EFFECT OF INSTRUCTIONAL MATERAILS ON THE TEACHING AND LEARNING OF TYPEWRITING IN KWARA STATE COLLEGE OF EDUCATION ILORIN.



BY

UMAR HAWAU
MATRIC: 22/0286
A RESEARCH PROJECT SUBMISSTED TO THE DEPARTMENT OF BUSINESS EDUCATION, KWARA STATE COLLEGE OF EDUCATION, ILORIN
IN PARTIAL FULFILLMENT OF THE REQUIREMENT FOR THE AWARD OF NIGERIA CERTIFICATE ON EDUCATION (NCE)





AUGUST,2025


[bookmark: _GoBack]
CERTIFICATION

	This research work has been read and approved by the under signed on behalf of the Department of Business Education, Kwara State College of Education, Ilorin as meeting the partial requirement for the award of Nigeria certificate in Education (NCE) Business Education.

Mrs Owolaye J.M
……………	….		    …………………….    …………………….
Project Supervisor		 Signature			      Date


Ishola M.B		      ………………….      …………………...
Head of Department		 Signature				 Date	



MrsGiwa	M.D			………………..		……………………..
Project Coordinator		Signature 				Date










DEDICATION

	This research project work is dedicated to Almighty Allah, His beloved prophet Muhammed (S.A.W) and our parents M

















ACKNOWLEDGEMENTS
	I kindly acknowledge the love, kindness and wisdom of Almighty Allah throughout my stay in this institution. I also thank Allah for granting me knowledge and understanding in conducting this study. I pray and request for more opportunity in nearest future (Amen).
	I am grateful to our able and accessible, outstanding supervisor, in person Mrs. Owolaye J.M for allowing me to express myself in my area of specialist.
	Also I am very grateful to Mr. Ishola M.B the HOD my stay in the college and to all able lecturers for their immense contribution through their spirit of motivation, encouragement and advice especially during the most trying period at the college.
	I wish to express my profound appreciation to my parents and guidance Mr. Umaru Baba Ndagbon, Mrs. Aishat, and Mr. Peter and Mrs Elizabeth, May God almighty give you long life to reap the fruit of your labour in sha’allah.




ABSTRACT
	This study examined the effect of instructional materials on the teaching and learning of typewriting inKwara State College of Education, Ilorin. A total of 200 students were sampled and randomly selected for the study. Six research questions were raised to guide the findings of the study, Questionnaire tagged “effect of instructional materials on the teaching and learning of typewriting” (EIMTLT) was validated and administered tocollect necessary information for the study which was analyzed using simple percentage count. 
The findings of the study indicated that quality of instructional materials used in the schools and their effectiveness in the teaching and learning of the course and to see whether the available instructional materials are relevant or suitable instructional materials on the teaching and learning of typewriting in Kwara State College of Education, Ilorin.
One of the recommendations forwarded is that, there should be a provision of adequate supplied of equipment, the typewriter duplicating machines, photocopying machine, computer, franking machine etc. They should be available in other to balance effective teaching and learning of typewriting subjects.
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CHAPTER ONE 
INTRODUCTION
Background to the Study
	Instructional materials are collection of materials and equipment that can be used to facilitate the process of instruction and training. They are such materials and equipment’s that may be derived from the environment that could be served as information carrier, designed specifically to fulfill the objectives of teaching and learning. That is, to put across information and enable both learning and teaching to be effectively done.
	The importance of instructional materials in enhancing effective teaching and learning of typewriting cannot be over emphasized. The researcher has identified student’s mass failure in Business Education Department in Kwara State College of Education Ilorin as a result of some problems. Among those problems are: Inadequate textbooks for teachers and students, insufficient equipment e.g, typewriter, computer, typing pool etc. and poor use of instructional materials by both teachers and students. Most of the students in Business Education Department don’t know how to operate typewrites which is not supposed to be, and these problems are not that of the students, but caused by lack of adequate instructional materials in the department to be used by the students for effective teaching and learning of typewriting as a course.
	The concern of this research is to add the effects of instructional materials on the teaching and learning of typewriting.
Statement of the Problems
	 The research observes about instructional materials that are to be used and objectives of instructional materials that are supposed to be achieved.
	The problem of this research is to study the effects of instructional materials on the teaching and learning of typewriting in Business Education Department, Kwara State College of Education, Ilorin. The researcher will study the nature, quality and quantity of these instructional materials used for teaching and learning of typewriting as one of the Business Education courses.
	The study will also take statistics of the teachers using the materials and how well or otherwise the materials are assisting them in the teaching and learning of the course.
Purpose of the Study
	 Conducting this study in Kwara State College of Education, Ilorin will go a long way in identifying the importance of effective use of instructional materials by the teachers teaching typewriting with a view to improving learner’s performance in the course.
	The research aimed at creating a new spirit in the leaners increase their interests, motivating them and getting learners to know the manifold multi-various and even multi-dimensional prospects that a typing teacher has in the choice of a carrier. The study is aimed at shedding light on the effects of instructional materials on the teaching of typewriting in Kwara State College of Education, Ilorin.
Significance of the Study
	The importance of the use of instructional materials on the teaching and learning of typewriting cannot be over –emphasized.
	This study will have a great importance to the typewriting teachers, because it will enable them to know the instructional materials to be used for a particular course and for a given topic.
The study enables teachers to realize how far good
instructional materials could assist them in having a successful teaching and how it will help to ease teaching job for them.
	This research will enhance better understanding and learning skills of the students. It will also enable the students not only to learn theories but to see practical things they are being taught in the class.


