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ABSTRACT
This research  work was  mainly designed to study the “problem Affecting teaching and learning in shorthand and typewriting in Business Education department” The task of the research study was investigated through the use of questionnaire in Business Education Department of Business and Secretarial Department using simple percentage method. It was clearly discovered that problem of teaching and learning is tightly reflected on the performance of the students.
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CHAPTER ONE
INTRODUCTION 
BACKGROUND  TO THE STUDY
	The introduction of technology  of labour saving devices brought a revolution in office occupation, office machine and equipment have become integral part of modern office. There are large numbers of machines and equipment which may be used for different operation in the office which type writer is one of them.
Typewriter is the most commonly used and best known of the office machines. It is not used for only neat and clean letters, but also for the fact that a number copies can be made   with the use of stencil and carbon  paper.
The important role which typewriting and shorthand plays in a national economy can not be over  emphasized especially this era, that Nigeria is growing technogically  it quite know that work of secretaries and typist are highly needed in the development of the country.
Typewriting and Shorthand  is the type of study that prepared the students  for a self-reliance occupation in order to minimize the problem of un employment in the society. In the past, there was little or no encouragement vocational in education which typewriting and shorthand is one it because it was  made to produce typist and other government agents. This missionaries who introduced formal education into our society only  taught the people how to read, writes  and be able to communicate with them so as to obtain what they want easily.
As time goes on, there was the need to reverse the Nigerian’s education policy  to suit the needs of the country,  hence the introduction of technical and vocational education came into the system of Nigeria education. This calls for 1969 National conferences on curriculum development by Nigeria education research council (NERC) who pronounced a National policy on education. This policy encourages  vocational education in secondary and post secondary schools of which  secretarial studies that include typewriting and shorthand are include  so that students can obtain the necessary skill for gaining employment after leaving school.
This course, Typewriting and Shorthand prepare students or the recipients for the work which will make them suit the society.
The Nigeria National Policy on education which leads to the introduction of 6-3-3-4 recognized the need of typewriting and shorthand in our secondary  and tertiary institutions in the country.
Today, typewriting students are selling like hot cake in the society for there is no office or organization that does not require their services. It then become necessary that the students should be directed towards achieving there skills that will be more helpful to them in like if they do not  show interest in the subject, there is every tendency that they would not perform well 
1.2 STATEMENT OF THE PROBLEM
Failure among students has been a continuous things in Typewriting and Shorthand and this added to the discouragement of few students that want to specialize in Typewriting and Shorthand. This failure has become a problem in the post secondary schools and it has to be looked into in order to get the real source of the problem. Why students performs less in typewriting and shorthand. After getting the real source (s) of the problem (s) the possible solution (s) has to be made in order to solve the problem (s)
The   researcher is faced with the following problems: 
Ways of finding possible solution to the problem, finding out whether the use of instructional materials have any effect on the performance of the student or not
Getting the real factor affecting teaching and learning of shorthand and typewriting  
Knowing whether the qualification of the typewriting and shorthand lecturers has any effect on the teaching and learning of shorthand and typewriting.
Finding out whether the atmosphere of the typewriting and shorthand is conducive or not
Time allocated to Typewriting and shorthand  is sufficient or not.
Investigating whether the negative attitude of people or students towards typewriting and shorthand affect the teaching and learning 
