (13) of the participants; 9,8% (8) used
}AES; /7.3% (6) used IWgng; and 1.27% (§l) used “AB Dick
f equipment.‘ Thirty Roigt fivetpercent (25) checked that they
uség '"Other' word processing equipment which they listed as:
Digital, “NBI, Xeroks!’Mowaw#, Courier, GEAC, Olivetti,
Toshiba, Kaypro, Appie II@, Macinfosh,'Epson, Profs, Xerox,

GWC, Epson, Sperry, Compaqi;’ S80, ATMS, and DCF Vucom.

7.

‘ t
These data c!f be found in TaPle

Ly

= Althoﬁgh the figure : eported for the Micom system

is 31.7%Z, it 1is interesﬁ'ng to note the names of .the

equipment listed in the "

ther" category; the majority qf
these. pieces of equipment were micro-computers. Comrsidering
thev informéfion gathered in the previous duéstion onﬁofficem
size (T%ble 16), it is evident that companies (especially if

they are small) are opting for less costly, multifunctional

equipment of the micro—compdter variety.
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Table 17

Txge of Word Processing Hquipment Used by Participants
in Present Position A T '

Word Procedsing

Equipment Used ‘ Frequency Percent
AB Dick 1 1.2 v
AES '8 - 9.8
1BM ‘ 13 15.9
Micom .- 26 31.7
Wang - ‘ 6 7.3
Other 25 30.5
— W N a : !
Total ‘ 79 96.4
a L . :
Three ”a,f  ; ﬁ_'d not provide data.

O ascertain

‘Hq'::“i‘l» ? E
M
- if the research participant could operate any other type of

word processing equipment. The first part of the question
required a .simple "YES"™ or "NO" response on the part of
respondents. I1f they indicated the affirmative, they were

to check the other type of equipment they could operate. In

Table 18 are data which indicate that.72.0%2 (59) of . the
participants) ?nswered "YES".they could.gperate other word
processing equipment, and 26.8% (22) answered "NO."
Respondents answering "YES" to Question 16 were then
- asked to complete the seconc{ part OJ the qulestion by
designatiégg§the other type(s) of eﬁuipment. they could
operate. An’analysis of this data reveal that 58.57% (48) of

thg research partici

word processing (ipment in their office environment, they

ants indicated that in addition to the

L)



could also operate Micom word processing equipment; 9.8% (R)
indicated Wang; 8.5%2 (7,7) indicated AES and AR Dick; and
4.92 (4,4) indicated [BM and Mﬂ;nfrumn cquipment. Twelve
. N
point two percent (10) listed under 'Other' the following
_word proceésing‘equipment they could operatef Macintosh,
Epson, MApple, Olivetti, TRS380, ATMS, Sperry, and Digital
?quipment. These data indicate that the word progessing
opezgtors who participated 1in the study could dperate a
vafiety of different kinds of equipment, and thesg data can

£

[ ]
be found inﬂTable 19.

i >

Table 18

!
Operation of Other Word Processing Equipment by Research
Participants .

1

Operate Other Equipment Frequency Percent
Yes 59 72.0
No " 22 26,8

;! a
v;otal // 81 98.8

a ‘
ne participant did not provide the data requested.



Table 19 .

i .

Type of Other Word Processing Lquipment Participants

Could Operate ;

Trade Name Frequency percent
AB Dick ' , 7 8.5
AES ' 7 4.9
[ BM A .o
Mainframe 4 4,9
Micom ’ 48 58.5 _
Wang, 8 9.9
Other 10 12.2

. ’ a .
Total 88 107.3
a

Six participants could operate more than one
other kind of equipment.

To determine the number of hours.per week that those
involved inf the research devoted to word protessing
opegations, Question 17 was written. ~ 0f the seven

'~)categories that participants could chose ffom, data in Table
20 reveal that 23.27% (19)‘of the research populatign devoted
between 6 and 11 ‘hours per. week to work brocessing
operations, and 17112'(14) devoted 0 and 5 hours .per week.
In each of the following categories: 18 and 23 hours; 24

and 29 hours; and 30 and 35 hours, 12.22.(10,19,10) of.those
who responded indicated they spent thoée hours processing
words; 11.0% (9) devoted between 36 and 41 hdurs; ;id 9.87%
(8) devoted between 12 and 17 hours of.the;r working dayA to

processing words.

1 These data indicate - that 50.1% of the research



participants who responded to this question spend from O tH
17 hours a week performing word processing operations. The
remaining  47.6% of the responding participants spend I8 to
! o 1 T N .
41 hours a week performing word processing  operations o
p

the work place.

Table 20 L

’

Hours Per Weeck Devoted to Word Procegsing Operations by

- Participants

Number of
Hours Per Week | Frequency Percent
0 - 5 14 17.1
6 - 11 19 . 23.2
12 - 17 8 9.8
18 - 23 10 12.2
24 - 29 10 12.2
30 - 35 10 12.2
36 - 41 9 11.0

a

Total 80 97.7

»

aTwo participants did not provide this data.

Data coilected with Question 18 identify . the word
processing function "Md%EJPFTEN" performed by participants
in the work place, In Table 21 are data which indicate that
42.7% (35) of the research participants indicated that the
word processing function '"most often" performed was the
production of letters and memos; and 36.6%Z (30) indicated
multi-page documents; while the functions "most often’

performed by each of 5 participants, or 6.1%2 of the research



, \ . ’
gample were torms, atatis™enl documents, and ocords/ it

proceossing,
In identifying lutL:>§«mnmnw.A And multi documenta o
the functions "most often' pertormed, iastraction in fhao

functions would include the areas of competence and

enabling skills that would support these functions,

‘Table 21

: ) Co ' - ‘
Word Qn&gsg}nglgwiﬁgulPurgunpuntifbywk Often"
Performed

Function Performed
"Most Often" Frequency Percent
Letters—-Memos ) 35 ‘ 42.7
Forms 5 6.1
Statistical

Documents 5 6.1
Records ’ 5 ° 6.1
Multi Documents 30 36.6

a

Total 80 97.7

aDat:a was not provided by 2 participants.

To determine if thése involved in the study felt that
there was a need for additional training on the word
processing equipment they were working with at the time of
the study, Question 19 was prepared. In Table 22 ;here are
data collected with this queston which indicate that 13.47%
(11) 'strongly agtee' that there is a need for additional

training on the word processing equipment participants were

using; 34.1% (28) 'agree;' 17.17 (14) were 'undecided' as to



the need for addittonal tratning; 2h A% (20) "dinagree; ' and

8.5% (7) ‘'strongly disagree' there was n need  Tor such

trafning. Although 47.5%7 of the participants feel a need

for further training, thv’rumnindvrvnf the renponges (H0,009

are either indifferent or disgﬁ?ee that they nced additional

training. Regardless of how word processing $pnrntors feel
-

about the need for further training, tratning ashould be made

available to those who request it.

L
.1
Table 22 .
Participant's Opinion Toward Need for Additional
Training on Equipment in Present Position A
Opinion of
Partiigpant Frequency Percent
gtrongly Agree 11 13.4
gree 28 3401
Undecided 14 N 17.1
Disagree 20 24.4
Strongly ©
Disagree , 7 8.5¢ - -
a .
Total 80 - 9735 N
a

Two research participants did not provide this data.

Question 20 asked the research participants if ghey had
attended a workshoﬁ ’or conference on office automation
and/or word processing in the year preceeding the s&udy by
checking either "YES" or "NO". Data in Table 23 indicate
75.6% (62) answered '"NO" thef had not attended either a\u

workshop or a conference on office automation the year prior



to the study. Theee data, howewer, do show that 23.2% (19)

of the 81 participants who responded to this ‘quesfl'

have the privilege to attend such a meeting.

Table 23 _ _
WOrkshopvgr Qd%lerence Atterndance in Past Year

o

.Workshop or . o S o,

Conference Attendance o Frequenry\ Peroent
f— - ] '
- - e V : T
Yes Coo T 19 "23.2
No . - Co , 62" , 5.6
- a‘ .. . ,
Total ‘ - 81 . 98.8
a - . \ i

(- : :
One participant did not provigde this- data.
. THe policy of. e&ployeré oward supporting ‘{word
processing operators " to a ure additional education,

training, or profe351onql development ‘was ,aSked’”for in
Question ~ 21. Of the '82 research part1c1pants, 11.0%  (9)

indicated " they recelved no support' for‘ profe551onal

‘development .OT additional‘education from their. employers;,

30. 5% (25) 1nd1cated the1r employer would pay all, "~ or part

o

of }he reglstratlon fee for evenlng courses in which ~they
“would enroll; 42.77% (355)}nd1cated their employer would pay
the~ reglstratlon fee and ot:;?,costs for. short workshops,

seminarsaﬂ etc., that‘were r@lated to thelr work 24 .47 (20)

indicated their employer would provide them with manuals,
L.,s .

handbboks, profe351onal maga21nes, etc. that are related to

thelr‘work; 24, 47 (20) nndlcatedathelr employer prov1ded in-

7
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service training related to their work; and, 17.1%2  (14)

indicated that the degree of assistance depends upon the f
applicant. None of - the research participants ihdicatedl

;
their employers offered a reduced salary for full—timd

education'. . These data are found in Table 24. Emplofer

support is dependent upon a number of 'employer/employee

S

relationship factors, ~ budgeting - requireméntS/' and

l

constraints, and’ social and economical factors. //All of

these factors, indiwidually, need to be further examlned

" Research Participant Comments <

. . | ' / ‘
‘Included with Question 21 was a section where those
’ 4

involved in the study could make” comments about the support

their employer gave them toward securlqg either fun&her
education, or becoming involved in prof?ésional development
activities. Below are selected comments which were made by

_the research participants to further support the statistics
already reported in this sthdf, and to offer further

direction to training institutiohs:
« « « This company prowided a 4 1/2 day course on DCF-
Vucom and supplied allxnecessary materials. The course
was taken during company timé with no loss of pay.
/ .

, , / : ,
» % . Office A551stance provides seminars and weekend
courses for its temporaries to have additional training
and informaton- fdr advancement in the professional . ¢ =

~field (higher posﬂtlons, better salaries, etc.). o
e e If an employee wishes to . take related courses
that are not offered bycsthe government, they will ‘pay
a portion upon :completion.

. . .1 am employed with an agency, so must get
get training on my own. ' '

o
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‘ A
Table 24

Policy of Employer Toward 'Support of Word Processing
‘Operators Who Want Additional_Educatiqgi Traggiqu or

Professional Development A

Employer o A o t

Support Policy ' ; Frequency Percent /
No Support i | 9 11.0

Reduced Salary
For Full-Time , .
Education S - ' ~

Pay All or Part
of Registration
Fee for Evening o
Courses ' ’ 25 30.5

Pay Registration ' .
Fee, Other
Costs for Short
Workshops, :
Seminars R 35 L4207

Provide®Manuals, o :
~etc. Related ) L a oo,
to Work e 200 24 .4 _ )

Provide In-Service % . . & : ‘ ' ‘ ,
Training Related . /= v« . ‘
to Work e 20 L 244

Degree of A (0 BRI ‘
Assistance .

Applicant AR
Related o B /R 17.1
“‘r‘:
. : SO R Ca
- Total oo 123
a . : C
* . This total does not equal 82; participants gave

more than one answer.

e They.will pay full a"iéiStratioﬁ fee, but prefer
courses on AES equipment® because that is what our
equipment is. : :

. It has been my experience as an operator that all
training available provides an adequate foundation for
practical application. However, the largest area of
frustration stems from the management level. Why not
of fer instruction to the people who buy the equipment.

5 '



. . . My job...is only a~‘temporary position for six:

months. My supervisor shows no interest or concern for
me to have additional training. : ’

. . . I am working mainly with the glossary function.
Paragraphs and sentences are already programmed into
the machine. We call these upaand type in the variable
information required. ‘ ‘

. . . The machine I am currently operating 1is called a
Profs machine. It is mainly used to check all incoming
mail...It can be use to send memos, documents, and
messages to other offices...It also has a printer:.

| strongly_recommend'training on word processing
‘equipment you use in the place of your - employment * sO
t?at it may be used to its greatest extent. o

‘52.'. 1 work in a' small office and was more or ‘less
f

rced to teach myself how to wuse the machine.
However, because of my educatiom, I had no
‘difficulties. . I am extremely interested in 1learning

all functions of the machine along" with the computer
capabilities that it does have.

. + . Received one week on-the—job training on ‘the

machine I am c§;rently using.

i

e . Curréntly working .on an IBM PC which has word

processing capabilities. I usually .use the word
processor a couple of times a week. All our .disks are
programmed in our head office. These programs produce
ledger sheets for analysis. Specific information

inputted will produce these ledgers. I would like to
use the word processor more often but because of the
limited training I, have on the machine, I find whatever
I cdn usually -do on the machine easier tojdo on the
“typewriter because I am constantly having to go to my
reference books to find out what to do-next. Whenever
I have down time I do spend time on the word processor.

. . . I took the introductory course to find a new job,

to get my foot in the door. Now that I have been
working a 7 1/2 hour day on the word processor for a
year, I oplan to take a supervisory word processing

~course in communications during the evening.

. . . Only employees who have been on staff full time
for one year are eligible for educational assistance
unless automation of a department meant all (staff
needed training irrespective of length of employmégt.

. + o+ Would l1ike more practical 'teach yourself'
material. Formal training seems unnecessary.

>
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Word Priocessing Competency’ Checklist
\

. \
The ScaIﬁs

The Word Processing Competency Checklist 1listed a

number of word processing functions that were not machine.

specific and that could be gerformed by word processing

operators who "were adequately trained. Beside each 'word

!

progessiné function TWO S5-point Likert scales were included.

The first scale--THE WORK SCALE--was to gather informgtiom

on the fréquenéy of use of the individual word processing

functions that were actually>being performed at -the work

place. The S-point Likert scale for the WORK SCALE includ®d

these five choices: Very Seldom, Seldom, Some, Frequently,
and Very Frequently. |
The second scale--THE PREPARATION SCALE--was designed

to collect data on the participant's opinion of the

preparation of each of. the word processing functions that may

e

have been presented in a formal educational settirng. The
A e _

scale for the PREPARATTON SCALE was also-a 5-point Likert

scale with -the following categories: Very Inadequate,

Inadequate, Neither Inadequate or Adequate, Adequate, and
7 "

Very Adequate. In an analysis of the gquestionnaires that

were returned, it' was found that a limited number of
research participants had written '"Never' as a reéponse.> In
retrospect this could have been considered a "weakness of

. . : ®
this portion of the research instrument.

The Word Processing Functions : L o
: o -

The word processing functions which appeared on the

o

-
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questionnaire oa‘this stuay were dividgdpinto the following
twelve general areas of competence: 1. Set Up the System,
2. Keyboard (Input) - I, 3. Keyboard (Input) - II, 4.
Create Documents, 5, Reformat Text, 6. Minor correcting
and Proofing, 7. Major Editing and“ﬁfﬁﬁytng, 8. Store and
File}Text, 9. Recall and Retrieve Text lé Print (Output)
Text, . 11. Execute Special Features,‘and 12 Execute Other
Specialized Functions. .The research participants rated some
60 enabllng skills that fell under the twelve general areas
- of competence. Each general area of competence contained an
average of approximately five -enabling skills. Each
‘individual who .participated in the study was asked to Trate
each enabling skill; firstly, @according to the\ 5-point
Likert WORK. SCALE for - frequency of 'perfotmance with
reference to their work place, and secbndly, to rate the
PREPARATION SCALE for adequacy of preparation with reﬁerence
to their formal word processing training. The result was
that each participant rated 2 scales with 12 categories for
each scale for a total of 24 categories that contained 60
co@petencies for each scale. Frequencyl tcoqnts ana

QQﬁLE and the

percentages were done on both the WORK

PREPARATION SCALE (FfoX each enabling skill for each general

T~
N

area of competence. R S
s ' - S S

. ) v R S
What follows in this section™is a separate table ‘«ghat. %

a o
.