Research Questions
	In an attempt to carryout the study on the effects of instructional materials on the teaching and learning of the typewriting. The under listed research questions will be answered.
(1)	Does techniques, strategies, and methods of handling typewriting instructional materials affect the learners’ performance in the course?
(2)	Does lack of instructional materials affect the teaching of typewriting in Business Education Department?
(3)	Does lack of instructional materials affects the academic performance of the students in Business Education Department?
(4)	Are there enough typewriting instructional materials in Business Education Department?
5)	Does insufficient instructional materials in typewriting contribute to your poor performance in the course?
(6)	Does availability of typewriting instructional materials in typewriting influence the teaching and learning of typewriting.
Scope and Limitation of the Study
	 This research topic on the effect of instructional materials on the teaching and learning of typewriting should have covered all colleges of education in kwara state, but due to financial constraints, level of study, time and limitation, the research is therefore restricted to Business Education Department, Kwara State College of Education, Ilorin for proper analyses to be done.
Definition of Terms
	 The underlisted terms will appear in this study. The terms being defined to suit the content of this write up in order to avoid any misconception that may arise.
-	Learners: Are groups of individuals on which change in 
	permanent behavior are expected.
-	Typing Pool:  This is a room designed specifically for all office education students where they carry out typing activities. It is a room where typing is carried out or done.	
-	Typewriting Student: Are the students that offer office education courses such as typewriting, shorthand, office practice etc.
-	Learning: Are the acquisition of experience through the interest of the individual with the environment to effect the behavior change.
-	Instructional Materials: Refer to those materials used to assist teaching and learning process in the educational set-up.
-	Shorthand: It is the act of representing spoken sounds by written signs, according to Pitman shorthand (1976).
-	Typewriting: It is a subject which deals with the use of typewriter which is used for the production of handwritten materials into typewriting works. 
-	Manuscript: it is handwritten materials works prepared for production by the secretary or typist in the office.
