1.3 PURPOSE OF THE STUDY 
The main purpose of doing this research is to:
· Determine the performance of the students in typewriting and shorthand.
· Findout the problems responsible for the affecting of students in typewriting and shorthand
· Provide the possible solutions to the factors affecting the teaching and learning of typewriting and shorthand.
· Findout ways of improving the students performance  in typewriting and shorthand
· Provide ways of changing the attitude of students toward typewriting and shorthand.
1.4 RESEARCH QUESTION
The basic question used for this study are:
· Does students perceive the teacher of typewriting and shorthand as a contributing factors affecting learning and  teaching of in this subject?
· Does students perceive themselves as a contributor factors affecting teaching and learning of typewriting and shorthand as  a difficult subject.
· Does students perceive the schools as a contributor factor affecting performance in Typewriting and shorthand.
· Does students see the typewriting and shorthand as difficult subjects/
1.5 SIGNIFICANCE OF THE STUDY  
After completing the research, it will expose the reason(s) why many students fail typewriting and shorthand and why the failure in the subject is increasing than any other subject in Business education department or secretarial studies.
It will provide some applicable solution to the problems which will give hope to those that will be wishing to specialize in Typewriting and shorthand for living and the student in kwara state college of education  Ilorin
1.6 SCOPE AND LIMITATION OF THE STUDY
The study is limited to investigating the constraints that is likely to influences students in the study of typewriting and shorthand.
The researcher limited her research to  Kwara  state college of education, Ilorin. Under Business Education Department because it will be easier for the researcher to get information which will assist the write-up and because the writer is familiar with the school being one of the students and know the problem facing learning of typewriting and  shorthand.
Because of some reasons like time and finance, the study is limited to the topic factor affecting teaching and learning of typewriting and shorthand in Kwara State college of Education, Ilorin.
The researcher limits the write-up to the area so as to be able to control the population and it is assumed that factor affecting teaching and learning of typewriting and shorthand in the school relates to other post secondary school. 
1.7 DEFINITION OF TERMS AND ABBREVIATION
 SHORTHAND: According to Sir Isaac Pitman (1873) shorthand is the act of spoken words with written sign. In spite of all odds in shorthand, which makes it difficult as a course to  pass, it is receiving that it has got  something’s in compensation. Factually it has helped many students to posses the qualities or professions of a secondary in an  office. According to Albert C Frinesetal (1974) Shorthand has been regarded as the core subject in secretarial studies and this is the subject that give secretarial profession. It means therefore, no shorthand and no secretarial profession.
TRANSCRIPTION: to make a perfect in long  hand  of signs written in Shorthand by means of using English or   other language  for interpretations
TEACHING: this is the process of impacting  knowledge to the learners about fact on particular matter.
LEARNING: is the changing in behaviour attitudes as a result as a result  of experienced gained 
PROFESSION: this is the learning of occupation and which may be of great benefit for the learners.
Sound: what you hear in English  words and writing them in Shorthand
DICTATIONS: this is the act of taking down words by sign according to sound in Shorthand
STENOGRAPHER: is the person who specialized on taking down shorthand dictation to be later transcribed in to any other language.
TYPEWRITING: s a system of writing which involved the use of typewriter to printout an information written in a manuscript form.  Typewriting is the system of helping an organization or students to put down the hand written materials (manuscript) that has been prepared by a boss or a particular authority in  black and white on paper by the typist or secretaries  with the use of common  machine called typewriter.
BUSINESS: Is any legal activities that one engage in order to earn a living with aims of making profit.
EDUCATION: is a process which enables individuals to adjust to their environment, and where as environment differs from society to society and from  nation to nation.