3, NI

presents the data collected for the WORK SCALE, ana{a:tablgs

_that presents the data collected for the PREPARATION SCALE

for each general area of competence. The WORK SCALE table

%
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will be followed by the PREPARATION SCALE table.

General Area of Competence - SET UP THE SYSTEM
Enabling Skills:

1 Turn the machine on and off

2 Load or access system

.3 Load or access work diskette or file
4 Tnitialize a disk

Of the four functions that are involved to SET UP. THE

SYSTEM, only the enabling,SKills of "Turn the machine on and

of f" (42/82) and "Load or access work diskette or file"
(47/82) were vefy frequently done as a work skill by
research participants. "Load or acéess.System disk" was an
enabllng skill that was’ frequently done by 35 of the 82 word
' processing operators involved in this 1nvest1gatlon. Only
20. of these partiéipants indicated that to "Intialize a
disk" was some time performed by £hem in-their work. Data

in support of the above can be found in Table 25.
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Table 25

Enabling Skills Performed by Participants for General Area
of Competence = Set Up The Systgm - Work Scale

Performed by Participants
Enabling :
Skill

Very . Very
Seldom Seldom Some Frequently Frequently

1.1 Turn the Machine '(10

) (5) , (10)  (14) (42)
On and Off 12.3 6.2 12.3 17.3 51.9
1.2 Load or Access (17)  (7)  (20) (35) (1)
System Disk S 21.2 8.7 25.0 43.8 1.2
1.3 Load or Access
" Work Diskette (6) (1) (9) (17) (47)
or File 7.5 1.2 11.2 21.2 58,7
1.4 Initialize a (18)  (4)  (20) (16) (19)
 Disk 23.% 5.1  25.6 20.5 24 .4
, |
y

. It was the’opinion of.research participants that the
preparation they received in their formalv schooling to
perforn the enabling skills needed to SET UP THE SYSTEM was
considered to be very adequate. Of th;‘82 word.g%qgg?f%ng
~operators, 50 (61.7%)) indicated that their prepggatiog %&ngmvﬂ4
"Turn the machine on and off" was very adequate. Forty~-five
(56.3%) held the opinion that the preparation they had to
"Load or accesé work diskette or file" was also very
adeduate. The opinion of 42 or 52.5%7 of the reseérch
population was«vthat their pf;paratiOn to "Load sr, access
system disk" was very adequate,

Less‘than 35%, 25, of those involved in the study were

of the opinion that the traiﬁing they received to



"Ipitialize a disk"™ was very adequate., These data are

found in Table 26.

Table 26

Opinions of Participants Toward Preparation of Enabling
Tkills for the General Area of Competence = Set Up The
System - Preparation Scale

Opinions of Participants

Enabling o
Skill
Very . Nei Inadeq Very
Inadeq1 Inadeg or Adeqdj)e Adeq4 Adeq5
1.1 Turn the Machine (2) (1) (4) (24) (50)
On and Off 2.5 1.2 4.9 29.6 61.7
1.2 Load or Access (1) (1) (7) (28)  (42)
System Disk 1.2 1.2 8.7 35.0 52.5
1.3 Load or Access : “
Work Diskette 0 (1) (6) (28) (45)
or File . 0 1.2 7.5 35.0 56.3
1.4 Initialize a (6) (7) (16) (23)  (25)
‘Disk 7.7 9.0 20.5 29.5 32.1

?éry Inadeq = Very Inadequate
nadeq = Inadequate
%ei Thadeq or Adeq = Neither Inadequate or Adequate
ﬁdeq = Adequate :
ery Adeq = Very Adequate

General Area of Competence - KEYBOARD (INPUT) - I
" Enabling Skills:
Use alpha and numeric keys

.1
.2 Use code and function keys funder-
scoring, centering, boldfaciYypg, etc.)

N

2.3 Use cursor or locator keys
2.4 Use special system keys

2.5 Use word wrap—around (On/Off
2.6 Decimal alignment

100
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The frequency count of the WORK SCALE of
competencies 2.1, 2.2, 2.3, and 2.5 of KEYBOARD (INPUT) - 1T
indicate that these competencies were very frequently
performed ;t the work place. Participants indicated they
performed enabling skill 2.9 Special System Keys very
frequently, and competence 2.6 Decimal Alignment ‘Qas
performed very seldom., Supporting data for these findings

can be found in Tab1e4273 .

Tab}e 27 5

i

Enabling Skills Perforged by Participants for General Area
of Competence - Keyb {InQutZ - Work Scale

' ‘Performed by Participants
Enabling

sl
Skill o
*? Very
?@eldom Some Frequently Frequently
2.1 Use Alpha and (2) 0 (14) (15) (48)
Numeric Keys 2.5 0 17.7 19.0 60.8
2.2 Use Code and (2) (1) (5) (29) (44)
Function Keys 2.5 1.2 6.2 35.8 54,3
2.3 Use Cursor or (2) 0 (1) (13) (64)
Locator Keys 2.5 0 1.2 16.2 80.0
2.4 Use Special (7) (5) (16) (21) (29)
System Keys 8.9 6.3 20.3 26.6 36.7
2.5 Use Word Wrap- (6) (2) (6) (9) (55)
Around (On/Off) 7.6 2.5 7.6 11.4 . .. 69.6
2.6 Decimal (24)  (18) (22) . (10) (7
Alignment 29.6 22.2 27.2 12.3 8.6

Of the six enabling skills that culminate in the
general area of competence - KEYBOARD (INPUT) -I, it was the

opinion of those involved in the study that the preparation
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,they‘ received with the following three enabling skills 2.1,

2.2, and 2.3 was very adequate. Forty-cight percent of

2

the participants indicated the preparation they received - to

execute exabling skill 2.5 was adequate, while 33 of the

82 word processing operators involved in the research were
of the opinion their training for Decimal alignment was

adequate, Sée Table 28 for the +d other data.

»

Table 28

‘Opinions of Participants Toward Preparation of Enabling
Slkills for the General Area of Competence - Keyboard
(Input) - I - Preparation_Scale

Opinions of Participants
Enabling ' S

Skill L
-Very Nei Inadegq Very
Inadeq1 InadeqzZ or Adeq3 Adeq4 Ade

2.1 Use Alpha and (2) (2) (10) (23)  (40)
Numeric Keys 2.6 2.6 13.0 29,9 51.9
2.2 Use Code and ° (1) (1) (7) (28)  (42)
Function Keys 1.2 1.2 8.7 35.0 52.5
2.3 Use Cursor or 0 0 (5) (31)  (43)
or Locator Keys 0 0 6.3 1 39.2 54.4
2.4 Use Special (2) (1) (23) (31) (18)
System Keys 2.6 1.3 30.3 40.8 23.7
2.5 Use Word Wrap-  (4) (6) (15) (48) (1)
Around (On/0ff) 5.4 8.1 20.3 64.9 1.4
2.6 Decimal (2) (12) (21) (33) (11)
Alignment 2.5 15.2 26,6 41.8 13.9

1Very Inadeq = Very Inadequate

3Inadeq = Inadequate

4Nei Inadeq or Adeq = Neither Inadequate or Adequate
5Adeq = Adequate

Very Adeq = Very Adequate




leneral Area of Competenc&\~ KIYBOARD (INPUT) - Y
Enabling Skills:

3.1 Use headers and footers with
automatic page numbering

3.2 Paginate

3.3 Use multi~columns

3.4 Footnoting

3.5 Use subscripts and superscripts

The frequency count of the WORK SCALE for enabling
skills 3.1, 3.2, 3.3, 3.4, and 3.5 of KEYBOARD (INPUT) - IT
indicated that all five competencies were very seldom
performed at the work place by the 82 word processing
Loperators who supplied these data. Data related to the
general area of compet%nce‘— KEYBOARD (INPUT) - II and its

enabling skills are found in Table 29.
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Table 29

Enabling Skills Performed by Purficgﬂuntg for General Area
of Competence - Keyboard €luput) - [L - Work Heale

VRN - - -

Performed by Participants
Enabling _ _ I N
Skill
Very Very
Seldom Seldom Some Frequently Frequently
3,1 Use Headers and
Footers with
Automatic Page (22)  (14) (15) (13) (15)
Numbering 27.5 17.5 18.8 16.2 18.8
\ (24) (1l4) (14) (12) - (16)
3.2 Paginate 29.6 17.3 17.3 14.8 19.8
3.3 Use Multi- (25) (ld)  (21) (13) (7)
Columns 30.9 17.3 25.9 16.0 8.6
(54) (15) (6) (4) (1)
3.4 Footnoting 66.7 18.5 7.4 4.9 1.2
3.5 Use Subscripts (43) (12) (12) (7) (5)
and Superscripts 53.7 15.0 15.0 8.7 - 6.3

Data in Table 30 show that for two of the five enabling
skills the prepafation for competencies 3.1 and 3.2 was
considered by participant; to be adequate, while these
participants were of the opinion that their preparation with
enabling skills 3.3, 3.4 and 3.5 was neither inadequate or

adequate.
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Tayle 30 .

Opinions of Participants Toward Preparntion of Enabling

&Kills for the General Area of Competence - Keyboard

(Tnput) = IL - Preparation Scale

i s - i oo S A o e oo s vk

Opinions of Participants
Enabling
Skill

Very Nei Inadeq Very, -
Inadeq1 Inadeq2 or Adeq3 Adeqd Adeqb

s i v o v

1.1 Use Headers and
Footers with

Automatic Page (8) (7) (18). (27) (17)
Numbering 10.3 9.0 23.1 34.6 21.8

: (3) (5) (11) (31) (27)

3.2 Paginate 3.8 6.4 14.1 39.7 34.6
3.3 Use Multi- (6) (10) (24) (23) (15)
Columns 7.6 12.7 30.4 29.1 19.0

(9) (16) (27) (17) (9)

3.4 Footnoting - 11.4 20.3 34,2 . 21.5 11.4
3.5 Use Subscripts - (11) - (8) (30) (20) (8)
and Superscripts 14.1 - 10.3 38.5 # 25.6 10.3

1Very Inadeq = Very Inadequate

Inadeq = Inadequate

3Nei Inadeq or Adeq = Neither Inadequate or Adequate
4Adeq = Adequate

oVery Adeq = Very Adequate -4

General Area of Competence - CREATE DOCUMENTS
Enabling Skills:

4,1 Format (setting tabs, margins, line

¢ spacing, pitch, etc.)

4,2 Name documents
4,3 Use prompts, messages, and menus
4.4 Use stop codes

0f the four enabling skills for the general area of

competence - CREATE DOCUMENTS, only competencies 4.1, 4.2,
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and 4.3 were rated as being qgﬁﬁ‘very frequently, while
\ O . ( - ' . \
competency 4.3 ~was done frequently by those involved in

%he research., See Tablé 31 for these déﬁa.

Table, 31

.Enabling Skills Performed by Participants for General Area
of Competence - Create Documents - Work Scale :

Y . . N
" N R N .
. - ‘ . : S,

' ﬁl‘ ' l . . ) ! e S . L

4 ' _ 4 Performed by Participants

Enabling - &
© Skill o : T
S Very ' Very
~ Seldom Seldom Some Frequently Frequently
T W) )y (22) (44)
4.1 Forma . 4.9 4.9 8.6  27.2 54.3
4.2 Nané ' 5 C(14) C(53)
Documents 17.3 o 65.4
4.3 Use Prompts,\\\
" Messages, and (22) @ (34)
«Menus ‘ 28.2 43,6
4.4 Use Stop . (16) (7)
' ‘Codes = 7~ 20.5 9.0
B -
The _opinions  that~ participants had - toward the

~

.pfeparation theyoréqeiveditd become competent with the four

o

enabling skilds in order to CREATE DOCUMENTS are found in
the data that make up Table 32. The frequencies in this

table show that it was the opinion thapntheir-preparatidh in
enabling skills\ 4;f, 4.2, and 4.3 ‘was very adequate.

1 4

Participahtﬁ' opinions toward the prepafationutheyQvfeceived,

with .comﬂﬁtency‘A.A was neither inadequate or adequate, - a
- neutral rating. These data arglkound in the table which

foilows. -
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Table 32 ' "

“Opinions of Participanté Toward Preparation of Enabling
Skills for the General Area of Competence - Create

Documents - Preparation Scale
Opinions of Participants
Enabling
Skill
Very 5 Nei. Inadeq Very
g , - Inadeq Inadeq”™ or Adeg - Adeqd Ade@
lr '.\ ‘_i : ' ' .
(1) (4) (7) (16) . (52)
4.1 Format 1.2 5.0 8.7 20.0 65.0
S 5 @ ¢
4.2 Name * . &:% (2) (1) (7) (21) (47)
Documents 2.5 1.3 8.9 26.6 59.5
4.3 Use Prompts, .
. Messages, and (5) (3). (11) {(23) (35)
. Menus 6.5 3.9 14.3 29.9 45.5
4.4 Use Stop (7) (2) (27) (25) (16)
Codes ' 9.1 2.6 35.1 32.5 20.8

R

Very Inadeq = Very Inadequate

2Inadeq = Inadequate

Nei "'Inadeq or Adeq = Neither Inadequate or Adequate
4'Adeq: Adequate g ‘

5Very Adeq = Very Adequate

General Area of Cgmpetence - REFORMAT JEXT -

"Enabling Skills: .

5.1 Restructure margins, tabs, line
spacing, pitch, etc. .
Hyphenate (manual and automatic)
Repaginate ' ‘
Justify

In Table }33 are data,which show all of the data
,analysis for - REFORMAT TEXT - that .were collected from the
_82\ word processing operator participanté. O0f the four

enabling skills that were listed on the questionnaire, only
, o ; ; , ,



competenciés 5.1 apd 8.4 were rated as Being Qery frequently
performed by participants. The remaining two’ competencies
5.2 and 5.3 were very seldom performed by those involved in

Y

this study. .

\

Table 33

Enabling Skills Performed by Participants for General Area
of Competence - Reformat Text - Work Scale ‘

Performed by Participants

Enabling
Skill . '
Very , , . Very
Seldom Seldom Some Frequently Frequently
, (7)  (5) (24) (17) C(27)
5.1 Restructure 8.7 6.3 30.0 21.2- 33.7°
: (22) (9) (19) (10) (19)
5.2 Hyphenate ‘ 27.5 11.2 23.7 12.5 o 23.7
' = . (38) (6) (11) (9) (15)
5.3 Paginate 47.5 7.5 13.7 11.2 18.8-
(13)  (9) (16)  (16) (27)

5.4 Justify - 16.0 11.1 19.8 -19.8 © 33,3

Opinions that participants had toward the preparation

they received with the enabling skills for the general area

" of competence -~ REFORMAT TEXT - were used to organize déta"

in Tablé- 34, Data in this table show that it  was the’

opinion - of ‘participants that they received very adequate
preparation with the four enabliﬁg skills: 5.1, 5.2, 5.3,

and 5.4.

Y

A}

"Qompafing data from Table 34 with data from Table 33 it ..

~ ‘ ‘ ‘
becomes evident that participants rated their preparation
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for all four enabling skills as very adequate but indicated

they performed competencies 5.2 and 5.3 very seldom at work.

Table 34 | ' o ' >
Opinions of Participants Toward Preparation of Enabling
Skills for the General Area of Competence - Reformat
Text - Preparation Scale

’ Opinions of:Participants
Enabling '
Skill

Very 4 » Nei Inadeq Very
Inadeq Inadeq or Adeq5‘ Ade¢1] Adeq510
' |

(2) (2) (11) (32) (32)

5.1 Restructure 2.5 2.5 ~13.9 40.5 40.5
(2) (6) . (10) (30) (29)

5.2 Hyphenate 2.6 7.7 12.8 38.5 37.2
| (7) (8) (15)  (23)  (25)

5.3 Paginate" 8.9 10.1 19.0 29.1 31.6
& (2) (2) (11)  (23) (41
5.4 Justify 2.5 2.5 13.9 29.1 51.9

Wery Inadeq = Very Inadequate,

2lnadeq = Inadequate T .