CHAPTER TWO
 REVIEW OF RELATED LITERATURE
	This chapter is on the review of past related literatures on instructional materials to teaching and learning of typewriting.
	The review will be done based on the underlisted area.
Review of Related Literature
Resource centre
The Library
Other Instructional Materials
The Typing Teachers
Home Background
Roles of Language
Role of Guidance and Counseling
Review of Related Literature
	 Many schools and educationists have written on the effects of instructional materials on the learning of typewriting in Kwara State College of Education, Ilorin.
	In the opinion of Ibrahim (1993), instructional materials include self-supporting materials which are used by the teachers to present a complete boy of instruction.
	In support of Ibrahim, Salami (1999) claimed that instructional materials, teacher competence, effectiveness of instruction and class control make learning environment more attractive, appreciable, conducive, bearable and realistic. The learners’ attentions are better controlled and settled.
	Fadieye (1986), described instructional materials as an instrument which the teacher could use to convey ideas, information, message and knowledge about things to his students.
	In the same manner, Adebayo (1980) asserted that visual aids are the materials or objects which help the teachers to make a lesson explicit to the students. He further maintain that visual aids also transmit information ideas and notes to the pupils and disseminate information in such a way that will modify student’s aptitudes, habits and practices a complete task.
Resource Centre
	Resource centre can be described as a place where teachers and students can find instructional materials not available in each lecture room. Aids among these materials can be cardboards, typewriters and its diagrams and computer. The importance of these school resources centres can therefore not be overemphasized.
The Library
	Library according to Omoniyi (2005) is collection is collection of book and other form of records and resources housed, organized and interpret to meet the broad and varying needs of the students and staff for information recreation and aspiration.
	The library is the major resource centre for learning activities. The resource offered will include not only books in abundant but only chart recording filmstrips, videotapes, and other material to whet the appetite for learning and to wet the hunger for understanding. 
	The word “library” comes from the Latin word “Liber” which means books. It is used because libraries traditionally were largely collection of books. A library is a building with one or more trained staff who use carefully selected and organize books, library and information services that is needs to completed classroom instructions.
	According to NCCE guidelines for running libraries in the College of Education in Nigeria; Academic Department with the following objectives to guide their operations.
1.	Cause qualitative reference and information services for study, teaching and research needs in the college community.
2.	Ensure that its collections and services are designed to meet the objectives and information requires of College of education.
		The librarian in his part is expected not to be just a keeper of books but a person who can contribute to an effective marriage of them. The chief purpose of a school library is to make available to the pupils at their convenience all the books, periodicals and other materials which are of interest and value to him as basic or supplementary textbooks. The provision of school libraries with adequate supply of books and other materials should be a “priority items for schools”.
Other Instructional Materials
	 According to Farrant, (2003) the use of audio visual devices and materials in Nigeria started with the establishment of audio visual centres in the three regional headquarters viz Kaduna, Ibadan and Enugu in 1962, through the assistance of United State Agency for information development. They were conceived and developed to liaise between the media houses to relay educational programmes.
	Today, the use of television in the dissemination of information to different part of the country has reached its highest magnitude.
	It is use in school debate, quiz and interview has helped a lot in the retention of information and instruction. What is seen is not easily forgotten hence, recall is easier than in lecturing.
	The use of overhead transparency protector extends the individual instruction capacity and control in the presentation of information. The instructional materials are useful for large group aspect of team teaching. These various instructional materials have been found to be of immense help to the teachers and great motivators to the students hence, its acquisition by schools should be a priority for effective teaching and learning and as motivation to students.