CHAPTER TWO
LITERATURE REVIEW
2.1 INTRODUCTION 
In this particular chapter, this researchers were acquainted with some books of reference to help in carrying out the projects work successfully.
Although very few researcher have been work on this topic factors affecting teaching and learning of typewriting and shorthand.
Typewriting and shorthand are the vocational subject which variable one to acquire the basic skills and knowledge of current business practices for employment. It is a system of writing which involves the use of pencil to write word or vowel in short form white type writer is use to print out an information which originally   is in manuscript form through an effective manipulation of the keyboard.
Typewriter was invented in the year 1870 and it has been the core of communication of information both in business and private lives.
This review of literature as it relates to the attainment and the performance of students in type writing and shorthand will be treated under the following headings:
· Inadequate facilities 
· Teaching aid
· Time allocate
· Instructional material  
Instructional materials is available and time allocated to the subject and the attitude of students towards the subject, the habits formed by the teacher ad students etc 
However, the researcher reviewed some textbook some textbooks, magazines, newspapers she could not get enough information form them on the factors affecting teaching and learning of typewriting and shorthand. However, some studies which release to this aspect identified  by some experts like.
Byrme, (1999) claimed that habit is a ways of acting which the same circumstance, with greater perfection and less conscious though times goes on. He also says habits enables  us to things in the easiest possible way with a minimum of movement, fatigue, and taught without the ability to form habit, on one would  profits by experiences and teaching would be impossible. All human beings form habits some good and some bad. It depends very largely on the home and the teacher whether good or bad  habits will be developed in the child to a greater degree.
Here, the author stated that it depends upon the habits the teacher has formed which the students have to limit him and loose the interest, which will lead to poor performance because of lack of concentration on the course. 
Nicholas, (1998) asserted that secretarial studies which typewriting and shorthand is included is faced with so many problem like lack of qualified teachers to handle  the course. In this, he analysed that secretarial teacher education programme should produced teachers in order  to impact  intellectual. Vocational skills and knowledge to students and impact certain values and attitude of the society into them.
The statue of teacher could directly affect the effective study of Business Education subjects especially  typewriting and shorthand.
Therefore, to guide against poor teaching and learning of typewriting and shorthand qualified and teachers  are needed to transmit certain skills and attitude of the society to the students.
In view of this, Amaefute, (1999) expressed the same opinion in the article in the Nigeria state man teaching of typewriting and shorthand demand that “At least two graduate  be assigned to each of the subject, one teaching in the lower forms and the other upper forms.    
2.2 INADEQUATE FACILITIES
Lack of facilities in the schools is one of the factors that affect teaching and learning of typewriting and shorthand  in Business education department
Adesina, (2001) stressed  that the increase  in post secondary school enrolment as a whole has been accomplished by a decline in the quality of education generally. This  is because the facilities available cannot measure  or be enough  for the growing school population.
Typewriting and Shorthand being a skilled course has not got enough facilities of teaching in this  sense consists of typewriting machine shorthand textbook, pencil, clean electricity, conducive environment  and other equipments.
This means that the academic and social potentials of business students can be trapped to the fullest only where favourable environment conducive for learning  and relaxation is provided.
The use of instructional materials or learning equipment are as important to the study of typewriting and shorthand.
2.3 TIME ALLOCATION 
The time allocated for typewriting and shorthand in the school  time table may not be enough for the course hence, it is a skilled course that consumes much times. The skilled course that consume much times. The  progress of typewriting and shorthand beginning is directly related to the time activity spent as the typing machine and writing shorthand.
Gateside,  (2003) Opined that “two single period of 45 minutes of consecutive days yield quicker and more stimulating results  than 90 minutes which  is a single period on alternatives day”. This implies that typewriting and  shorthand needs constant practices especially shorthand  of at least 45 minutes per day. This will increase efficiency and effectiveness of the students in the courses 
Another important issue is the student interest and attitudes  in the course for the students to perform very well in typewriting and shorthand, they must have or create interest in the course. Students lack of interests  in the  courses may be as a result of not being  well informed of the importance and benefits  the unavailability of guidance and counseling in the post secondary school and in the Business education department of Kwara state college of Education Ilorin.
This was expressed by Owujous, (2005) that “guidance is a services for any students to help him/her to understand his/her own special interest aptitudes and skills vocational and carrier opportunity.  His/Her potentialities in terms of university admission requirement and opportunities for personal social growth so, guidance and counseling should be provided to students in secretariat studies (typewriting and shorthand is included) to reveal to them important or benefits of the course.
Some students  hate typewriting especially shorthand and they are performing woefully in the course because they fail commercial course are mainly  for women and for people of lower intelligence. They feel term commercial is degrading and they prefer other course.
Khwwuka (2000), observed this point and revealed that many people though that commercial course is for low intelligent people and this  has been a bone  off contention on poor performance of the students in the course. The typewriting and shorthand skill would not be achieved if there is no co-operation among the staff and  the students   