>Nei Inadeq or Adeq.= Neither Inadequate or Adequate
4Adeq = Adequate '

Nery Adeq = Very Adequate

T

General Area of Competence - MINOR CORRECTING AND PROOFING
Enabling Skills: |

6.1 Delete, insert, and replace text
6.2 Correct characters and; words while
- keyboarding : L
6.5 Scroll (horizontally and vertically to
i%%ﬁ review text) A o
“8% 6,4 Change margins, tabs, line spacing, etc.

MINOR CORRECTING AND PROOFING is a general area of



competence which 'ygs identified in thié study as being
composed of’four'enasling‘skills., The responses made by the
82 partiéipants to Section 6 of the QSRK SCALE comprise the
data presented in Table 35. These data show tﬁat all four
of these enabling skills where ‘performed very ;frequently
by research p?rticipants.

';Data in Table 36‘represent opinions collectéd with the
PRE?ARATION SCALE of the Word Prgcessing Skill Checklist.
These data indic;te that p;rticipating word ‘processing
operators were of the opinions that® the preparation they
Vere given in the word processing ‘course witﬁ enabling

:skills 6.1, 6.2, 6.3 and 6.4 was veri,?dequate.

Table 35

Enabling SkillsiPerformed by Pafticipants for General Area
of Competence — Minor Correcting and Proofing mJWork Scale

Performed by'Participants

Enabling
Skill ’
Very : Very
Seldom Seldom Some Frequently Frequently
. 6.1 Delete, Imsert, (1) (D) (4) (12) (63)
and Replace Text 1.2 1.2 4.9 14.8 77.8
6.2 Correct
‘Characters and
Words (1) - © (10) (17) (53)
Keyboarding 1.2 - 12.3 21.0 65.4
(6) (1) - (15) (18) (41)
6.3 Scroll 7.4 1.2 18.5 - 22.2 50.6
6.4 Change Margins,
Tabs, Line (7) (5) (16) (23) (30)
Spacing, etc. 8.6 6.2 19.8 28.4 37.0
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Table 36
Opinions of Participants Toward Preparation of Enabling

Skills for the.General Area of Competence - Minor Correcting
and Proofing - Preparation Scalg ‘

4
Opinions of Participants

Enabling
Skill

. Very Nei Inadegq Very
Inadeq Inadeq? or Adeq3 Adeqd Aded@

6.1 Delete;‘Ihsert, - -

(6) (18)  (56)
and Replace Text - - 7.5 22.5 70.0
6.2 Correct -
Characters and
Words . - - (13) (19) (47)
Keyboarding ’ - - 16.5 24,1 59.5
. - (3) (8) (28)  (40)
6.3 Scroll - 3.8 10..1 35.4\\r 50.6
6.4 Change Margins,' ‘
Tabs, Line o S (6) - (10) (24) (39)
Spacing, etc. - 7.6 12.7 30.4 49.4

1yery Inadeq = Very Inadequate
21nadeq = Inadequate '

3Nei Inadeq or Adeq = Neither Inadequate or Adequate
4pdeq = Adequate , ,

5Very Adeq = Very Adequate

4

General Area of Competence - MATUOR EDITING AND REVISING

A

Enabling Skills:

7.1 Move blocks or columns of text

7.2 Delete, insert, replace blocks/columns
- of text ‘

7.3 Use global .search and replace

7.4 Use spelling verification -

The general area of competence MAJOR EDITING AND
REVISING and its four enabling skills were part of the

checklist portion of the research instrument.. Only 21 of
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’

the 82 participants performed enabling gskill 7.2 very
frequently in their work activities. These same word
processing operators performed enabling skill 7.1 some of

the time, and they 1indicated that they performed

competencies 7.3 and 7.4 very seldom.

‘ Table 37 - .

Enabling Skills Performed by Participants for General Area
of Competence - Major Lditing and Revising - Work Scale

:

v
Performed by Participants

Enabling
Skill
Very ” Very
Seldom Seldom Some Fq;quently Frequently
7.1 Move Blocks or (12) (15) - (22) (16) (15)
‘Columns of Text 14.8- 18.5 27.2 19.8 18.5
. 7.2 Delete, Insert; ‘ ’
‘ Replace blocks/ (7) (11) (20)  (21) o (2D)
Columns of Text 8.7 13.7 25.0 26.2 26.2
7.3 Use Global Search (29) (19)  (16) (8) (7)
and Replace 36.2 23.7 20.0 10.0 8.7
7.4 Use Spelling ~  (41)  (7)  (10) (6) (11)
Verification 51.9 8.9 12.7 10.1 13.9

In Table 38 are data wh%ch wefe collected with. the
PREPARATION SCALE for the féﬁr "enabling skills for thev
function of MAJOR EDI?}NG AND REVISING. These ‘data show
that of the four co;;étencies participants were of  the
opinion that their pfeparation to perform enabliﬁg skills
7.1 and 7.2 to be very adequate. Their opinion toward

preparation received with competéncies 7.4 and 7.3 was

neither .inadequate or adequate and adequate respectively.
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Table 38

Opinions of Participants Toward Preparation of Enabling
Skills for the General Area of Competence -— Major Editing
and Revising - Preparation Scale

Opinions of Participants

Enabling
Skill ‘ |
> ‘ ) i Very 1 ’ » Nei Inageq 4 Very5
’; e Inadeq Inadeq® or Adeg Adeq Adeq
‘ S .
7.1 Move Blocks or (2) (2) (17) (27) (30)
© Columns of Text 2.5 2.5 21.5 34.2 38.0
s
7.2 Delete, Thsert,
' Replace blocks/ (1) (%) (16) (28) (30)
Columns of Text 1.3 5.1 20.3 35.4 38.0
7.3 Use Global Search (3) (10) (19) (24 (20)
and Replace . 3.9 13.0 24,7 31.2 26.0
7.4 Use Spelling (18) (9) (28) (12) (7)
Verificatioen 23.7 11.8 36.8 15.8 9.2
1Very Inadeq = Very Ihaﬂequate
nadeq = Inadequate
ei Inadeq or Adeq = New#ther Inadequate or Adequate

5
g%deq = Adequate
ery Adeq = Very Adequate

"

General Area of Competence - STORﬁ AND FILE TEXT

Enabling Skills:

-

8.1 Store more than one version of a
document o '
8.2 Delete previous versions of documents
8.3 Set up files ahd maintain records
8.4 Copy file(s) or a part of a file

Of the four competencies that are involved to learn to
STORE AND FILE TEXT, only ;Eompetence 8.3 was very
frequently performed by those involved in the research.

Competence 8.4 was frequently performed; while



competencies 8.1 and 8.2 were some time performed by the
82 word processing operators who furnished data for Table

39. | | :

Table 39

Enabling Skills Performed by Participants for General Area
of Competence - Store and File Text - Work Scale

, Performed by Participants
Enabling :

Skill
Very Very -
Seldom Seldom Some Frequently Frequently

*

8.1 Store More Than

One Version of a (17) (12) (23) (13) (15)
Document 21.2 15.0 28.7 16.2 18.8
8.2 Delete Previous
Versions of , (10) (10) (24) (15) (22)
Documents 12.3 12.3 29.6 - 18.5 27.2
8.3 Sef Up Files.
. and Maintain . (12) (8) (12) (24) (25)
Records ‘ . 14.8 9.9 14.8 '29.6 30.9
8.4 Copy File(s) or  (11)  (8)  (16) (25) (21)
a Part of a File -13.6 9.9 19.8 30.9 25.9

%

- : ] /.
The PREPARATION SCALE for STORE AND FILE TEXT asked
. : g

pé;ticipants to give their opinions for the samé enabling
skills ‘that they rated on the WORK SCALE. In Table 40 are

data which show that 28 operators were of the opinion that

they had reteiéed training with enabling skill 8.2 that was

either adequate or very adequate. According to the opinions‘

of.thev82_participants, competencies 8.1, 8.3, and8§.4 were

adequately taught while they were taking their course work.
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- Table 40
Opinions of Participants Toward Preparation of Enabling
Skills for the General Area of Competence - Store and File
Text - Preparation Scale

Opinions of Participants
Enabling
Skill

Very 1 5 Nei Inadeq Very
Inadeq' Inadeq® or Adegd Adeq4 Adeq?

8.1 Store More Than

One Version of a (8) (2) (20) (25) (24)
Document , 10.1 2.5 25.3 31.6 30.4
8.2 Delete Previous
Versions of (6) (2) (15) . (28) (28)
Documents 7.6 2.5 19.0 35.4 35.4
8.3 Set Up Files ,
and Maintain (8) (5) (19) (26) (22)
Records g 10.0 6.3 23.7 32.5 27.5
. 8.4 Copy File(s) or . (&) (6) (15) (29) (26)
a Part of a File 5.0 7.5 18.8 36.2 32.5

1Very Inadeq = Very Inadequate
2lnadeq = Inadequate

ei Inadeq or Adeq = Neither Inadequate or Adequate
4Adeq = Adequate

ery Adeq = Very Adequate

[

General Area of Competence - RECALL AND RETRIEVE TEXT

Enabling Skills:

9.1 Use document index (directory)

9.2 Access stored text

9.3 Selectively display portions of stored
text, such as a specific page:

9.4 Use security codes

»
Three of the four enabling skills that are used by word

processing operators to RECALL AND RETRIEVE TEXT were rated

by research partioipants to be very frequently done 1in



.0

their work. -The following enabling skills received this
rating: 9,1, 9.2, and 9.3. These operators indicated that
enabling skill 9.4 was very seldom done as a work
activity. Table 41 contains these data. -~

Table 41

Enabling Skills Performed by Participants for General Area
of Competence - Recall and Retrieve Text - Work Scale

’

Per formed by Partiéipants
Enabling '
Skill

Very Very
Seldom Seldom Some Frequently Frequently

9.1, Use Document (3) (1) (9) 17y . (50)
Index (DIR) 3.7 1.2 11.2 21.2 62.5
9.2 Access Stored (1) (2) (5) (22) (50)
Te t 1.2 2.5 6.3 27.5 62.5
§.3 selectively Display
Portions of Stored
Text, Such as 4 (4)  (5)  (14) (26) (30)
Specific Page 5.1  6.: 17.7 . 32.9 38.0
9.4 Use Security (48)  (6) (8) (5) (9)
Codes 60.8 7.6 10.1 6.3 11.4

Of the three enabling skills 9.1, 9,2, and 9.3 that
were very’ frequently performed by participants, their
opinions of tﬁe'preparation they received to perform these
three. competencies was considered to’ be very adequate,.
Although Use security codes was very seldom wused as a word
processing function research particpants were of the opinion
that their preparébﬁgaxtg/perform this skill was neither

inadequate or adequate. Table 42 contains this data.
g )

P
L)
LN
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Table 42

Opinions of Participants Toward Preparation of Enabling

Skills for the General Area of Competence - Recall and
Retrieve Text - Preparation Scale
1
~ \ e e am
T
Opinions of Participants
Enabling < '
Skill
Very 4 o Nei Inagdeq A Very5
Inadeq / Inadeq or Adeq Adeq Adeq
9,1 Use Document (2) (3) (3) (24) (46)
Index (DIR) 2.6 3.8 3.8 30.8 59.0
9.2 Access Stored (1) (2) (6) (29)  (40)
Text 1.3 2.6_ 7.7 37.2 5.3
9.3 Selectively Display
Portions of Stored
Text, Such as a (4) (2) (9) (30) (31).
Specific Page 5.2 2.6 11.7 39.0 40.3
9.4 Use Security (21) (6) (31) (7) (9)
Codes . 27.3 7.8 40.3 9.1 11.7

lVery Inadeq = Very Inadequate
Inadeq = Inadequate N
Ziei Inadeq or Adéq = Neither Inadequate or Adequate
*deq = Adequate ' .

ery Adeq = Very Adequate

General Area of Competence - PRINT (OUTPUT) TEXT
Enabling Skills:

10.1 Start/Stop printer
10.2 Set up printer using menus or special
print commands
10.3 Load paper
10.4 Print from screen or storage
10.5 Use print queues
10.6. Change ribbons or print wheels
| 10.7 Operate automatic sheet feeder

For the general area of competence - PRINT (OUTPUT) -

TEXT there were seven enabling skills that were listed on



the combined checklist. In analyzing the WORK SCALE
checklist it was found that all seven of the enahlihg gkills
were very frequently performed in this study.,' Data 1in

Table 43 show the following number of participants who rated

each of the competenpies: 10.1 (48); 10.2 (26); 10.3 (46);'

10.4 (54); 10.5 (21); 10.6 (28); and 10.7 (27).

Table 43

Fnabling Skil
QE Competenc

,
Performed by Participants for General Area
Print (Qutput) Text - Work Scale

" Performed by Participants
Enabling
Skill

Very | | Very
Seldom Seldom Some Frequently Frequently

10.1 Start/Stop (2) (1) (8) (21) (48)
Printer 2.5 1.2 10.0 26.2 60.0
10.2 Set Up Printer
Using Menus or
: Special Print (10) 7 (17) (20) (26)
‘E Commands 12.5 8.7 21.2 25.0 32.5
10.3 Load (9) (3)  (8)  (14) (46)
Paper 11.2 3.7 10.0 17.5 57.5
10.4 Print from |
Screen or (2) (3) (8) (13) (54)
Storage 2.5 3.7 9.9 16.0 66 .7
10.5 Use Print (16) (8) (12) (20) (21)
Queues 20.8 10.4 15.6 26.0 27.3
10.6 Change Ribbons (13) (4) (17) (18) (28)
of Print Wheels 16.2 5.0 21.2 22.5 35.0
10.7 Operate
Automatic Sheet (27) (9) (10) (5) (27)
Feeder - 33.7 11.1 12.5 6.3 33.7




In giving their opinions of the preparation they

received with these enabling skllls while on course, it was

the opinions of these individuals that they received very

adgguate preparation with competencies 10.1, 10.2, ,10?3,
10.4, and 10.5; and that they received neither iﬁadequate

or adequate preparation with enabling skill 10.7. Table 44

supports this data.
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Table 44 o A

‘Opinions of Participants Toward Preparation of Enabling
Tkills for the General Area of Competence - Print (Qutput)
Text - Preparation Scale ‘ ‘

- .

i

o> Opinjons of Participants

Enabling
Skill T ,
Very é»Nei Inadeq A Verys
+ Inadeq 'Inade&q” or Adeq Adeq Adeq
10.1 Start/Stop ) I ¢ (21).  (45) -~
Printer - 6.3 -

10.1. 26.6 . 57.0

10.2 Set Up Printer
" " Using Menus or

Special Print (5) (9) (10)  (25)  (28)
Commands 6.5 11.7 13.0 32.5  36.4
S ) it
10.3 Load L (5) (5) (8) (22)  (39)
. Paper 6.3 6.3 10.1 27.8  49.4
10.4 Print from. : ‘ p .
Screen or (1) (2) (1) (25)  (44)
Storage 1.2 2.5 8.7 31.3 55.0
'10.5 Use Print (8) (3) (20)  (21)  (26)
Queués 7.9 ¢ 3.9 26.3 137.6 34,2
10.6 Change Ribboks  (10)  (7) (21) 0 (18)  (23)
: of Print Wheels 12.7 8.9 26.6 . 22.8  29.1
10.7 Operate | : - o
AutomaxquShéet\ (21) o (10) (24) (8) (15)

Feeder ' "26.6 "12.7  » 30.4 - 10.1 19.0

FVefy Inadeq = Very Inadequate : e

Inadeq = Inadequate ' o . o

Nei Inadeq or Adeq = Neither Inadequate or Adequate
4Adeq = Adequate S : ‘
5Very Adeq = Very Adequate




General Area of Competence — EXECUTE SPECIAL FEATURES

Enabling Skills:

11.1

11.2

‘ 11.3
. 1l.4

11.5

11.6

11.7
11.8

Use
Use

Sort and select (Records/List Processing)

forms
math or arithmetic

Merge (Form Letters) :
Assemble a document from a number of
sources

Use
Use
Use
key

communications features

the system dictifbonary

glossary, key stroke save, or other
stroke storage features ‘

‘Data iﬁ‘Table 45 show that those involved in the

very seldonm

this table.

participants perfgrmed some of these enablin

all, either some of the time, seldom&or very frequently.

performed the eight enablin

Other data in this table show that

g skills listed

g skills but not
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Table 55

Enablgng Skills Performed by Pafficipants for General Area
of Competence - Execute Special Features - Work Scale

Performed by Participants

Enabling
Skill |
o Very ) "Very
Seldom Seldom Some Frequently Frequently
11.1 Use (34)  (6) (17) (9 - (12)
o Forms. 42.5 7,5 21,2 .+ 11.2 15.0
11.2 Use Math of - (47)  (11) (11) (5) - (3)
: Arithmetic - 58.0 13.6 13.6 6.2 3.7
11.3 Sort and Select
(Records/List = (40) (15) (11) (6) (5)
Processing) 49.4 18.5 13.6 7.4 6.2
11.4 Merge (Form (26)  (8) (13)  (14) (16)
. Letters 32.5 10,0 16.2 17.5 20.0
11.5 Assemble a
Document From ' .
a Number of (40)  (7) (13) (to) (8)
Sources . 50.6 8.9 16.5 12.7 7.6
11.6 Use - R ,
Communications (45) (10) (12) (3) . (4)
Features - . 57.7 12.8 15.4 3.8 5.1
11.7 Use thé | '
o System - (48) (9) - (5) (6) (5)
Dictionary 60.0 11.2 6.3 7.5 6.3
11.8 Use Glossary,
Key Stroke Save,
or Other Key ‘ ‘ :
Stroke Storage (37) (4) (18) (7) (10)
Features: 46.8 5.1 22.8 8.9 12.7
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Patticipants' opinions show that for the eight enabling

skills listed, it was their opinion that the training they

received with competency 11.4 was very adequate. They were

also of the opinion that their training was neither

inadequate or adeqﬁate for competencies 11.1, 11.5, 11.6,
; :

11.7, and 11.8; while they considered the training' they

-

received with enabling skills 11.2, and 11.3 to be very

inadequate.