The Typing Teacher
	There are lacks of adequate and competent teachers to handle typewriting as a course in our schools. It is not uncommon to find people with OND/HND. Accounting or secretarial administration teaching principles of Account respectively.
	Some of the typing teachers are half baked and cannot effectively handled the teaching of typewriting due to the poor training receive in their previous schools.
	From findings, about one third of practicing typing teachers are not trained. Thus rather than looking at the right stuff or materials such teachers lack the right and appropriate methodology instruction.
	For effective, teaching is not only the possession of the mastery of the subject matter that matters but need to possess certain qualities. A typing teachers must be able to develop an environment in his classroom that is conduciveto make students desire to learn, unless the teachers has the proper personality and characteristics to use techniques effectively i.e must be dynamic, scholarly, realistic and democratic.
Home Background
	Findings have proved socio-economics status to be a very important factor in the academic learning of the students in schools. Studies have been shown that problems varied from one school to another depending on which socio-economics group dominating in the school. These problems in turn reflected on the learning of students in the school, home background in this bears a significant variable on students learning.
Roles of Language
	It is necessary to state the relationship between language (English Language) and students learning of typewriting.
	Abiri (1999) wrote that the mother tongue which is the language that is naturally learnt by the members of a community and employed by them as their first medium of vocalized communication is potential factor in their intellectual and cultural apartment.
The significant role language plays in teachingand learning process is further stressed by Adebayo (1998) when he wrote about language as a man’s primary means of communication. Teachers are known to be in comprehensive to the students because the teacher is too learned and for sophisticated and so speak above the level of the adequate students. It is the wisdom of the teacher on one hand and the ignorance of the students on the other that causes the gap.
Indeed,without a clear understanding of the language in which the body of ideas is explained or taught, no students of any field of earning can achieve effective learning or understanding in that circumstance or context.
Roles of Guidance and Counselling
	According to Jones (1963) guidance is the help given by someone to another person in making choices, adjustment and in solving problems.
	Counselling on the other hand according to Abdulrasaq (2006), is a process which involves a special kind of relationship between the counsellor and client in other to arrive at helping the client solve his problem.
	Ipaye (2001) outlined the roles of guidance and counselling services in Nigeria Education system. Among these include to helps students develop the skills of self-study, self -analysis and self-understanding. To assist all students in making appropriate and satisfactory personnel, social, educational, vocation and leisurate choices, and to help students acquire as early as possible in their lives a positive image of self through, self -understanding and self- directing etc. 
	Lack of guidance and counselling make students choose course or career wrongly with the consequence of loss of interest along the way in the course so wrongly choose.
	Without prior motivation and interest, many students are forced into Business Education Department with fatal consequences of poor understanding of the courses mass failure and discouragement to the teachers. Educational, vocation and leisurate choices, and to help students acquire as early as possible in their lives a positive image of self through, self-understanding and self-directing etc. 
	Lack of guidance and counselling make students choose courses or career wrongly with the consequence of loss of interest along the way in the courses so wrongly choosen.
	Without prior motivation and interest, many students are forced into Business Education Department with fatai consequences of poor understating of the courses mass failure and discouragement to the teachers.
Summary of Literature Reviewed
	 This chapter has attempted to appraise related literatures to this study.
	Scholars and educational submissions are brought out vividly. They have been found to be relevant in identifying and analyzing the effects of instructional materials on teaching and learning of typewriting in Kwara State College of Education, Ilorin.
















CHAPTER THREE
Research Methods
Introduction
	This chapter deals with the procedure and methods of collecting data needed for this research work. This chapter also discussed population, samples instruments, methods of data collection and mode of administration of the data.
Research Designed
	The research design adopted for this study was a descriptive survey method. This method allowed researcher to use the research independent variables on the dependent one in taking concrete decisions.
Population of the Study
	 Population, according to Ibrahim (2005) is used to refer to groups or aggregate of people, it is the totality of measurement or count obtained from all objects possessing some common characteristics.
	In attempt to collect the necessary information for the study, the target populations from this study are the lecturers. The numbers of the lecturers in the Business Education Department stood at 20 when both full time and part-time lecturers are put together.
Sample and Sampling Techniques
	The researcher selected samples, out of 350 students of N.C.E 3 students of Business Education Department, one third i.e1/3  of these population i.e 600 x 1/3 = 200. 117 students served as the sample for the study.
Instrumentation
	 The instrument used for this study was questionnaire. The questionnaire designed for the lecturers and students of Business Education Department, N.C.E 2 and 3 students are expected to respond to the questionnaire. The researcher collected the data on the effect of instructional materials used. Data was also collected on how beneficial the teaching and learning process in the Business Education Department.
Validity of the Instrument
	 The researcher validated the instrument used by given the designed draft to some experts in the Department of Business Education.
	After this, the corrected draft was given to the supervisor for any other possible corrections and approval to administer the questionnaire.
Reliability of the Instrument
	The reliability of the instrument was achieved through pilot test conducted outside the case study of this research. The test was administered to respondents twice in two weeks internals.
Procedure for Data Collection
	In administering the questionnaire, the researcher physically administered the questionnaire on the respondents in Business Education Department. The co-operation of head of the department was sorted for. A total number of 200 copies of questionnaire were returned to the researcher.
Method of Data Analysis
	 In analysis the data collected from the field, the researcher made use of frequent count, and percentage in analyzing both bio data and questionnaire items.