2.4 TEACHING AIDS
The methods of teaching used in transferring  the knowledge  to the students  is another important issue which must be looked  into a teacher may have the  knowledge of the course  but may not  know the right method to be used importing such knowledge to the students.  This can make the students to loose interest in the course and will result to a great poor performance among the students.
Also, if the students loose interest, it is now everything the teacher is saying they will understand because of the poor method of teaching his/her adopts this will immensely affect the evaluation of the course and will cause the poor performance of  students in the course 
A good Business educator should posses  good training and  knowledge of the course he should be able to adopt a good method of guidance and counseling in order to help the students to develop interest in typewriting and shorthand.
  Lack of public relation s some students results in mass ignorance of the existence and importance of business education in the nation. This makes some students in business education department thinks  that they are offering course that has not influence  of the society which lead to their poor performance in the course.
 A large member of students do not come to acknowledge the importance of the course and yet they are not surprised when they do not progress. Good Quality textbooks are required not only for examination purposes of but also for practical purpose as well 
Lack of interest by students also affects their learning of the important skills. The students interest and determination for along way. Interest here is the mental attitude or students towards the learning situation at any given time.
According to Malcohir, (1999) we are interested being entertained or amused, in other  hand if the scale we are interested when  we are engrossed, in solving problem,. In the later situation the degree of self-involvement and concentrations is likely to be  considerably greater than in the former. The vital interest in a subject may originate with the learner through some forms of self motivation or its may be stimulated by the teacher”
Not   only interest  should be created in the students but  should be sustain. The interest thus will best be achieved if the students are made to be aware of the fact that progress and achievement  are as a result of sustained interest and effort.
Mcnical, (2003) further explained that sustained interest is essential for successful learning and a teacher must know what method to try if interest flags too often or  too long one of the most important condition for the continuance of interest and effort in satisfaction resulting from awareness of progress and achievement  
Harris, (2007) and his partners recommended that: though any motivation device at his command, intrinsic or extrinsic, the teacher must create a desire on the part of the students to what   to learn. This flame should be kept burning brightly through a variety of  interest stimulating derives.
Therefore, it is advisable that a students should develop a likeness for typewriting and shorthand coupled with effort and by so doing successful be achieved
2.5 INSTRUCTIONAL MATERIAL
The use of instructional materials and equipment for teaching is very important, some students get to understand what the teacher(s) make use of adequate instructional material and equipment like manual typewriters, reported note books, chalkboards, electrical typewriters, furniture to mention but few. The fact is that teaching aids are not teacher’s aids but students aids. They are aids to learning rather than aids to teachings. Infact instead of making the teachers works lighter, they often make more work for him so to say when instructional material are used it aids the students to understand  better what the teacher teaches. Furthermore, for instructional materials to be effective, they should  be the one that contribute to visual  impressions that is seeing is believing the more students  see, the more they understand when mentioning equipment the researcher referred to some items such as desks chairs and chalkboard etc.
Farrant, (2005) Claimed that a chalkboard could be most useful of all teaching  aids, if the teacher know how to use it. Therefore, typewriting and shorthand teacher should know the appropriate chalkboard to be used when teaching typewriting and shorthand as a course.
Also, the type of furniture which will be suitable for typing and shorthand, such furniture should be the one with a good solid foundation where the arms will not be raised to high or be in a descending position equally, efficiency in typewriting and shorthand there is need for good posture  when typing  or writing shorthand to this and sometimes  none at all, and  yet  typewriting and shorthand students will never types or write as fast as possible.
From all that have been said in the chapter. The researcher has thereby undergone some research work of different people and have measured individual authors  views on how factor that affect students performance in typewriting  and shorthand can  be solved. Evidence from research studies also tended to show that the teacher knowledge of the subject matter, attitude  to school work and  teaching style may contribute substantially to the factors affecting teaching and learning of typewriting and shorthand.
2.6 APPRAISAL  OF LITERATURE REVIEW
In summary, for an experiences teacher to improve more and effective the content of education and organize learning activities through which intention is transform must be put into practice for effective teaching and learning of typewriting and shorthand of Kwara state College of Education in Business Department, it is the duty of the teacher to teach and guide the students at appropriate time. A good teacher will know the deficiencies in the curriculum textbooks and equipment.
He showed be prepared to learn all enough about life and capable of inspiring and students under his care with the desire to born sensitive to change and by training capable effecting innovative practices and meet the emotional physical, intellectual and social educational political, Cultural, religion and moral need of the students for the development of an integrated personality.
The teacher as a leader of learner stimulates and directs the affairs of the learners. He develops second relationship with the students to ensure the development of the potential. He must be sympathetic and exemplify in his character.