Table 46

Opinions of Participants Toward Preparation'of Enablin
Skills for the General Area of Competence = Execute
Special Features - Preparation Scale

)

124

.Opinions of Participants

Enabling
Skill
Very ’ 5 Nei Inagdeq 4 Very,
‘Inadeq' Inadeq . or Adeq Adeq Adm? :
11.1 Use (19) (14) (20) (12) (11)
Forus 24.7 18.2 . 26.0 15.6 14.3
11.2 Use Math of (26) (16) (22) (6) (6)
- Arithmetic 32.9 20.3 27.8 . 7.6 7.6
11.3 Sort and Select ) .
(Records/List (18) (10) (18) (15) (14)
Processing)- 23,1 12.8 23.1 19.2 78.2
11.4 Merge (Form (4) (10) (133 (25)  (25)
Letters 5.1 12.7 16.5 ‘. 31.6 31.6
11.5 Assemble a
" Document From :
a Number of (10) (14) (22) (15) (13)
Sources 13.0 18.2 28.6 19.5 16.9
11.6 Use ,
Communications (23) - (9) (30) (7). (3)
Features 30.3 11.8 39.5 9.2 3.9
11.7 Use the
System (24) (11) (24) (5) - (6)
Dictionary 31.2 14,3 31.2 6.5 7.8
11.8 Use Glossary,
Key Stroke Save,
or Other Key
Stroke 16) ,(9) (25) (12) (11)
Features 21,3 12.0 33.3 16.0 14.7
1 . . @ .
2Very Inadeq = Very Inadequate )
3Inadeq = Inadequate B
4Nei Inadeq or Adeq = Neither Inadequate or Adequate
Adeq = Adequate o : :
5Ve =

ry Adeq Very Adequate
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General Area of Competence - EXECUTE OTHER SPECIALIZED
FUNCTIONS . :

s

{ ¥
Enabling Skills:

*12.1 Use graphics '
12.2 Use photocomposition equipment

12.3 Use typesettiﬁ% equipment
12.4 Perform‘sysqéﬁftrouble—shooting
"12.5 Write special programs
12,6 Supervise other operators
Section 12 of the Word Processing Competency Checklist
incl&ded six enabling skills that make uﬁ the general area
of competence — EXECUTE OTHER SPECIALIZED FUNCTIONS. Data
collected with this section were used to organize Table 47.
These data show that enabling skills 12.1, 12.2, 12.3, .12.4,

12.5, and 12.6 were very seldom done by the participants

of this study as a work activity.
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Table 47 ,

Enabling Skills Performed by Participants for General Area
of Competence - Execute Other Specialized Functiofs -

Work Scale o

Perfofmed by Participants

EnaBling
Skill v ,
: Very ’ Very
Seldom Seldom Some Frequently Frequently
12.1 Use (42) (8) (13) (6) (8)
Graphics + 51.9 9.9 16.0 7.4 9.9
12,2 Use Photo- ]
. Composition . (65) (3) (1) - N (1)
Equipment - 83.3 3.8 1.3 - (}:3
12.3 Use Type- "
Setting (63) (3) (1) (3) -
Equipment 80.8 3.8 1.3 3.8 -
'12.4 Perform System o
' Trouble (44) (13) "(10) (2) (1)
- Shooting 57.1 16.9 13.0 2.6 1.3
12.5 Write Special  (64) (2)  (3) - (1)
Programs 82.1 2.6 3.8 - 1.3
'12.6 Shpervise ‘ v
Other (50) . (8) (10) .- (2) . (4)
' 5.0

"Operators 62.5 10.0 . 12.5 2.5

Opinions of those who ﬁrovided data for this question
on ﬁhe PREPARATION SCALE are shown as data 1in Tablé 48,
which shéw _;t was the opinion of participants thét their
preparation -with enabling skill 12.1 was ‘adedﬁate. Their
p;eparation with competencies 12.2, 12.3, 12.4,'and 12.5 was

very 1inadequate, and enabling skill ' 12.6, was neither

inadequate or adequate.
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. Table 48
Oginiong of Participants Toward Preparation of- Enabling
Skills for the General Area of Competence - Execute Other
Specialized Functions - Preparation Scale

w

i &

Opinions of Partitipants

Enabling
Skill . ; R ;
Very Nei’ Inadeq . Very
InadeqTInadeq2 or Adeq% ‘ Adeq,4 ,Adeé
12.1 Use . (12) (9 (14) (21) (19)

Graphics - 15.4 11.5 17.9 26.9 24,4

12.2 Use Photo- . : .
Composition (29) (11) S (24) (
" Equipment 38.7 14.7 32.0 4,

12.3 Use Type-

Setting (26) (12) ~(26)
Equipment : 34.7 16.0 34,7

12.4 Perform System o
Trouble (27) (11) (22)
Shooting 37.0 15.1. 30.1
12.5 Write Special (37) (7) (22)
. Programs 50.0 - 9.5 29.7

12.6 Superﬁfﬁe

Other ° o (25) (7) (26) (5) (7)
~Operators 33.3 . 9.3 34.7 6.7 ‘9.3
;Vefy Inadeq = Very Inadequate -

Inadeq = Inadequate , :
SNei Inadeq or Adeq = Neither Inadequate or Adequate
Adeq = Adequate ) :
5VeryrAdeq = Very Adequate




Chapter V

Summary, Findings, Conclusions, Observations, and

s

Recommendations

\
Introduction

Chapter I of this thesis included a detailed outline of

the research design and the methodology that was used to
bring this study to its conclusioﬁ.‘ Contents of  that
chapter also contained fhé,problem staﬁement; the major and
suppdrting objectivés af thg“study, the need ' and

significance of the .study, the research population and
procedure used to select the sample, limitations of the
investigation, research assumptions, Enstrument design? a
descriptibn of the Pilot Study, operational definitions
applicable to this research, ‘and the methodology u;éd to
collect data for analysis.

(Chapter IT is titled "Related Literature and Research"
and is divided iﬁto two sections: related literature, and
related research;k

Chapter III is titled "Mephodology"vand discusses the.
research method used ifi the study inﬁldding a description of
the DACUM procedure to identify general areas of competence
and enabling skills for thé occu;ational title "word
processing operator.’'

Inv Chapter IV data that were collected with the
research instrument are analyzed. These data were analyzed

and presented in tabular form for ease of presentatiomns and

interpretation by the reader.
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The final. chapter bf_this report, Chapter V, is
divided into five related and integrated parts. The first
part contains a summhrw of the research methodology. The
second, third, and fourth part includes the findings,
conclusions and observations of the research.. In the fifth
and last part, recommendations are made for further

/ ~
research for those conce{ned with designing curriculum for
/

word processing courses,.

Summary »

Word processing has Dbeen in e;istence‘.sincé the
earliest attempts of the Babylonians in the eighth—centdry
B.C. when members of that civilization began to capture
their thoughts 1in recorded form on clay tablets. Later
attempts at processing words in the nineteenth and twentieth
centuries resulted in inventions that brought about ‘easier
ways of recording ideas. One attempt succeeded in recording
the spoken word, while other attempts to record the ideas of
man produced such inventions as moveable type which was
follgwed' by thé printing press and the typewriter. '

The electric*typewriter-appeared, in different forms
throughdut this time énd included a machine to make typing
errors .disappear from‘ original copies with the use of a
special "lift off" tape, and a "dual pitch" lever which
changed the pitch from pica to elite by simply switching a
lever. Then the IBM "Selecric" Typewriter replaced typebars
and moving carriages with é.printing element shaped like a

golf ballv;.:
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The automatic typewriter is considered to he one of the
oldest output word processing typwriter group still on t he
mufkex todgj. Machines of this type use a  paper roll
similar to the old piano rolls for its medium. Punched
holes in 5 paper roll represented the characters, and during

playback air was forced through these holes in the paper
roll medium automaticqlly driving the typewriter. Some
units in this group now use paper tape and paper cards as
media but these too; are quickly disappearing. ALl these
inventions made it easier for man to accurately record ideas
in printed form.

The most recent innovation placed on the market by
manufacturers of office equipment has been the
integrated/multifunction systems which is encouraging the
move away from the stand-alone and/or shared—logic systems,
These syétems came into use when companies beggn utilizing
their existing <computer systems for word -processing and
other business applications through the addition of software
or 1incremental capabilities. | This type of system not only
performs traditional data processing- functions, but also
serves as a word processor. Hence, the term multifunction.
The term integrated system refers to the capability of the
multifunction system to interface with a central computer
system oOr 6ther multifunction system, allowing for the

. ‘

exchange of informatfon between these systems.
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The Problem

The research problem and major objective of. this study’

was to compare flxe entry level word processing engpling
skills of ‘graduates from four institutions where word
processing courses'gWere offered to the adult fearner in
Alberta at the non-university post secondary education level
with the enabling skills these individuals were using within
one‘yeur of their employment.

In support of this purpose the following major

objectives of the study were established.

1. To identify significant word  processing
competencies for business, industry, ar
government that may not be an integral part
of either the course of study or the curficulum

offered at preparing institutions.

2. To determine the frequency with which entry
level word processing competencies were used

T

by first.year word processing personnel.

. -

3. To identify additional word processing
competencies that members of the reseafch

sample acquired at the work place.

4, To determine if those who provide data for
the study saw a need for continuous updating
of their competencies base in order to remain

proficient as a word processing operator.
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Population and Selection Procedure

The population of this study consisted of 410‘ word
processing operators yho had successfully completed some
formal word processing training between September, 1989 and
September, 1984, at either the, Northern Alberta [nstitute of
Technology (N.A.I.T), Grant MacEwan C;ﬁmﬁnity College,
Alberta Co:iege, or Alberga Vocational Centre (Fdmonton).

To identify this‘population a list of graduates was
obtained from. personnel involved in administering or
teaching of these cerses at each of the four institutioqs.
Of the four lists thatvwere receivéh there were a total of
419 names.

The following selection criteria were established to

select research participants:

1. Had successfully completed at least

\ 40 hours, and not more than 120 hours,
of formal word processing training .
inclﬁding both word processing concept

theory and hands-on ‘experience.

2. Employed as either a word processidgs
operator, or designated as an operator

by the employing acency.

3. Employed for a period of less than,
‘but not more than one year after
successfully completing formal word

processing training.
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With the use of the four 1lists and the Edmontort

Telephone Directory the telephone numbers for the 419
graduates were obtained. A telephone cal{'was placed Lohull
the nnmés on ﬁhcse lists. The rﬁsult of this ﬁruceduré wils
that a 101 graduates met the' criteria for selecting
particdipants, and agreed to participaté in the study. These

101 became the research population.

£y
The Research Instrument

" The research instrument selected for use with . this
study, was a questionnaire. Demographic data and interval
data using two modified 5-point Likert scales were used to

collect data from 82 research participants.
: o

Thié instrument was composed of the ;ollowing two
parfs: Part A - Demographic Information, anh Part B - Word
Processing Competency Checklist.

Part A of the research instrument gatheréﬂ informatioﬁ

.

jbout the participants'J Educational History - General, and
Work History. Part B was a checklist of word processing
competencies that were taken from the DACUMw_ch t. These

competencies included the general areas of compeafnce and

the‘enabling skills.  This checklist was a detailed listing

of word processing competencies that were described 1in

universal terms that were non-machine specific for the
occupation’ of word processing operatur. This research

instrument was used in the Pilot Study.

Part B consisted of two S5-point Likert scales with 12~

p

oY

general areas of competence and 60 enabling skills. The

13

e

Loy
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WORK SCALE gathered information on those word processing

-
LR

competencies “the participant performed at the work place
. ‘a N L

“during the first year of employment. “The PREPARATION SCALE

collﬁfted ”iAf;rmation on the par&icipant's‘opiniop‘of the

~word proceséiné functions previously received in’a: formal
edﬁéa;ionai setting. | |

- The draft instrument was deéigned andtdiscuséﬁd with a

"specialist in inéirument design f¥om the ‘Department of

Educational Psyghology,,faculfy of éducation, The Uﬁiversity

of Alberté;- From that review it was recommended‘thdt the
Pilot Study population be retained at five individuafs.
D PR
Mbdificatioms were sﬁggeéfed in the method of\cbnduéting the =
Pilét'Snudy. It’waé reccmmended that ins}e&d’ﬁf/EI;Z;;;/;he o
brgsearch instrument in the .hands of Pilot Study parﬁ;cipants:‘
as ‘ofiginally" pianﬁéd, rhat selected guestions ‘from the
questiddnaire be asked. . This progedur% 5wou1d' Hélp to
estabkish face validity of the instruments It was highly
lregqmmended thaé thé'title for the research instfument_ that
- Qés.used iﬁ the study be classified as a questionnaire, and
that thg fesearcb instfhment be mailed to no less than. 100
"paftiéiﬁants, ’Su%sequent to 'thié  reviéw, tme research '
o ‘ . ' v Wi ;
‘instrument was revised be?%;ebit was used ginf?the Pilot

&

~Study.

The Pilot Staudy ,
Those particgpating inﬁgthé Pilot Study were word

processing operators who were involved in a two-part study.

In the first part of thé’Pilot Study, -each participént was



interviewed and observed' by the researcher using selected:

questions from the queﬁtionnaire. " In the second part of the
.' ‘N \ © .
Pilot Study, each- participant received a copy of the
! - . £ . .
questionnaire to complete. The information gathered on the
»

"completed questionnaires was then compared by the -researcher

to responaes gathered durihg the interview and observation
phase of the Pilot Study. to establish face validity -between

Y’
what the partic1pant stated they did, and what they actually

did. Following the Pilot Study the results from this

portion of the research were used to modify the research

instrument before it was used in the major investigation.

Methodology
A3

Following the revision of . the questionnaire, the

revised questionnaire was mailed to the 101 members of the

.research population.

A covering letter was prepared which included a

deadline date and 1t 'was mailed to each "member of the

-

research population along with the questionnajre. 5§A self-
addressed, stamped’ envelope was also enclosed with the

research instrument. From the initial mailing, 49 completed

questionnaires were returned. This repregsented a rate of

return of 49%.