CHAPTER FOUR
INTERPRETATION AND ANALYSIS OF DATA
Analysis of Data
	This chapter treats the data collected from the field, analyzed it an interpreted according to the results of the variable data. The chapter equally treated both bio data and questionnaire items.
Answering of Research Question
	This portion of the project treats research questions raised for this study.
Research Question One: Does the availability of instructional materials in typewriting influence the teaching and learning of typewriting?
Table One:
	
	Respondents
	Percentages
	Total

	Items
	Yes
	No
	Yes 
	No
	Total (%)

	1
2
3
4
	15
17
19
10
	35
33
31
40
	30
24
38
20
	70
76
62
80
	100
100
100
100

	Total
	61
	139
	112
	288
	400%



From the table above, the grand total in percentage (%) stood as below.
Yes = 61 x 100		=	30.5%
	200

No =  139 x 100	=	69.5%
	 200
	Based on the overall percentage, it is seen that 69.5% of the respondents disagreed to the question. One can conclude that availability of typewriter instructional materials in Business Education Department do not influence the teaching and learning of typewriting.
Research Question Two: Does lack of instructional materials affect the teaching and learning of typewriting in Business Education Department?
Table Two:
	
	Respondents
	Percentages
	Total

	Items
	Yes
	No
	Yes 
	No
	Total (%)

	1
2
3
4
	13
15
12
19
	37
35
38
31
	26
30
24
38
	74
70
76
62
	100
100
100
100

	Total
	59
	141
	118
	282
	400%



From the table above, the grand total in percentage (%) stood as below.
Yes = 59 x 100		=	29.5%
	200

No =  141 x 100	=	70.5%
	 200
From the table above, the grand total of yes in percentage stood at 29.5% given positive impression to the items while 70.5% of the respondents are of negative view to the items. This means that majority of the respondents do not share positive opinion to the question. The researcher therefore concludes the  teaching of typewriting in Business Education Department.
Research Question Three: Does lack of instructional materials affect the academic performances of the students in Business Education Department?
Table Three:
	
	Respondents
	Percentages
	Total

	Items
	Yes
	No
	Yes 
	No
	Total (%)

	1
2
3
4
	17
13
18
15
	33
37
32
35
	34
26
36
30
	66
74
64
70
	100
100
100
100

	Total
	63
	137
	126
	274
	400%



From the table above, the grand total in percentage (%) stood as below.
Yes = 63 x 100		=	31.5%
	200

No =  137 x 100	=	68.5%
	 200
	From the table above, it can be seen that only 31.5% of the respondents are of positive view to the items while a total of 68.5% are of negative view. This means that the majority of the respondents are of negative view to the question. The research are therefore concludes that, instructional materials affect the academic performance of the students in Business Education Department.
Research Question Four: Does lack of instructional materials in typewriting contribute to your poor performance in the course.
Table Four:
	
	Respondents
	Percentages
	Total

	Items
	Yes
	No
	Yes 
	No
	Total (%)

	1
2
3
4
	30
345
37
33
	20
16
13
17
	60
68
74
66
	40
32
26
34
	100
100
100
100

	Total
	134
	66
	268
	132
	400%



From the table above, the grand total in percentage (%) stood as below.
Yes = 134 x 100		=	67%
	200

No =  66 x 100		=	33%
	 200
	Finally, table 4 above, revealed that a total number of 134 respondents out of 200 are of positive view to the question. This represents 67% of the total respondents, in the same vein a total respondent; this means that there are no sufficient instructional materials in typewriting which contribute to your poor performance in the course.
Research Question Five: Is there enough typewriting instructional materials in Business Education Department? 
Table Five: 
	Alternative Response
	 No of Respondents
	Percentages(%)