CHAPTER THREE
RESEARCH METHODS 
 Research methods are the basis plan, which guides the data  collection and analysis phases of the research  project.
This chapter deals with the procedure and methodology used in this research work
However, it should be noted that there are no enough textbooks to give information to students and some other available materials 
In coming  out this research factors affecting teaching and learning of of typewriting and shorthand in Business education department of kwara state college of education Ilorin The researcher made use of questionnaire.  
The researcher  methodology was designed  and groups under the following  sub heading 
· Research Design
· The Population 
· Sample and Sampling Procedure 
· Instrument  of the Study 
· Reliability of the Instrument
· Validity of the Instrument 
· Method of  Data collection
· Method of Data analysis 
3.2 RESEARCH DESIGN 
This research work is aimed at investigation the factor affecting teaching and rearing of Typewriting and Shorthand in Business Education  Department, Kwara State College of Education, Ilorin  and with a view of finding of finding solution  to it.
For an effective investigation of the problem, the researcher has a choice to center this finding on a descriptive design. A survey has been so adopted for this study.
According  to Akinboye,  (2000) survey research design may be described as a types  of degree of association between  operating variable in a particular populations.
Survey method has the advantage of being an effective ways  of collecting data from a large number of sources relating inexpensive and may take shorter time.
3.3 POPULATION
Population means a large number of people living in a geographical area e.g state or local government.
The researcher has chosen Kwara State College of Education Ilorin with references to Business Education Department. Therefore the target population consists of all the students in Business Education  Department 
3.4 SAMPLES AND SAMPLING PROCEDURE
The sample is generally defined as the number of person or material drawn from a whole population out of one hundred   and twenty (120) students in the Department of Business Education only one hundred (100) students were randomly selected  from 100 level, 200 level and 300 level students.
They have all written several tests, assignment and at least one major semester examination in the subject 
3.5 INSTRUMENT OF THE STUDY
The instrument used for gathering data for this research work was questionnaire
The question were developed from the research question and were structured to enable the respondents supply the answer easily by either “Agree” “Disagree”
3.6 RELIABILITY  OF THE INSTRUMENT
The factor affecting teaching and learning Typewriting and Shorthand in Business Education Department of Kwara State of Education  Ilorin   in selected tertiary institution. The of questionnaire was used in collecting information in order to make  the completion of  data reliable   
3.7 METHOD OF DATA COLLECTED.
 The  researcher used questionnaire. The researcher administered  the questionnaire on the study participants in their classrooms. The respondents were given stated period of time  for them to answer and complete the question which the researcher personally collected. 
3.8 METHOD OF DATA COLLECTION
In analyzing the data, the researcher employed and developed  the use of tables. The data collected easy arranged, tabulated and calculated in percentage (simple percentage)
Those  task  above 50% represent a positive responses while thus below 50% represent a negative response. One hundred  (100) respondents completion and returned the questionnaires
Thus, data analysis and findings were based on the  one hundred (100 collected)
Also, the questions  were divided into section “A” teachers factors. Consisting of  5 items, section “B”  students factor consisting 5 items, Section “c” subject factor consisting 5 items sections “D” school factor affecting teaching and  teaching  and teaching and learning of Typewriting and Shorthand subject in Kwara State College of Education, Ilorin .
In analyzing the data for each case the frequency observed were divided  by the expected frequency and the result multiplied by  100 that is 
Response		X	100
Population 