To increase this. rate of return a follow up telephone

©

call was made to those who were dellnquent in. meetlng the

initial deadline’ date. As a result of this follow- uph

telephone call, an additional 33 completed questionnaires

AN
were returned.
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citations were journal articles, education reporw

.completed in Canada. . - .

136
4§

This increased the rate of return to 82 completed

©

questionnaires for a total pércentage return 6f 81%. All 82
completed questionnaires were processed and analyzed.

The data from the research instruments were coded by ..

the -researcher and keypunched by personnel of the Division

of Educational Researsh Services, Faculty of Education,

Upiversity of Alberta. The frequency pfogram was selected
from the Statistical Package for the Social Sciences (SPSSX)

and was used to generate frequencies, and percentages. These

frequencies and percentages were placed in tabular form for .

presentation and analysis to determine the findingS‘of this
study.
i

Related Research

The - researcher conducted an information retrieval

search of the ERIC data base, as well as eonducting a manual

search of the standard indices for reporting the findings of 1§

educational research. “From this "search a total of 13

citations (hits) were obtained. Included - in [thése 

doctoral dissertations (ERIC Documents). A review OF

research literétu&e revealed that no research on the entry

" level competencies yof word processing opérators had been

s

v

A study was completed in the United States by Ettinger
(198?) yhich dealt+«+ with the requirements and business

£

" trdining procedures for word processing persondel’ with

implication for word processing curriculum development in

-

,
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two-year post secondary institutions. Statistical analysis
of the data for that study indicated that three Tmost
. . . » . i ">

important generic competencies to include in word processing

curricula are language arts, human relations, and electronic

keyboarding. A major conclusion of the Ettinger study.was
that new emphasis has been placed on sophisticated
" electronic equipment, changing office procedures, “and

intégrated systems to coordinate office routines and work
flow. -
At Kent State University in Ohio, Kutie (1977) analyzed

the behavior-oriented job dimensions for six categories of

P T .
: v . . .
_Processing lead operators,. and word processing supervisors.

‘.

ecretaries which included word processing operators, " word

Data were . collected from a total of 236 secretaries.
Ahélyéis & of the data indicated that word processing

operators' positions were characterized by such dimensions .,

as controlling and operating machihé§.and}equipment; many of

¢ %

the behaviors in the job profile3s re non-skill behaviors

and/or combinations of basic skills; and, in reference. to

A

job satisfaction, traditional secretaries were generally ™
: = A
, \ , S

more satisfied that word processing operators. A major
conclusion - of the study was that bﬁ%&ness educators, -

including both- curriculum designers and‘guidahce counselors,
should be aware of the changing strutture‘of office work as
evidenced by EPE variations in. job behavior profiles for

various classifications. of secretaries, and that word

processing ~ jobs should not be equated with clerk-typist *
' N :

Y
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levels of work.

| Pura coﬁpieted a study at the University of Alberta 1in
1970 wﬁich analyzed office activities_using Nobels' taxonomy
in Eﬁ.”attempt to determine the relative .amounts. of time
whichﬁ31967 "and 1968 business educetion graduates sbent
performing various business and office activities. Puta
showed the kinds of;éctivities——péerating, ‘interactipg, and
managing--a beginning office worker is'likely to encounter
in the world of work; - This researcher indicated that if tHe
objective ef the 1eerning ptocess is the achievement of
relevant performance skills, 'the implications from the
findings seem to point to the necessit& of varied day-to-day

3351gnments whlch 1nvolve not only the operations, .but also

the interactions and task management activities whlch apply
- ™ e,

ES

to the business world.

Pura suggests that educators must be aware of current"

3
office practices so that course content and skill develop-

ment will be relevant in terms of student needs and present-
day offtce ;equirements; that regular.surveys or follow-up

studies should be made in order to determine whether . the

programs of 3tud1es are meetlng the needs of the students;

and that two-way communlca&ion with graduates could /serve

very purposeful ends.

'Walker (1980) from Western Illinois University .

conducted a study to determine the current status of word -

processing in Illinois in order to suggest ways to improve
curricula in Illinois post secondary schools. The study

involved soliciting and evaluat®ng word processing textbooks
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and course materials; requesting informatibn from word
processing manufacturers and distributors; surveyiﬁg 76
firms employing graduates, and surveying  business

instructors;

Study. fiﬁaings, based on wusable respamses ffom 41
employers and 38 schools included: 63.4% of the firms used
5word processing. equipment and‘65.3z preferred that employees
haVe previous word prdbessing training; 77% of the firms
anticipaked’ an expansion of the wotd processing industry
dyring the next S‘years; 68.47% of fhe schools indic;ted that
they offéred some word processing training and 60.5% used
wogd. processing equipment; and only 427 of the échools

planned to update their present word processing curriculum,

Findings
Educational History - General
Word processing operators involved in the investigation

were graduated from high school ‘in either an academic or "a

bysiness education program of study, with an average English

7

mark -in the mid seventies. V‘One half (50.0%) of these
participants last attended a formal school from zero to five

years prior to their formal word processing training; and

30.5% indicated that it had been six to fifteen years since

-they last attended a formal school.

Work History
The majority (54.9%) of the word processing operators

involved .in the research were enployed full-time, while

v
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34.1% were employed papt time prior to enrolling in some
Iform of a formal word proce551ng training . course. ‘These
operatofs were employed on an average of up to four years
prior to.enrolling_ih the formal word processing course.

| Tpe majority (93.9%) of the word processing oparatprs

who provided data for this study were not employed as word

processing opérators’ prior to entefihg formal training.
Q

They were equally emplqyed' in a secretarial/clerk
typist/receptionist, and a variety of other unrelated
occupations. They used electric and electronic typewriting

equipment in that employment, and none of the research
participants indicated the use of a manual typewrite .to
process information.

The few research particgrants who had previous
employment as word processing operators indicated that they

performed the following wordvprosessing tasks: letters and
, _ P

A3
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memos, printipgj' pultipage documente, reformating, ._and
editing and creating documents. Theseltasks'comple@ent the
basic areas of competencies and enabliﬁg skills that were
identified in‘ this fesearch;

Fifty-four point nine percentv of the word
processing' operators who took part in this study and who
responded to this question indicated they "had between 40 and
60" hours of word proce331ng training priof to being employed

as a word processing'operatpr; another 23.2% indicated they

had pup to 120 hours. When asked to ratée their training,:

research participants rated their formal word processing

tra:aing ‘'of much use,' These data indicate that - training
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for entry word processing positions assists - operators iﬁ
pé;forming functions-fhat are required of word processidg
operators.

‘

Fifty-five (67.1%) of the research participants who
responded to this qﬁéstion indicated they were 325‘ trained
on the samg'equipmenf they used as word processing operators
when the study was conducted.. This data indicates that
training focussed ‘on machine specific operations may not
ease the student's transition from traiﬁing to work.

This study showed that the average size of the office’

staff where participants were employed was between 1 and 25

persons which indicate that the majority of the r search

participants workeg in an office which could be classi
as small.” ® . C :

Resu}ts of data analysis indicate that 50.1%2 of the
word processing -operators involved in this study devote
between O to 17 hours per week pérfo}ming word procéssing
functions, and 47.6% devoteﬁ18 té 41 hours per week to. the
processing of words. The majority of the Tresearch

fgarticipan£s specified that the word processing function
'most oftén' performed was letters and memos, with mul£ipage
docﬁme;ts also being commbn.

The results 5f thes data collected from the research
participants .on the most common word processing equipment
beiﬁg uéedv (Micom, 31.7%) correlated to the high

distribution among the four institutions in the study of

Eo . 4 o
Micom equipment. However, the second highest category of



equipment used (appearing under the category of 'other,'
(30.5%) included the use of microcomputer ‘technology as
opposed fo dedicated systems.

Also, approximately 75% (59) of the word processing
personnel who provided data for the study indicated they
could operate other kinds of word processing equipment
other than the"equipment they Qere using.

Thirty-nine (47.5%) of the word processing ‘operators
who were involved in thé study indicated that they needed
addifional, training on'the word processihg equipment they
‘were presently using in their work environment, while forty-
one (SQ.OZ) of the reSearch participanps were either
undecided, - or strongiy disagreed, for the need | for
ad@itional tréiniﬂg on equipment in their present position.

a Sixty-two v(75.6%5 of the research participants
indiéated they had not attended a workshop or conference on

of fice automation and/or word processing a year prior to the

study.
The . policy ‘of employers toward supporting word
processing operators .- to secure additional education,

training, ox professional develobment was that the employer
would: pay the régistration fée and other costs for short
workshops, >seminars, etc; relating to type of work (42.77%);
or they would pay all, ,or part, of;the registration fee for
courses taken in th% eyening (3055%). Employers would also
provide manuals, hanabooks, professional magazines, efc.,
relating to work; and would provide ih4;ervice tréining

related to work. Although some participants indicated the
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t
degree of assistance depended wupon the applicant, few
indicated that there was no support by their employer for

professional development or additional education.

The Word Processing Competency Checklist

The word processing competency chepk%ist listed a
number of word processing functions under 12 general areas
of competence and 60 enabiing skills for all 12 general
areas of competence, which may be performed by word
processing operators. These word processing competencies
were rated firstly, according to frequency of theif use 1in
the work place (the WORK SCALE) using a 5-point Likert scale
that included: VerykSeldom, Seldom, Some, Frequenfly, and
Very Frequentyy. Secondly, using phe PREPARATION SCALE,
participants were asked to rate the adequacy of the

preparation they received in formal word processing training

N

using a 5-point Likert scale with ghese choices: Very
-Inadequate, Inadequate, Neither Inadequate or Adequate,
) o

Adequate, and Very Adequate,

It will be recalled that the purpose of this study'was
to compare tHe entry leVelﬂw%rd processing enabling skills
of graduates from four non-university post secondary
education institutions ip Alberta where word processing
courses were offered to the adulgt learner with the enabling
skills that research participants were :sing within one year
of empioyhent. The responses collected from the word

processing competency checklist indicated that formal word

processing preparation exceeded the competency requirement
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for word processing operators for the first year of

employment.,

' 3
Conclusions

o
i

From the research findings of this study, it could be
concluded that research participants who attended formal

non-university post-secondary school training 1in word
processing acquired the enabling skills at the enLr} lTovel
that would permit them to perform as: word processing

operators in the world of work during their first year of

employment.

SIGNIFICANT WORD PROCESSING COMPETENCIES

The sequence in which the general areas of competence
are pres;nted in this section follow.éhe same sequence in
the way the Aata was collected with the instrument, and  the
sequence in which thé tables were presented in Chapter 3.
To illustrate, Table 25 identifies those enabling skills
that comprise the general area of competence for SET UP . THE
SYSTEM. The first general area of competence presented in
this section involves SET UP THE SYSTEM. |

For khe purposes of this research, the frequently and
very. frequently ratings, and the adequate ahd very adequate
ratings, were aggregated and any ehabling skill with a
percent less than 40 was eliminated as a'finding. |

From the research findings of this study, the following

significant word processing general area of competencies and

enabling skills were identified:

144
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The Work Scale
(General Area of Competence - SET UP THE SYSTEM ‘
Fnabling Skills . Frequently Very Frequently

Turn the Machine,

On and Off 17,37 51,00
Load or Access Systemn

Disk | 43.8% 1,27
Load or Access Work , )

Diskette or File 21.2% 58, 7%
Initialize a Disk 20.57% 24 .47

None of the enabling skills for SH;)UP THE SYSTEM  were
eliminated from the study because an aggregate for all four

enabling skills was rated above the 404 cut-off point.

General Area of Competence - KEYBOARD (INPUT) - I
Fnabling Skill Frequently Very Frequently

Use Alpha and
Numeric Keys 19.0% 60,8%
“Use Code and Function
Keys (Underscoring,
Centering,

Boldfacing, etc.) 35.8% 54.3%
.Use Cursor or Locator

Keys 16.27% . 80.0%
Use Speciua. ¢ stem Keys 26.6% ‘ 36.77%
Use Word W' + -sround S

(On/0f1{ . 1}.%? T 69.6%

+ Only one enabling skill, i« mal Alignment, from

KEYBOARD (INPUT)‘ - I was eliminatéd rom the study. The
remaining five-enébling skills were retaiged.

The general_area of competence of KEYBOARD (INPUT) - II
and its five (5) corresponding enabling. skills were

eliminated from the study because the percentage for each

was below the cut-off point.
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General Area of Competence - CREATE DOCUMENTS . ’
Enabling Skill , Frequently Very Freqhently

Format (Setting Tabs,
Margins, Line

Spacing, Pitch, etc.)  27.27% S4.3%
Name Documents 17.3% 65.47%
Use Prompts, Messages,

and Menus 28.27% 43.67%

For the general area of competence, CREATE DOCUMENTS,
énabling skill 'use stop codes' was eliminated because it

. ] e .
was performed 29.%% of the time bysparticipants,

General Area of Competence - REFORMAT TEXT

‘gﬁnabling Skill Frequently Very Frequently
Restructure Margins, -
Tabs, Line Spacing,
Pitch, etc. 21.27 33.7%
Justify : 19.8% 33.3%

Two of the fopr enabling skills for REFORMAT TEXT,
~'hyphenate,' and 'paginate' were "deleted because their

aggregate percentage was less than 40%.

oy

General Area of Competence -~ MINOR CORRECTING AND PROOFING

Enabiing Skill : Frequently Very Frequently
Delete, Insert,;and | : -
Replace Text »sm& 77.8%

Correct Characters
anords ‘While
Keyboardlhg AR

Scroll (Horlzontarly
and Vertlcally Ty
to Review TeXt)

~ Change Marglns, TalWs,
Llne Spatlng,veté. 7.‘“

A1l of th}e enab :‘fxgl‘ski.lls.;for the

A‘_rL

competence MINO - COJ
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Genernl'Afeu of Competence - MAJOR EDITING AND REVISING
Enabling Skill Frequently Very Frequehtly
Delete, Insert, Replace
Blocks/Columns of
Text ‘ 26.2%‘ 26.2%
Three of the -four enabling skills wused with MAJOR
EDITING AND KEVISING were removed. These were: move blocks

wor columns of text, use global search and replace, and use

spelling verification.

General Area of Competence - STORE AND FILE TEXT

Enabling Skill Frequently Very Frequently
Delete Previous Versions
of Documents . 18.5% 27.27%
.Set Up Files and Maintain
Records 29.67% 30.97%
Copy Files(s) or a Part
of a File 30.97% 25.9%

Only one of the four enabling skills related to STORE
AND FILE TEXT (Store More Than One Version of a Document)
was eliminated from the reseafch. This enabling skill had

an aggregate percentage of less than 40. .

General Area of Competence - RECALL AND RETRIEVE TEXT

e

Enabling Skill Frequentl® ~‘Véry Frequently
I Use Dd%umenf Index . .
R (Directory) - 21.2%2 62.5% "
! Access Stored Text i 37 .5% . . 62.57

Selectively Display
Portions of Stored
Text, Such as a
Specific Page 32.97% 38.0%

The enabling skill, Use Security Codes, was rated less

e

than 407 and was eliminated fro% the study.
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' General Area of Competence - PRINT,(OQTPUT) TEXT

Enabling Skill Frequently Very Frequently
v L ' J‘){‘Y v 3 c
Start/Stop Printer Y 26.2% 60.0%
. Set Up Printer Using = ' .
~Méenus or Special

Print Commands - 25.07% 32.5%
Load Paper - 17.5% ‘ 57.5%
Print From Screen or “ ’
Storage . 16.0% ' - 66.7%
- Use Print Queues S 26,07 27.37%
Change Ribbons or Prlnt
Wheels 22.5% ‘ 35.0% . a
Operate Automatic “Sheet
Feeder ‘ 6.3% - . 33.7%

A1l seven - enabling skills for the éeneral erea of
competence PRINT.(OUTRUT) fﬁXT were rated above 407 and were
retained as part of the study.

The. enabling skills as well as the general areas of
competencg,for EXECUTE SPECIAL FEATURES, and EXECUTE OTﬁER
- SPECIALIZED FUNCTIONS/ were ellmlnated from the study The
enabllng skllls for .eaeh<general area df' competence was
below~the 40% cut-off poiht.