	Yes
	30
	86

	No
	5
	14

	Total
	35
	100



	From the table above 5, we can use that majority of the respondents thirdly representing 86% agreed with the statement that, there is not enough typewriting instructional materials in Business Education Department.
Discussion of Results
Factors Attributed to Instructional Materials
	 The data analysis revealed that without adequate and necessary instructional materials to teach typewriting in our department. It will be different to carry the students along effectively. In a situation where materials like typewriter, computer etc. are not available for teaching, students in these field would be handicapped in assimilating and in performing effectively even where there are qualified teachers to teach them. The need for the skills in our institutions of learning cannot be over-emphasized. Therefore, financial assistance and instructionalmaterials need to be made available by the school authorities and the government.
Factors Attributed to Textbooks 
	From findings many students responded that typewriting textbooks are not available and not enough as this is a serious problem, as most of the students have to depend on teacher’s notes if available at all. The result of this is that students do not have a broad knowledge of any topic taught or could make any reference at their leisure time. Some students note that were checked could not be called a note because most of them were not legible. The absence of those vital materials in no small measure produced a negative effect on students’ learning of typewriting as a course.
















CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATION
Introduction
	 This research work is carried out to know the effect of instructional materials to teaching and learning of typewriting course in Kwara State College of Education, Ilorin.
Summary
	The purpose of this research work is to find out the quality of instructional materials used in the schools and their effectiveness in the teaching and learning of the course and to see whether the available instructional materials are relevant or suitable instructional materials for the courses.Recommendations are made in order to enhance the teaching and learning of typewriting courses in Kwara State College of Education, Ilorin through effective instructional materials.
	In the analysis of the questionnaire administered, in this, researcher found that there are no adequate instructional materials in the college; this is so because majority of the respond relating to available instructional materials indicated that they have adequate instructional materials.
	The research also shows that the instructional materials are handled by trained personnel. The students are respondent to availability of instructional materials in department.
Conclusion
	 The findings also show that only a few quantities of instructional materials are handled by a qualified personnel. Also majority of the students responded negatively to the instructional materials used.
	The researcher strongly believed that some teachers in Business Education Department are not using instructional materials at all while those who does not always make use of available equipment’s because effective use of instructional materials facilitate teaching and learning process.
	Finally, it can be categorically stated from the ultimate findings that instructional materials cannot be alienated from proper and efficient teaching and learning of typewriting courses.
Recommendations
	Based on the issues observed from the analysis of data gathered for this research, the following recommendations can be made for improving teaching and learning of typewriting course in college of education, Ilorin, to achieve effectives teaching and learning. The following remedy should be noted.
1.	There should be a provision of adequate supplies of equipment, the typewriter, duplicating machines, photocopying machine, computer, franking machine etc. They should be available in the used of the various typewriting related instructional materials.
2.	The curriculum planners, teachers in practice and teachers in training should try as much as possible to select the right method of teaching typewriting courses and if teachers have deficient and defective teaching skills or use of wrong specimens, students became very uninterested in the course.
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APPENDIX
KWARA STATE COLLEGE OF EDUCATION, ILORIN
QUESTIONNAIRE
STUDENTS RESEARCH QUESTIONNAIRE RESEARCH QUESTIONNAIRE FOR BUSINESS EDUCATION STUDENTS

This is an instrument designed to find out the availability of instructional materials in your department and any other problems affecting learning of typewriting.
	You are implored to give your response aa they would enable the researcher to know the true situation of typing in your department.
SECTION A
Background Information
1.	Name of school: …………………………………………
2.	Sex (tick the appropriate letter) (a) Male (b) Female
3.	Age: ……………………………………………………..
4.	Class: ……………………………………………………


SECTION B
	Please kindly indicate your response, tick the appropriate column
 SA -		Strongly Agree
A	-	Agree
SD 	-	Strongly Disagree
D	-	Disagree
	S/N
	Items
	SA
	A
	SD
	D

	1
	Business courses syllabus is too wide for effective coverage
	
	
	
	

	2
	Lack of textbook is affecting my understanding of typewriting
	
	
	
	

	3
	Lack of field trip makes typewriting uninteresting
	
	
	
	

	4
	The lecture room is too large for effective learning
	
	
	
	

	5
	The time given to typewriting is not enough for proper understanding of the content of the course
	
	
	
	

	6
	Our teacher usually makes use of computer, typewriter etc as teaching aid.
	
	
	
	

	7
	None availability  of teaching aids is affecting the effective understanding 
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