CHAPTER FOUR
RESULTS AND DISCUSSION
In this section, data was  collected through  questionnaire, A total number of questionnaire were administered to (100)  one hundred students in the Department of Business Education. The data  obtained from the information gotten from the respondents are presented analysis and interpreted 
The researcher adopted percentage distribution in the presentation of the data. The result were presented in form of table accordingly, the responses for each question asked was noted according to the number of those that responded positively or negatively. Does the use of instructional materials have any effect on the performance of the students or not?

	Alternative responses
	No of response
	Percentage % 

	Yes
	15
	43%

	No
	20
	57%

	Total
	35
	100%


 
It is discovered in the above table that shown the table above 15(43%) respondents agreed that the  use of instructional materials have an effect on the performance of students 20 (57%) responded said that instructional materials does not have any effect on the  performance of students  in their department 

4.2	Does  the real factors affect the teaching and learning of Shorthand and Typewriting?
	Alternative responses
	No of response
	Percentage

	Yes
	35
	100%

	No
	-
	-

	Total
	35
	100%



It is discovered form the above table that thirty-five representing (100%) responded positively that the real factor does not affect the teaching and learning of Shorthand and Typewriting. The researcher thus suggested that the question should be accepted
4.1 Research Question Two.

Table  4.3 
Questions three.
Do you have adequate supply of equipment like Typewriter, Computer Fax machine etc in school 
	Alternative responses
	No of response
	Percentage

	Yes
	13
	37%

	No
	22
	63%

	Total
	35
	100%


	It can be seen from the above table that thirty-five respondents representing (37%) indicating that instructional materials. Their should be a provision for adequate supplied of equipment like typewriters.
Does the students respondents positively on the availability of the use  of teaching aids.

	Alternative responses
	No of response
	Percentage

	Yes
	23
	66%

	No
	12
	34%

	Total
	35
	100%



The table four above  shows that (34%) respondents  have seen and made use of typewriting teaching a students with teaching aids e.g Typewriter. This shows from the above table that we can see the majority of the respondents 23 representing (66%) agreed with the statement that students responds positively on the availability of use of teaching aids.  While only 12(34%) were of the negative opinion that student  positively on the availability of use of teaching aids.
Research Question Three
4.2 Does  students respondents over the effective coverage of secretarial syllabus.
	Alternative responses
	No of response
	Percentage

	Yes
	19
	54%

	No
	16
	49%

	Total
	35
	100%


  
From table five, nineteen representing (54%) respondents out of 35 that the students responded over the effective courage of secretarial syllabus. While sixteen representation (40%) said students are not over the effective coverage of secretarial syllabus.
Does teaching methodology has effect on the teaching  learning of secretarial courses.

	Alternative responses
	No of response
	Percentage

	Yes
	28
	80%

	No
	7
	20%

	Total
	35
	100%



From the above table, we can see that majority of the respondents twenty eight representing (80%) agree with the statement that teaching methodology has effects on  learning which proves the above hypothesis   right.
Research questions four 
4.7 Question does insufficient of teaching aid s has any effect on the  students 
	Alternative responses
	No of response
	Percentage

	Yes
	26
	74%

	No
	9
	26%

	Total
	35
	100%



From the above table seven, we can see that the respondents twenty six (74%) agreed with the statement insufficient of teaching aid has effect on the students while 9(74%) were  of the negative opinion that insufficient of instructional materials has  any effect on the students.
Questions eight: Do you agree that  teaching and learning of Shorthand and Typewriting as improve  the educational system 
	Alternative responses
	No of response
	Percentage

	Yes
	24
	69%

	No
	11
	31%

	Total
	35
	100%



DISCUSSION OF RESULTS
FACTOR ATTRIBUTED  TO INSTRUCTIONAL MATERIALS 
The data  analysis revealed that without adequate instruction materials to teach shorthand and typewriting  in our department, it would be difficult to carry the students along effectively. In a situation on  where material like typewriter , computers and fax machine  etc are not available for teaching  students in this field would be  handicapped in assimilating and in performing effectively , even when there are qualified teachers to  teach them  the need for those skills in our institutions of learning can  not be over emphasized. Therefore financial assistance and instructional materials need to be made available by the school authority and the government. 
FACTOR ATTRIBUTED TO TEXTBOOK
	From the interview made we find out that many of the students responded that typewriting and shorthand textbooks were not within their reach as it is not  available in the school-library, typing pools for effective use and follow up material.  This is serious issue as most of the students have to depend  on teacher, students do not have the broad knowledge of many topic been taught or could make any reference to his lecture notes. The absence of the vital materials has in no small measure learning of typewriting and shorthand or secretarial courses. 

CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
This chapter contains the summary of the findings, the conclusion and recommendations on how to improve factors affecting teaching and learning of Shorthand  and Typewriting as a subject and the suggestions  for further research for those who will want to do more research work on this topic.
5.1 SUMMARY 
This study  has identified that insufficient man power  (teachers) to teach the subject, lack of typewriting ands shorthand textbooks (instructional materials), insufficient typing pool for typing to take place etc are among  the contributing factors to the persistent problem in the teaching  and learning of  typewriting and shorthand in Business Education Department of Kwara State College of Education, Ilorin.
Many suggestions were proposes for increasing  the effectiveness of teaching and learning of typewriting finally  content, should be built on what the students already know that is, it should as much as possible match the real need of the students both in their daily life in their work place they are to face as adults 
5.2 CONCLUSION 
There is high demand for typewriting and shorthand in the economy, but the problem affecting teaching and learning of shorthand and typewriting cannot meet up with the demand. Typewriting and shorthand has not been given the priority it deserved in the school. Since there is inadequate manpower’s materials, inadequate manpower material, insufficient time, no interest on the subject and other factors.
The research work was carried out by administering of questionnaire to know the problem and the researcher question were used to test  the validity of the problems.
From all the questions in the research work, it shows that  there are (4)_ four factors that contribute to the factors affecting teaching and learning of shorthand and typewriting.
Conclusively, effective learning of typewriting in the schools can only be achieved if the college authority can provided  facilities like well equipped typing pools, typewriter shorthand textbook, man power for effective teaching and learning to take place.

5.3 RECOMMENDATIONS 
On the bases of the finding and the conclusion were drawn, the following are some recommendations suggested which if employed will help to improve the factors affecting teaching and learning of Shorthand and Typewriting in Business education Department 
-	The college authority should  equipped typing pools and adequate materials for Shorthand
-	It is advised that more contact hours be allocated to typewriters and shorthand through tutorial hours so that slow learners can cope
-	Teachers should try to motivate students to develop interest in their subject and to make students naturally like the subject by improving on the teaching methods.
-.	The  students should develop regular learning habits, as this will improve their performances and the skilled course  
-	Students should be allowed to practices during their free time in the typing pools with adequate provision made for the security of the equipment 
-	Teacher s should always take cognizance or the students entry requirement  since many of the students  do not have  any knowledge of the subject before
-	There should be provision of quality manpower to teach  the subject in our secondary schools.
5.4 SUGGESTION  FOR FURTHER STUDY
More intensive research work should be conducted on this same topic so as to extent the research and identity the  problem of new beginner in typewriting and shorthand.
Other studies should be conducted in other area  of study like Fine and Applied Arts, Agricultural Science and Home Economics to know whether the students are faced with  the same problem as in typewriting and shorthand
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APPENDIX
DEPARTMENT OF BUSINESS EDUCATION, KWARA STATE COLLEGE OF EDUCATION, ILOIRN 
The questionnaire is designed to findout the problem affecting teaching and learning of shorthand and typewriting in business education department, kwara  state  college of education, Ilorin your answer to the question would be  a great values in this study to identity the problem affecting teaching and learning of shorthand and typewriting in the department 
Name of School:
Level of The Students
Sex: Female (	) Male (	)
Tick your answer like this ()
Please kindly indicate your responses by ticking 
Yes or NO
	S/n
	Questions 
	Yes
	No

	1.
	Does the use of instructional material have any effect on the performance of the students?
	
	

	2.
	Does the real factors affect the teaching and learning of shorthand and typewriting?
	
	

	3.
	Does the atmosphere of the typewriting and shorthand class is conductive for teaching and learning?
	
	

	4.
	Does  the qualification of the typewriting and shorthand lecturers has any effect on the teaching and learning of shorthand and typewriting? 
	
	

	5.
	Does the time allocated for the typewriting  and shorthand  class is sufficient?
	
	

	6.
	Does the negative attitude of people or students toward typewriting and shorthand affect the teaching and learning ?
	
	

	7.
	Does teaching methodology has effect on the learning of secretarial course ?
	
	

	8.
	Do you have adequate supply of equipment like typewriter, computer fax machine an d shorthand textbook in the schools?
	
	

	9.
	Does insufficient of teaching aids has nay effect on the students?
	
	

	10.
	Does students responses over the effective coverage of secretarial courses? 
	
	

	11.
	Does students responses positive on the availability  of the use of teaching aids?
	
	

	12.
	 Do you agree that teaching and learning of teaching  and learning of typewriting and shorthand is improve in the educational system?
	
	