In summary, of..the 60 enabling skills that were
identified, '28 (appreximately “one half) were bnot being
'.perfofmed' either frequently of"very frequently bby those
.‘inv01ved 'in the study  énd; therefore, were eliminatedfas
enabiiqg skills~ in order to’ better organmée‘ instructioﬁal

content for word p;ocessing courses.



The Preparation Scale

’Genéfal Area of Competence - SET UP ?ﬁE SYSTEM-

Enabling Skills’ Adequate Very Adequate

Turn the Machine ’

On and Off 29.67% 61.7%
Load or Access System :
" pisk 35.0% . 52.5%
Load or Access Work ' -

Diskette or File 35.0% ' 56.37
Initialj a Disk L 29.p% " - 32.1%

) ' .
opinion: of participants that the preparation

‘they received. on the four enabling skills'in SET UP THE

SYSTEM was’vgryiadequate ot adequate. \

General Area of Competence - KEYBQ@RD (INPUT) ~ I

Enabling'Skilll Adequate Very Adequate
Use Alpha and . o .
Numeric Keys ‘ 29.97% . 51.9%

Use Code and Function
Keys (Underscoring,

. ' Centering,
Boldfacing, etc.) 35.0% 52.5%
~lse Cursor or.Locator s ' :
" Keys . ‘ w i 39.2% - . . 54 .47%
Use Special System Keys 40.87% ' 23.7%
Use Word Wrap-Around - '
) (On/0ff) : “64.97% 1.47%
Decimal Alignment 41.8% "13.9%
The participants weré 'of the - opinion that the
preparation they received to KEYBOARD (INPUT) - I  was

adequate or very adequate.

General Area of Competénce - KEYBOAR@ (INPUT) - I1T .
Enabling Skill Adequate - Very Adequate

Use Headers and Footers

with Automatic Page

Numbering ‘ 34.67% 21.8%
Paginate 39.7% 34.,6%
Use Multi-Coluymns ‘ 29.17 . 19.0%
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preparation that . participants . received in

i |
'"Footnoting' and in 'Use Subscripts ‘and S%perscyy-ts,' two

£t the . enabling skills to KEYBOARD (INPUT) ~ II, was in
their opinioﬁ; not either adequate or vefy‘adéquate.
General®' Area of Competence - CREATE DOCUMENTS ' -

e

§ e | | " |
Engblingg§kill“ ! -Adeguate Very Adequate

Format (Setting Tabs, _
Margins,. Line - , ’ o

+ Spacing, Pitch, etc.) 20.07% 65.0%
Name Documents X . 26.6% 59.5%
Use Prompts, Messages, K , B

and Menus ' 29.97% ' - 45,57
Use Stop Codes ' 32.5% ; "20.87%

Participants were of the opinion that the preparation
- they received " for the four enabling skills -%to CREATE -

i

DOCUMENTS was either adequgte or very adequate.

£

General Area of Competence - REFORMAT TEXT .fﬁﬁﬁf
Enabling Skill Adequate Very Adequate
Restructure Margins, . .
. Tabs, Line Spacing, ‘ \/ s
" Pitch, etc. - 40.5% . 40.57% . P
Hyphenate (Manual and T :
- Automatic) , 38.5% 34,27 ,
Repaginate 29.1%: 31.67% o
"Justify ‘ 29.1% -~ 51.9% -

The results €t this study show thatvparticipants we're
of ~ the opinion that tﬁe preparation the'y cheived on the
o L _ L : A Cow ‘
four)énaé%%%g skills to REFORMAT TEXT was indeed adéquate or

iy

very adequate. - : - : -
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1

General Area of Competence - MINOR CORRECTING AND %#ING .WW
. A, L S
Enabling Skill Adequate , Very Adéqua?’”a‘;
FOECT
Delete, Insert, and ' D
Replace Text 22.5% 70.0%" -
Correct Characters o ) X
e and Words While o - @
Keyboarding 24 .17 59.5%
" Se¢roll (Horizontally ‘ :
and Vertically ]
to Review Text) 35.47% 50.6%
Change Margins, Tabs, .
Line Spacing, etc. 30.47% 49,47

The above data show'thatvthe participants were of ‘the
opinidn “that fhe preparation they received with the four
enabling .skills to execute MINOR CORRECTING AND PROOFING was

adequate or -very adequate.

General Area of Competence - MAJOR EDITING AND REVISING

’

““Enabling Skill Adequate Very Adequate
Move Blocks or Columns
" of Text 34.2% 38.0%
Delete, Insert, Replace ’
. Blocks/Columns of .
@ Text ' 35.47% 38.07%
Use Global Search and
Replace - '31.2% 26.0%

Participants indicated that they were not.vadequatelyf

ﬁrepared for Qne of,the four enabling skills to do MAJOR

EDITING AND REVISING of text. That enabling skill was 'Use

. Spelling Verification."”



General Area of (pmpetence - STORE AND FILE TEXT

 Enabling Skill Adequate

Store More Than One
Version of a

Very Adequate

. Document 31.6% 30.47
Delete Previous Versions
of Documents ' 35.47% 35.47%
Set Up Files and Maintain ‘ '
Records ' 32.57% 27.5%
Copy Files(s) or a Part .
of a File 36.2% 32.5%
The participants -were of the opinion that the

preparation they received in the four ehabling skills  for’

STORE AND FILE TEXT was adequate or very‘adequate.‘ ¥

General Area of Competence - RECALL AND RETRIEVE TEXT

Epaﬁling Skill ‘ _ Adequate
Use Document Index,
(Directory) ' 30.87%

Access Stored Text 37.27%
Selectively isplay :
‘Portions of Stored
Text, Such as a
Specific Page 39.0%

i b,
Participants were of the opinion

Very Adequate

59.0%
51.3%

40.3%

that they were

adequately or very adequately prepared for three of the four

enabling skills in RECALL AND RETRIEVE TEXT. The - enabling

skill they felt they were not adeduately'trained for -was

'Use Security Codes.' ¢fﬁ‘
, ;
. , k

I8

Bt
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General Area of Competence - PRINT (OUTPUT) TEXT \>

Enabling Skill ”Aquuaﬁe Very Adequaﬁe

Start/Stop Printer 26,6% 57.0% O
" Set Up Printer Using . "
Menus or Special '
Print Commands 32.5%2 36.47%
Load Paper o 27.8% 49 .47
Print From Screea or . N
Storage : - 31.3% 55.0%
Use Print Queues 27.67%2 34,27
Change Ribbons or Print L
Wheels 22.87% 5 s T99.17%
4 : e Wt
- The preparation that .participants received#&q.' perate
. ] .fll N / ) ,‘
Automatic Sheet Feeder,' one of the seven enabliﬁg skills to
PRINT (OUTPUT) TEXT, was in their opinion "n%t either
adequate br4very’édequate. ‘ )
7 General Area of Competence - EXECUTE SPECIAL FEATURES
-Enabling Skill ’ Adequate . Very Adequate

'‘Sort and Select (Records/

List Processing) - 19.27 S 18.27%
Merge (Form Letters) 31.6% 31.6%

It was the bpinion of the participants that the
preparation- they received for six (6) of the eight'enabling
skills to EXECUTE SPECIAL FEATURES was not either adequate
or"very adequate. N Lo : ' o
‘General Area of Competence ~ EXECUTE OTHER SPECIALIZED

o FUNCTIONS _ A,

Enabling Skill Adequate Very Adequate
Use-Graphics . 26.9% 2447

Participants- were of the opinioﬁ that the preparation
they received fpr only one enabling skill out of six, Use
Graphie¢s, for 'the genéral area of competence EXECUTE OTHER

“SPECIALIZED FUNCTIONS:\wgs adequatexor vefy adequate.

L



154

In summary, those involved inwthé,study indicated that

&y’

S they had not received either a&‘ ate or very adequate
tralnlng on 16 (approx1mate1y one fou th) of the 60 enabling
skills that were listed on the PREPARAFION SCALE Tt 1is
possible that these 16 enabllng skills were not used after
the participants 1eft the training program where these
skills COUld. be reinforced in tﬁe workplace through
repetitive use,

bata in Tables 25 to 48 of Chapter IV, and the computer
readout found in‘Appehdix I11, were ,used to report‘thé above
data. | |

Significant wor%/w;rocessing competencies identifiee
above need to be included in qud‘proceésing courses by

* curriculum planners and teachers when desiéning and teaching
word processing courses. » .

It ﬁay be recalled that in addition to the major
purpose of. this study, this study had four eupporting
objectives, | |

One of the supporting objectivls of this study was to

i@entify “signifjcant ’woid proce331ng competenties f?r

business, industry, ot ‘government ‘that( may not .be an

integral part of either the"course, oé“getudy or the
- o .

‘curriCUIhm ‘offered' at preparing 1nst1tut10ns From .the

¥
regults of tfiis study, it was found that the majority of

research participants did not indicate any further

competencies that were an 1n'egra1 part of either the course‘
of study, or the trainin that they received 1nc)word

processing.



The second supporting objective was to determine the

@ L
frequency with which entry level word processing
competencies were used by first year word processing
personnel. Course planners may wish to scrutinized the

"pquency statistics given'in the preceeding‘tables on the
.entry levei word procéssing competencies being -used by first
year word processing personnel before ﬁlanniﬁg " and
developing word processing course material, o

Fof example, data collected withe o Question 18,
identifying the wofd processing function "most qften'
performed by pérticipants in the work place, indicated that

42.7% (35) of the participaﬁts performed ‘letters and ~memos,

and 36.6% (30) - performed multi-page documents  more

frequently than they did other word processing‘vfunctidhs-
Considéring these statistics, and given the above da;é on
significant word procéséing competencieé, it'is anticipated
that Qord processing curriculum planners will- include the
identified enabling skills to produce lette}s, memos, and
multi-page documents in their course work.

Another supporting objective was to identify additiénal
word processing competeﬁcies that members of the feéeérch
sample acquired at the work place one year after completing
a formal course. From the resulté of this study, it was
found that participaﬁt§ did not aéqu;re or develop ~any

additional word processing competencies after they had been

employed as a word processing'operator after one ~ year of

employment.
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The final supporting objective was to determine if

those who provided data for the study saw a need for
continuous updating of their competency base in' order ’to
remain proficient as a word processing"operator. The
results of this study indicéted that approximately one third
of the research participants were continuousiy upgrading
'their skill base through professional activitwpes and self

Tp

vsﬁudy.

Observations
The . research population of this study were very
coqpefati&e in completing the research questionnaire. This

.is evidenced by the fact that 82 of the 101 word processing
operators contacted (81%) completed and returned cémplete
quéstionnaires. Because of this high réﬁe of return, it is
evident ‘that those who cooperéted in this*sfudy implied a
good deal of interest in the results of‘ghis investigation;
A copy of the research abstract will be sent to those
ﬁarticipating word processing operators who requested 1it.
The  personnel involve i the‘ teaching of - word
pto{%ssing courses at ea;h f the four non—university'post—
secoﬁdafy schgol institutions in Edmonton, Alberta have also
been most helpfulland enthusiastic concerning this reseafch,
and.have expressed interest iq the study and its outcomes.

. ez ' &
The research 1nstrumen%$ hgd *a number of ~weaknesses

G

. which were uncovered during data analysis. Its major

weakness was the length of the questionnaire. A second

weakness was thg% integration of the WORK .SCALE  and

]

4
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PREPARATION SCALE on one instrument which sought to collect
different kinds of data. This was confusing to those

involved in the study. A separate scale to determine the

frequency of use, rather than the adequacy of preparation as

was the case. in the WORK SCALE, should have been used. A
third weakness was there should have been a category for
'never, ' \p@ 'unknown' added to the Likert scales for Dboth
the WORK andapREPARATION scales. ~ This was pointed out on a
few of the <completed instruments that were retufned by
participants.

A comparison of the WORK SCALE with the PREPARATION
SCALE indicates that there iw a relationship between the

S

- skills on boﬁh scales. It is possible that this
relationship exists because a number ,of the skills from thh
scales were not being used by participants, and ghérefofe,
"includes the obinion that their preparation with these
skills were considered less than adeqﬁate,

Research participants werefencou;aged bj phe researcher
to make telephone‘contact if they had any further cencerns

about what information was requested for the study, or about

the research instrument specifically. Only one inquiry was

A

received to clarify how the instrument was to be filled ouﬁ.

"It was observed that the manual typewriter was not
being used by participants in the study. Therefore, this
observation could evolve into the following recommendation:

that all manual typewriters be phased out of the equipment
/

inventory that is part of the business education classrooms.
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Finally, it was observed that ﬁZ‘é% of the research
population ., indicated they needed additional trdlnLng on the
word processing equipment they‘were using in the position
they held ét the time of the study. Research participants
also indicated that they had not attended a workshop or
conference on office automation and/or word processing in
the yea; prior to the investigation.

Tﬂe question arises as fo whether or not the
comgetencies identified‘ in this qﬁudy Qere basic word
processing functions that could easily be performed Dbecause
the operator found the equipment being used .difficult to
learn, and was, theref;re, reticent to use the operating
manual in order to learn new and unfamilar functions.
Higher-order formatting and machine operations require word
processing operators to possess certain background %nowledge
of machine manipulation“as well as the ability to view word
processiné as part of an intregal of fice setting.

‘The following observation could be inferred from what
some of the participants placed in the comment section of
the -<instrument: it was oBserved that ﬁhe“operating manualé
that accompanied the equipment were difficult to iﬁ%erpret
particularly by operafors who were employed by small firms.
Manufacturers of word processing equipment should make every
effért .to rewrite their manuals so they are easily

interpreted,
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Recommendations

The findings and conclusions of this study terminate in
recommendations for ~those who design and teach a word
processing program of study, for the administrators of word
processing programs, and for the National Word Processing
Association. ;

These recommendations are based on the findings and
conclusions of this study which were derived from an
analysis of the data that weré collected with the research

questionnaire. : N

w4
o

The Word Processing Program of Study .

A major finding of :this study was that only 28 of the
60 enabling skills identified through the DACUM process were
being used by first year word procéssing operators, and that
those invélved in the study indicated that they ”had not
received either adequate or very adequate training on }6 of
the 60 enabling skills identified.

As a result of this finding, it 1is recommended that
curriculum designers and developers as well as those who
teach word procéssing courses review these findings and'give
serious consideration to redesigning their courgﬁ, so that

o
only those skills identified are taught in a first year
coﬁrse,f and that other skills be taught at an advanced
level.
B For those who design and teach word processing‘programs

of study at the non-university post secondary education

" level, they must gear their programs to the adult learner

v

W
; S N
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K

tha aénumber of’years of work experience. Non -y

Bl X i , Lt 2.

‘secnndary education ‘iqstitutlons‘x n u'sy
. 4 " I‘,v SE o
develop an educab*owpl phmﬂg%ophy

hased on" th: concept which

is 'education for llfﬁlOng learn 7&‘ ;ff%”r-

"\“

,\'. : "l i
Non~uniVersity post~secon ary *educ:atllov\h‘SJ LubtltULlonb
SR .&’- W NN,
must become aware of and must undegstand currant evolving

office practices; economic ‘t endsgﬁk nd ’womk@m¢force

distributions. Personfdel in these 1ﬁaﬁhtutlon must develop

the research competenc1es that qre neeﬂed to conduct follu

u
a

up studies on their graduates in order to determine course

and program relevancy and effectiveness. Follow—up studies
will assist ~ these institutes to maintain a two-way
‘communication with graduates. These instithtions must

develop alternate support strategies that‘will accommoaate
changing student status.
/ The program of study for word processing shouldi be

geafled to the mature student regardless of gender, and it
”n

shoull be divided into three phases of skill developmen:t and -

Y

acquisktion (Level I, Level II, and Kevel IIT) with é 

-

transitional phase between each level where work experience

0

would be offered in cooperatioh with business and industry.

This cooperative form of education would prove beneficial to

‘..

both student and institution because students would learn pf"
the most recent office technology being used and would gain it

practical experience, and with this information the

&

institutions could update their programs and their equipmehﬁ'

as well as place themselves in a more informed positidn

~when offering upgrading to their instructors.

\; ' B o N % 160
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The word processing program of study initally should
include a varjety of experiences on various pileces of
computer-based equipment of different manufacturers,. and

" 3 .
should inclJ‘k those general areas of competence and their
supporting enabling skills that were identified in ‘this

o ‘
s;u@. Higher-order competencies in analysis,

compfghension, and logical thinking must be encouraged

through the coordination of office routines and work flows.

-

The Prospective Word Frocessing Operator
: s : . "

?rospective word~processing operétors, to be successful
in acquiring positions in the world of work, mustahave the
identified enabling skills that are lisﬁed in this chapter,
and the unders;andinﬁ " that to be 'successful, continuing
education will be a necessary activity for them to
practice. These individuals must becoﬁé aware of the fact
that the succeséful complétion of formal non—unive?sity
training or education programs is not terminal. .

Guidance to prospective word processing ‘operators

should begin early in the business education program to make

ba

“those who aspire to enter this occupation aware -of the
skills and competencies that an. emplqger expécts a ‘word
processing operator to possess. -Brochures outlining

| 2 |
nacessary skills, competencies,‘vdﬁd manpower projections

should be made available to those who aspiré to become word

processing operators, - e



The. Admlnlstrators/Superv1sors of Word Proce331ng
The administrators of the word processlng . programs

shodld establish realistic educatlonal goals‘ and course

prereqnisites which will be used as -a base for the mpkills

and competenC1es that were 1dent1fLed in this research

u
¥}

The skills and competencles 1dent1ﬁ1ed in thls research
'should be con51dered dynamlc and should be reviewed so that

'adjnstments could be made perlodlcally to better meet the
i N ( .

bchanging”requirements of the work enV1ronment 1nc1ud1ng the

software for " word processing equipment, as it "becomes

available #n the market place{

)

Supervisors of word'processing personnel ‘who assign
operators .tofequipment should attempt to assign an operator
M'Lto equipment on which the “operator was trained before dis-
vfcriminatelyb selectrng ‘eqnipmentf“mithout7 determininé the

-~ - # B i

ot

- value of in- serv1ce tralnlng dependent on operator~'cqmcern-

)

cand expertise. _Word proce831ng superv1sors should allow

¢

word proce331ng operators to further enhance thelr expertise -

by providing ass1stance and support for further educatlon
and professional activities. .
v : . « ) N . . . . . t.

4 r N 1\\2 - . -

The Nat10nal Word Process1ng Assoc1atlon
The llst of general areas of competence and enabling
1
sk111 v requlred of JOb entry word proces31ng operators J{

5
tldent fled in’ thls research'A’w111 be made available. byw the '

~

‘researcher “to “the Nat10nal Word Proce331ng Assoc1at10n in .-

__u

- . . s ; :
‘brder to %£0v1de the assoc1at10n w1th 1nformat10n to ensure

s >
h . .

that those general areas of competence and enapllng skllls

a0



are approved by the Association for programs- that offer
training to prepare operators with job entry word processing

4

skills. | DA C

Recommendations for Further Research -

. L ‘ .
It is recommended that this research be replicated on .a

minimum. perlod of two years, and who are from a w1de varlety

i

of work env1ronments.

1

Such a study mlght use the results of thls research as

its data base to identify additional general areas of

‘competence and‘enabllng s;?ile‘that were‘not 1dent1f1edv in

8 T @

g #
the current study. C e 'tA T,
It is further recommended that a research inwastlgatlon
be undertakén; uslng two dlscreet populatlons, yet who are

closelpaihterrelated. A‘study of thls nature would 1nclude

’ . . o A £ .
both  word - processing operators “and ~ word - prtotessing

,supervisors' to determine_interpersonal skills required, as

well‘\as determlnlng enabllng skills -in word proce331ng that
S

sg;g@ge needed by teoth groupsw éf -y

It is also. recommended that a research 1nvest1gat10n be

Y A

conducted that would involve response measurement that would

determlne ‘the value Judgements that geed to be made by word

prqcessing. opetatdrs on-slte; whlle processing words _or:

" functions; the value gud ements that word processing
N B . - . ) ) ' )
operators need t6 wake toward the kind of words and content
> ‘ A g .
they are asked to grOCéSS.,\ o R B >
) T . ERR . oL ) m‘@ o
B TN [ ‘,‘,‘ . . ‘ 7 ., 5 x mﬁ’

natdonal basis ‘using a population of between 350 and 225

word process1ng loperators who have been employed for a

163
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APPENDIX I

4
In this ,appendix can be found a copy of the covering 'ﬂh
letter that was sent to 101 word processing operatOrs

selected as the*research population,. ;h'f
Also inqluded. in tgis appendix is -a ”%%PYﬁ§dff_the

research questionnaire that was enclosed withsthe <covering
— A ;
' . . B
letter. . : . v%;;,
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Jeannette M. Marchand
2209, 11135 - 83 Avenue
Fdmonton, AB :

T6G

Telephone Number:

2C6

March 29, "1985.

*

(Address of Research Participant)

Dear (Name of Research-Participan

Further to our recent telephdbne conVersgtion;

jike to thank you for agreeing to

questionnaire for a study I am conducting.

that study is "Job Entry Level Sk

t):

complete a research,

i1ls Required of Word

432-7670

I- would

The title of

Processing Operators.” It is hoped that the results of this
research may be mesed by those responsible for designing word

processing courses at ‘the non-uni
education level.

Results of a pilot.study shqw”f

can be completed in one-half hour

versity post secondary

addressed stamped envelope and return it Lo m&. "I have

established a deadline date of April 12 for the retwrn of
all research instruments. Please honor that date so data

analysis can be followed according to the established tige

line.

The information provided by.
this research instrument will be
purposes, and will be tr&ated as
the conclusion of this study all

destroyed. ‘A copjy of the abstract of

‘available upon regquest. . -

you to questions on
used only for research

privileged ginformation.,

questiopnairqspwill be -~ "

thf study will be made
B

~

hat the questionnpire
. When you have.completed
the questionnaire please place it in the enclosed self-

"ﬁt

Again thank you for takiﬁg time from your‘busy schedule
study. Please feel free to e

questions on the completion

to partiecipate in this important
contact- me at the above teligibne number if you have any

Jifi Qge questionnaire.

Sincerely}

. .
Y »

FEnclosures , . -

-

Jeannette M. Marchanf\\

)
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DIRECTIONS TO WORD PROCESSING OPERATORS

For the purpose of this investigation a word processing
operator is defined in the Canadian Classification and X
Dictionary of Occupations Guide (Fourth Edition) (1982), in
this way:’ :

1)

Operates video—co#sole typewriter to record and
amend data on memory tapes, disks or other
recording device:

Reviews data received to ascertain format or
changes in data to be made. Places blark or
subject tape or disk in memory unit. Pushes
/&‘§board control to display data being typed,
&’oﬁ\previsously typed data. Types data or
amendments to data using video-display
typewriter. Proofreads displayed data.
Operates video console tygewriter to make
changes on tape or disk.™ Selects and inserts
single-sheet or continuous-feed paper in
carriage, of typewriter-printer. Activates
typewriter—-printer to automatically type copy
of records data. Types additional data
required onto copy using* typewriter-printer.
Labels and stores tapes or disks. (p. 82)

The quest’ naire that you are asked to cbmplete
consists of ts, Part A and Part B. Part A,
Demographic tion, is divided into Educational History

afid Work Hist ® This part comeists of twenty-one
questions which require either a®* CHECK MARK, or a SHORT
RESPONSE. . e |

Part B, a Word Processing Skill Checklist, is a
chgcklist of word processing skills that are non-maclyine ' .

specific apd that may have been acquired at work and/or

through formal training. This checklist consists of twelve
word processing skill categories, which require TWO CIRCLES
(one for WORK and one for PREPARATION) for EACH ITEM.

When you have completed the questionnaire please place,
it in the enclosed self-addressed stamped envelope and
return it to me. v A -

¥



PART A - DEMOGRAPHIC INFORMATION y .

" EDUCATIONAL HISTORY -

T e
l. Please identify the program in whic
you were registered in High'Sc¢hool.

Academic
Business
Vocatipnal
General

o
.

grade leveiﬁ

High Schoolg,
. Grade 10
Grade 11
Grade 12
High School Graduate

What was the highest
that you attained in

Svn

. ’ o
3. What was the last percentage mark

in English you attained
highest grade

in your
in high school

4. How many years was it since you
last attended a formal school
before you were admitted to a
word/information processing course’

0 - 2 Years
3 - 5 Years
. 6 - 10 Years.
. 11 - 15 Years
Otber (Please Specify)
1] .
HISTORY

WORK
! H
5. Prior to enrolling in the word/
information processing course,
was vour employment status?

whét

Never Employed-
’ - Employed Part-Time
Employed Full-Time®

6. If applicable, for how long a
period had you been employed
prior to enrolling in the gord/
infor‘?tion processing coﬁ‘ge?

.

GENERAL
h

(1)

(2)
()
T W
. (1)
- (2)

(3)

(&)

s
»

&

N e
(W W

)
)
)
)
)

il

LB

i

~ o~
W P =
—

(2)°
Months

QW)

Years

173



.o \ - 1
Were vou emploved as a word- - .o :
processing operator in an 4 R ' : AU S R L VA A B
office before you obtained ’ ’
) felor®e 3
formal education as a
)

word/1information processing operator’
‘-

.

i
ey bt e o

YES NO . RERE

[f YES, please ‘list ‘the word/ C f‘v_4f J ‘.
information pr@épssing SR o
functions you performed noe \ ) >

S -

o e e et

KT
<
A

0 £

P e e
el

Please indicate the approx
of formal word/information
training you have obtainld:

1., Forty to Sixty Hours ¥
2. Sixty-One to 120 Hodér¥
3. Over 121 Hours . . A%

.
—~ o~ o~
w b —

(19)

How would you rate thgMewrd/
information processin Wraining
that you received prior to
being employed.

) ¥l S ) R

Wwas the word/information processing
training that you received prior to
being employed done on the same

equipment you are now working with?

YES NO
(1) () 2

o

Prior to word/information
training, at what occupation
were you employed? . N ol
» 4 o
Did you use typewriting in that . .
occupation?

YES , NO - .
(1) (2) 123




o ’ o

L4
——— A P——. l
: For DFFegE"
1f YES, wns that typewriter Manual _ 1 HELONLY
' Electric )
Electrontc _____ " (3) 2
Plegse tdentify the type of office
in which you are currently employed,
1. YGovernment/Federal . . . oy )
Provincial . v ()
, Municipal . ‘ o (3) .
2 Legal . . (b)) &
3 Medical « + « o o o .+ Ty . (5)
4. Banking .+ . . e . 4 e . ' (6)..1,
5. Education . . . o+ . . e s e (7
6. Real Estate . . « « « ¢« + « & (8) -
7. Engineering . . .« . . o A (9) ¢
8. Insurance . .« . s+ o+ o "/&. . (10)
9. Gas & 011 . + 4 « o .o+ . " ab o
0. Other (Please Specify) . . . . (12) 25y
Please identify the size of office
in which you are currently employed?
1. 1 - 25 persons . . : ’ (1
2. 26 - 50 persons .. (2) {
3. 51 - 100 persons . . . .« . . . (3) .
4. Over 100 persons . (4) (2698
- -
what type of word/imformation
processing equipment d ou, use
in your present pos‘itii )
1. A B DICK .. T (1) ' 4
2. AES . . . Q. . . . ... (2)
3. IBM . . 0 e . e e e (3) L
4. MAINFRAME . . . . . ¢ . ) " (4)
5. MICOM . .+ +e v « . " (5) .
6. WANG . v v e e e e e . (6)
7. Other (Please Specify) . . o (7) e
Can you operate any other kind of ~
word/information processing equipment,
other than the type of equipment you *
‘are presently using.in your office?
YES ‘ N NO A
m (2) . (3
-~ .




/

If YES, please name the type(s) of
equipment, "

1. A B DICK ', .t o o v o o &
2. AES e e e e e e e e e s
F. IBM . & v v o s e e ae e e
4, MAINFRAME . . . . . e e s
S. MICOM v are ave o o o o o o o
6. WANG L « . . . . . o . .
7 Other (Please Specify) . . . .

i

o
N O BN~

', How many hours a week do you devote
t® word/information processing?

0 - 5 Hours
. 6 - 11 Hours
' : 12 - 17 Hours
) 18 - 23 Hours
) ‘24 - 29 Hours
{ 30 - 35 Hours
' 36 - 41 Hours
3, Of all the word/information ‘ ,
processing operations you perform,"
what gne would you say you perform. o S
MOST MFTEN. (Check Only ONE Answer) - ‘ :
: ‘ - ~rh

. e
Letters/Memos %

Forms Fl

‘Btratistical Documents
Records/List Processing
Multi-page Documents

A .
9. Do you feel the need for additional
training on the word/information
processing equipment you are presently

working wit&h? .
..

Strongly Agree Agree Undecided»bisagfée Strongly Disagree

+

AN NN AN NS
SNV B WD e
NSNS

T T
we W
NI NN

(NI S AT

/

v

1

FOR OFFICE
USE ONLY

[ ! -

gl)f (2) (3) (4) (5)
0. Have you attended a workshop or
conference on office automation and/or R

word/information processing in the
past year?
YES NO

(1) (2)

(35)

‘___(36)

[ AY]



’1. What is the/policy of your empioyer
toward supporting wprd/information
processing operator’s to secure
additiona}l education, training, or
professiomal development?
aﬁ No support for p:ofeséionalr
development or additional
education . . . . : | ()
2. Reduced salarybfor full-time
education . e e e e e (2)
3. Will pay all, or part, of the
registration fee for courses
. taken in the evening (3)
: —_— .
L4, Will pay the registration fee
f i
F; and other-costs f&r short ’
. A workshops, seminars, etc., ‘
relating to type of work.. . . . ()
5. Provide mAnuals, handbooks, N
professional magazines, etc., %
_relating”to work (5)
p}" L4
6. Provides in-service training
_related’to work .o (6)
7. The degree of assistance
depends.upon the applicant- (7)
COMMENTS:
J
%
/\ '. .
1
- ST —

After you have completed this part,

B

please proc

eed to PART B.

.

C

1

FOR OFFICL
USE ONLY

K Qﬂ"“
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PART B - WORD PROCESSING.SKILL CHECKLIST ’
’ . .-
~Listed below are a number of functions that may be performed by - N
word processing operators, ' . ‘
A .
Beside each function two scales are listed. The first scale is
to gather information on the frequency of individual word
processing functions that are actually being .performed on the
(—JOU The second §cale is to gather information on the |
“preéparation of the individual word processing functions that were
previously received in a formal~educational setting.
\ .
Please READ each word processing function carefully, and CIRCLE
the appropriate answer for EACH scale. .

¢
RESPONSE KEY N
- .
. SCALE 1 SCALE 2
/ WORK PREPARATION
i. Very Seldom 1. Very Inadequate
2. Seldonm 2. Inadequate
3. Some 3. Neither Inadequate
i or Adequate
4, Frequently 4. Adequate
5. Very Frequently 5. Very Adequate
1.2 3 4 5 12 3 4 5
WORK * PREPARATIUN.
. 2
- _ FOR OFFICE
‘ v& : - USE ONLY
1. SET Up-THE SYSTEM . ) -
1.1 Turp the machine on \
and off ., . . .a. . 1 2 3 4 5 1 2 3 4 5 (6)
1.2 Load or access system ’ ’ .
disk . . . . . ... 1 2,3 4 5 1 2 3 4 5 (8)
1.3 Load or access work
diskette or file =, . 1 2 3 4 5 ) 1 2 3 4 5 (10)
1.4 TInitialize a disk . . 1 2 3 4 5 1 2 3.4 5 (12)
)




(a3
L

WK
P

w &

KEYBOARD (INPUT) - I

Use alpha and numeric
keys .« .« o+ 4 .

L

Use code and‘function
keys (underscoring,
centering, *
boldfacing, etc.) .

‘Use cursor or locator
keys “

Use special system
keys + & o« 0 0 e e s

Use word wrap-around
(on/off) . . .

chimal Aliﬁnment
KEYBOARD (INPUT) =~ II
Use'headerﬁ and footers

with automatic page
numbering . . . ..

Paginate . .
Use multi-coluamns
Footnoting . . . . .

Use subscripts and
‘superscripts . . . .

Very
Seldom
. -Some

1

1

1

1 .

2

(28]

[g%]

Seldom

Frequently
Very Freguently 5.

3
WORK'

‘

4

5

4.

Very Inadequate
Inadequate

Neither Inadequate
or Adequate
‘Adequate

Very Adequate

1 2 3 4 5

PREPARATION
]
FOR OFFICE
USE ONLY
72 3 4 ¥ RG]
¢
1 2 3 4 5 (16)
1 2 3, 4 5 (18)
1 2 3 &4 5 T (20)
—
1 2 3 4 S )
1 2 3 4 5 (24)
1 2 3 4 5 (26)
1 2 3 4 5 ~ (28)
— N
1 2 3 4 5 (30)
1 2 3 .4 .5 (32)
1 2 3 4 5 (36)




1., Very Seldom 1. Very Inadequpte |

\ 2. Seldom | 2, Inadeguate A
3. Some 3, Neither Inadequate
7 .
N or Adequate
4, Frequently 4, Adequate
5. Very Frequently 5. Very Adequate
1 2 3 4 5 1 2 3 4 -5
" WORK PREPARATION
5
C“ FOR OFFICE
S ' USE ONLY
4, CREATE DOCUMENTS
4,1 Format (setting tabs, '
margins, line
spacing, pitch, -
etc.) .+ ¢ oo o1 2‘.3 4 5 1 2 3 4 5 (36)
4.2, Name documents ... . 1,2 3 4 5 ‘1 2 3 4 5 (38)
(&
4.3 Use prompts,
messages, and
- menus e v e ... 12 3 4 5 1 2 3 4 5 (460)
4.4 Use stop codes . . . 1 2 3 4 5 1 2 3 4 5 (42)
5. REFORMAT TEXT
9.1 Restructure margins,
tabs, line
spacing, pitch,
etc. e e e e e . 123 4 5 1 2 3 &4 5 (44)
5.2 Hyphenate (manual and ) :
automatic) . . . . .. 1 2 3 4 5 1 2 3 4 5 ~(46)
5.3 Repaginate . . ., . . 1 2 3 4 5= 1 2 3 4 5 (43)
5.4 Justify . . . . ... 1 2 3 4 5 1 2 3 4 5 (50)
6. MINOR CORRECTING AND PROOFING
6.1 Delete, insert, and
" replace text . . .. 1 2 3 4 5 1 2 3 4 .5 (52)
6.2 Correct characters
and words while
keyboarding « e . . 12 3 4 5 . 1 2 3 4 5 (54)




1. Very

3. Some

4. Frequently
5. Very Frequently

1

6.3 Scroll (horizontally
and vertically to
review text) ... . . 1

6.4 ,Chéhge margins, tabs,
line spacing, etc. . 1

7. MAJOR EDITING AND REVISING-

7.1 Move blocks or columns
of text . + + ¢ « . 1

7.2 Delete, insert, replace
blocks/columns of
text . o« s e oeo0oe oo 1

7.3 Use Global Search and
Replace . . P ¢

7.4 Use Spelling
Verification .. . . . 1

"g. STORE AND FILE TEXT

8.1 Store more than one
version of a ‘
docum=2nt .« + .+ .+ . . 1

8.2 Delete previous
versions of
documents . .« .+ «. .+ . 1

8.3 Set up files
and maintain .
records . .+ + « o+ o 1

8.4 Copy file(s) or a part
of a file . . 1

2

o

Seldom
2. Seldom

3
WORK

4

5

w3 —
« v e

[

«

J e

Very Inadequate

Inadequate
Neither
or Adequate
Adequate

Very Adequate

1 2 3 4
PREPARATIQN
1 2 3 4
12 3 4
12 3 4
1 23 4
L2 3 4
1 2 3 4
12 3 4
1 2 3 4
1 2 3 4
1 2 3 4

5

Inadequate

-

\

g}

FOR OFFIC!

TSK

I I R

[

N

neLy

(56)

v

(58)

(60)

(62)
(64)

(66



| .
Q.AECALE. AND RETRIEVE TEXT
9.1

10.
10.

10.

10.

10.

10.

10.

10.

{.
2.
3.

» 4

Se

’

Use document "index
(directory) « . « .
Acéess stored text
Selectively display
portions of stored
text, such as a
specific page . . .
Use security codes

PRINT (OUTPUT) TEXT

“Start/Stop printer

Set up printer using
menus or special
print commands , . .
Load paper . .
Print from screen

or storage . . . .
Use print queues

Change ribbons or
print wheels . . .

Operate automatic

_ sheet feeder . .

Very Seldom”
Seldom
Some

grequently

ery Frequently

1 2 3 4
WORK

1 2 3 4
1°2 3 4
1 2 3 4
1 2 3 4
1 2 3 4
1 2 3 4
1 2 3 4
1 2 3 4
1 2 3 4

10

5

WA r—w

o

Inadequate
4, Adequate

1 2,3 4
- PREPARATION

1 2 3 4
1 2 3 4
1 2 374
1 2 3 4
12 3 4
1 2 3 4
1 2 3 4
1 2 3 4
1 2 3 &
1 2 3 4
1 2 3 4

1.

Very Inadequatwe

Very Adequate

5

Neither Inadequate
or Adequate

-3
FOR
USE

OFFICE
ONLY

L6



11.1

11.2

11.3

11.4

11.5

11.6
11.7

11.8

12.

1}.1

12.2

12.3

1.
2.
3.

4.

5.

Very Seldom
Seldom

e

Frequently
Very Frequently

1 2 3
WORK

4 5

EXECUTE SPECIAL FEATURES

-
Use forms . . . -«

Use math or
arithmetic . . .« .

Sort and Select

(Records/List

Processing ). o .y, -
) 9;‘ e e

Mer g+ g Fogp s 3/
Letters"p"'ﬂ,ff‘g . .
¥ T N
Assenble a document
from a number of
SOUTCES + o« o + +

Use communications

‘features

Use the system
dictionary

Use Glossary, Key
Stroke Save, or
other key stroke
storage features

EXECUTE OTHER SPECIALIZED

Use graphics . . .

Use photocomposition

equipment ., . . .

Use typesetting
equipment . . . . .

1 2 3 4.5
FUNCTIONS

1 2 3 4 5

ur o

Very Inadequatne
Inadequate

Neither Inadequate
or Adequate
Adequate .
Very Adequate

1 2 3 4 5
PREPARAMIION

FOR
LRER
1 2 3 4 5
v —
12 3 4 5
1 2 3 4 5
2 3 4 5
2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5
1 2 3 4 5

nFFI
ey

(32)
(34)
(36)
(358)

(40)



.

1. Very Seldom 1. Very Inadequate

. Seldom - 2, Inandequate
. Some 3. Neitheg Inadequate
or Adequate
4. Frequently 4, Adequate
5. Very Frequently 5, Very Adequate
1 2 3 4 5 1 g2 3 4 5
WORK PR%PARATION
, FOR OFFICE
' - USE ONLY
12.4 Perform system )
trouble-shooting . . 1 2 3 4 5 / 1 2 3 4 5 (505
12.5 Write special - \
programs . . . ¢ .+ o+ 1 2 3 4 5 1 2 3 4 5 (52)
12.6 Supervise other '
. operators . . . s+ . 1 2 3 4 5 1 2 3 4 5 (54)




APPENDIX II

The DACUM chart of the general areas of competence and
their supporting enabhling skills that were identified by
workshop éarticipants'can be found in this appendix.

The re;ylting DACUM chart was cross referenced "with the
enabling skills identified by Manpower Temporary Services
(1983) and the competencié@ identified by Patterson and
Schlender (1982) from their research. The instrument that
was generated frbg the synthesis of these three sources was
used to collect data for this investigation.

Also iﬁcluded in this appendix are the names and

addresses of those who were invited to be DACUM workshop

participants.
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WORKSHOP PARTICIPANTS

(Panel of Experts)

Mrs. Miner

10F Clareyifew Village_

Mrs. Marlowe Lindberg 1 S0
Research Officer ‘ \\ :
~Alberta Department of Advanced J _ , -
Education ‘ . '
10215~ 108 Street - . , v
Edmonton), Alberta R ! '

Ms. Jeannette Marchand
Workshop Coordlnator
2209, 11135%- 83 Avenue
Edmonton,‘AIberta

*

~Migs Leslie Sanger . = -, .
- Word Processipg Operator ° s

3, 8515 - 112. Street . L _ o .

dmonton, Alberta - - - é ' o ‘




APPENDIX III | /

4

/ ‘ \
/

In this appendiﬁ can be found computer’ re#douts that

_ were ~generated using the SPSSX program ﬁ%o ‘identify
, . I ’

frequencies and percentages that were used £o prepare the

/

tables which make up the third chapter. K
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APPENDIX IV

~

In this appendix can be found a description of the
institutibns that ’comprise the vdelivery system for
institutional non-university post-secondary education im
Alberta that co@e under the jurisdiction of_Alberta Advanced

Education.
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L
Inskitutional Non-University Post-Secondary Education in
Alberta
The structure of posf secondary education in Alberta
includes university education and non-university education
which is directed and coordinated by Alberta Advanced
Education. Non-university education includes those
institutions and agencies that offer either a certificate or
diploma or certificgtion as a journeyman. (the apprentice
system). Provincially administered institutions, technical
institutes, public colleges, and private colleges are part
of the instrucfional delivery system of the non-university
sector that were established to meet the diverse educational

s .
needs of adult Albertans in all regions of the province.

(Alberta ‘Department \gi Advanced Education and Manpower,

Annual Report, 1982-1983, p. 57)

Provincially Administered Institutions
In Alberta there are six provincially administered

institutions which are administered and supported directly

4

by .the Alberta Department of Advanced Educatibn@.through
a n

194

operating and capital ‘grants. :Included, in t%@&&w$wd

institutions are: four vocational centres which are

referred to as Alberta Vocatjonal Centres and are located at

Calgary, Edmonton, Grouard, and Lac La Biche; a number of

Community Vocational Centres located in northern Alberta;

and the Alberta Petroleum Industry.Trainiﬁg Centre (APITC).
, .

(Alberta Department. gi‘Advanced Education -and Ma@gpwer,

Annual - Report, p. 57) The heads of all provincially



~administered institutions report to the Assistant Deputy
Minister of the Field Services Division of the Alberta

Department of Advanced Education.

These provincially-administered institutions offer
short, intensive and specialized programs to adulls who
often have less than a high school diploma. The main

purpose of the Alberta Vocational Centres:

are made available to those adults who are
underemployed or unemployed and who are
socially, economically, physically, or
geographically disadvantaged and provide
these individuals with the basic -
communications skills for entry into
industry. Programs vary in length,
"running from six weeks to a maximum of
40 weeks. (Preitz, 1979, p. 5)

Each centre has a range af courses relevant to the
needs of the region it serves, For students who do not have
enough academic training to begin an occupational® program,
academic upgrading from Grade 1 to 12 is offered by each
Centre. Students are placed individually at their own level
in this program and progress at their own pace. Academic
upgrading may continue- as long as the student makes
progress--to college, technical institute and university

entrance levels. Vocational counselling and testing are

available. from all the Vbcational Centres including possible

financial assistance. (Alberta Department of Manpower,

"Tt's About Time," 1983, p. 36)

Technical Institutes

R

During the 1981-82 year and effective April, 1982 the

Technical institutes Act was modified td provide for a

“
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transition of governance of the Northern Alberta .Institute
of Technology (Edmonton), the Southern Alberta [nstitute of
Technology (Calgary), and the Westerra I[Institute of

el

Technology  of Stony Plaig from provincially administered

institutions, to board governed dinstitutions. (Alberta

Department of Advanced Education and Manpower, Annugi

v

Report, 1982-1983, p. 57)

Programs offered by the technical institutes include
) B
81thPr one-= ‘year cert ficate or two-year diploma programs as

uell as apprenti;emhip ang continuing education programs.

Their main ‘categgries of study are: engineering,
) y ¥

medical science, anwﬁlife resources technologies; business,

. commercial and,-seﬂ; e occupations; and industrial and

?ﬁ‘dfhding the apprenticeship> trades.

) 1'1
Y &ﬁn %“; 5
' has ﬂﬁ%em%%sory commlttee made up of people
el

commercial,
Each prbg
frdm business, industry, education and government which
.advises the institution on the numbers of trained people
.
'requ1red in each field, and on the changing|competencies and
knowledge graduates should possess. Afademic upgrading
courses are also’available for thosg-who do not fully meet

the entrance Trequirements r their chosen programs.

(AlWérta Department gﬁ Manpower} "It's About Time," 1983, p.

31) .

Publie.and Private Colleges
“Alberta has a number of non-affiliated independent
colleges established by-pTivate_acté of the VLegislature.

Alberta College is categorized as a non-affiliated
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independent college and offers a full range of programs in

‘ .
academic upgrading, business education and vontinn1$g
education in day and evening classes. Although this college

is not affiliated with other universities or colleges in the
province it does of fer unique post~secondnryv education
programs, and 1is an other alternative fo% Alberta post-
secondary students to pu;sr hedir educatianal goals,
Although the independent cdlLuges in the province are not
affiliated with universities or colleges in Alberta, some
are affiliated with colleges in the United States, with the
Canadian or American Associations of Bible Colleges, or with

the Association of!Theological Schools in the United States

and Canada. (Alberta Department: of Maqpowef; "Tt's About
Time," 1983, p. 30) | |

There are ten public-colleges in the province, one of
which ~ is Grant MacEwan Cﬁmmunity College in the City—oT

. ) .

Edmonton. The courses in these colleges range from general
interest and academic upgrading to vocational training- and
university transfer. All atgempt to respond to the\ﬁeeds of
their various 'communities. The usual requirement for
college entrance is a high school diploma o; "adult status"

. . . ‘ 4
(a minimum of 18 years of age). (Alberta Department of

Manpower, "It's About Time," p. 23)

These cblleges offer one~year certificate and two-year
diploma programs, often designed in consultation with local
employers. Some colleges offer one or two years of course
work which is transferable to an Alberta university where

degree requirements may. be completed, -
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L

Alberta's public cdlleges are supported by the province

through operating and capital grants, and their programs are
coordinated under policies administered by the Minister of
the Alberta Department of Advanced Education.

Fach college declared to come under the Colleges Act is

a separate legal entity and are governed by a Board of

Governors appointed by the Department of Advanced Education.
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Name:
Birth:

Education:

Positions:

Memberships:

Offices:

Travel:

VITA
4
Jeannette M, Murchand
January 2, 1950; Windsor, Ontario

1985, University of Alberta, M.Ed.
1979, University of Alberta, B.Ed.

Teacher Certiflcatlon. Alberta
Permanent Professional Certificate

Curriculum Consultant: Alberta Vocational
Centre, 1985; '

Instructor: Alberta Vocational Centre,
1980-85;

Teacher: Edmonton Public School
Board, 1979-80;

Instructor: C.U.S.O.
(Canadian University Services Overseas),

1974-76;

Practical Office Experience, 1968-74.

Alberta Business Education Association;

Alberta Society for Computers in
Education;

Phi Delta Kappa (Alberta Chapter);

Epsilon Pi Tau (Alberta Chapter).

d Processing Coordinator, 1981-84;

’Commlttee Member of a Task Force For

Educational Issues, 1984; Curriculum
Development Committee Member, A.V.C., 1984.

Gr. Britain/Eire, Holland, Sudan, Zambia,
Malawi, Mozambique, Tanzania, Kenya,
Botswanna, South Africa, Lesotho, Seychelles,
Sri Lanka, Singapore, Malaysia, Thailand,
Phillipines, Hong Kong, Macow, Japan, Mexico,
Swaziland, Canada, and the Unlted States.



