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EDITOR'S NOTES . ..

The manuscripts presented in this issue were accepted
under a blind review process, with each manuscript being read
by three reviewers from the Journal's editorial review board.

This fourth issue of your Journal contains articles on a
wide variety of topics, beginning with a study conducted by
Patricia Lynn Anderson and Mary Alice Griffin that identifies the
word processing competencies most frequently used by office
personnel in the automated office. Next, Clora Mae Baker,
Marcia A. Anderson-Yates, and Grace Abolaji's experimental
research study provides the justification for integrating English
skills exercises with beginning keyboarding instruction at the
secondary level.

Phyllis C. Bunn’'s article addresses the questions and
factors that must be considered before a sys ... of industry-

based skill standards can be achieved and cooruwnated with
business education programs. Those of us who are interested
in adding more excitement to our teaching, may want to
consider Donna Holmquist’s suggestions for using active
learning techniques.

As technology continues to impact the business
education curriculum, Marcia L. James and Robert M. Schramm
offer four basic teaching principles which can be used when
presenting information on how e-mail affects the individual and
the organization. A second article on the impact of technology
is by M. Latif Javed, who examines the relationship between
technology and international communications and discusses the
implications for business education.

To help students gain teamwork skills, Laura Macleod
and Sandra J. Nelson share ideas on the composition,
selections, and evaluation of teams to help instructors
coordinate team activities and assignments. Next, James L.
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Morrison addresses the impact of student diversity upcn
learning outcomes during computer simulation activities. The
last article, that of Rita Thomas Noel, describes the efforts a
high school business teacher to expand the business education
program by starting a school-within-a-school.

Sincere thanks is extended to all authors for their
professional contributions to this issue. Appreciation also is
extended to the editorial review board and associate editors,
Julie Bourgeois and Theresa Zimmer. Acknowledgement must
be given to Sandra Cash of lLouisiana State University for her
patience in keying the Journal and to Carol Blanchard who
performed various tasks necessary for publishing your journal.
Sincere appreciation goes to our advertisers for their support.
Finally, | want to provide a thanks to Becky Tassin who
provided her expertise as a proofreader.

Donna H. Redmann, Editor
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JOURNAL PROFILE

Journal Description

The Louisiana Business Education Journal is published
annually by the Louisiana Association of Business Educators. This
refereed journal includes articles on various aspects of business
education desling with research, theory, trends and issues,
curriculum, teaching methodology, technology, and personal/
professiona!l development. Each issue contains approximately six
to ten articles, as well as, abstracts of doctoral dissertations and
maste.’s theses completed by Louisiana business educators. The
first issue of the journal was circulated in Spring 1991.

Circulation/Readership

The journal is distributed to ali LABE members as part of
membership dues and sent free of charge to the NABTE (National
Association of Business Teacher Education) institutions throughout

the country. The LABE membership is comprised of business
teachers, administrators, supervisors, teacher educators, college
and university students planning to become business teachers, and
those interested in business education. Membership is
concentrated at the secondary level.

JOURNAL SUBSCRIPTION

Subsciiption is part of LABE. membership dues.
Subscription rates are $10 for both non-LABE members and for
institutions/ libraries. For a subscription, please make your check
payable to LABE and mail it to the editor at the following address:

Dr. Donna Redmann, Editor
Louisiana Business Education Journal
School of Vocational Education
Louisiana State University

142 Old Forestry Building

Baton Rouge, LA 70803-5477
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CALL FOR PAPERS

The Louisiana Association of Business Educators invites
business educators to contribute articles for publication in the
Louisiana Business Education Journal, a refereed publication.
Manuscripts should deal with topics of interest to educators at
both the secondary and post-secondary levels. Submission of
manuscripts dealing with practical topics are encouraged, as are
research based or theoretical papers. Abstracts of doctoral
dissertations and master’s theses completed by Louisiana business
educatorsare welcomed. Occasionally, invited authors’ papers will
be published.

Manuscripts will be selected through a blind review
process. Manuscripts should not have been published or be under
current consideration for publication by another journal. Five
copies of the manuscript, including a title page and a 50-100 word
abstract, should be submitted to the editor. The manuscripts
should range from 6 to 12 double-spaced typed pages of 12-pitch
type size, including tables and references. Manuscripts must be

prepared using the style format in the Publication Manual of the
American Psychological Association, Fourth Edition, 1994 (ISBN
1-55798-241-4). The title page is to include the title of the
manuscript and the running header. The following information on
each author needs to be included on the title page: full name,
position title, place of employment, city, state, zip code, telephone
numbers, and e-mail address {if available).

Mail to: Dr. Donna Redmann, Editor
Louisiana Business Education Journal
Schooi of Vocational Education
Louisiana State University
142 Olid Forestry Building
Baton Rouge, LA 70803-5477

Phone: {504) 388-2465 or 388-5748
FAX: (504) 388-5755
E-mail: voredm@Isuvm.sncc.lsu.edu
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Louisiana Business Education Journal!
Vol. 4, No. 1, 1994

WORD PROCESSING COMPETENCIES:
WHICH ONES ARE REALLY NECESSARY?

Patricia Lynn Andarson
Mary Alice Griffin

Abstract

This study was performed to 1dentify the word
processing competencies most frequently used bv offze
personnel in the automated office. Respondents were askcd to
rate 47 word processing competencies as to their impurtance
in performing daily office tasks. The mast important word

processing competencies identified are located in
Edit/Revise/Change and Document Formatting functional
categories. The majority of the least important competencies
fell within the Advanced Features category. WordPerfect is
still considered the most frequently used word processing
package, and the typewriter is still frequently utilizec i most
offices in South Georgia.

Patricia Lynn Andersaun 1s an Associate Protessor in the Depastiment
of Vocational Education at Valdosta State University, Valicsta, Geuergig.

Mary Alice Gnffin is an Assistant Professor in the Departniant of
Vocational Education at Vaidosta State University, Valdosta, Geargu,

ERIC
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In the last decade, computers and word processing
software have resulted in drastic changes in how the office
worker processes information. Office workers must have
computer expertise to be competitive in the job market.

Classroom teachers who have been given the
responsibility of preparing students for the workplace have a
major challenge to meet. That challenge is to ensure that their
students have the computer competencies, such as word
processing, to meet the ever-changing workplace.

Statement of the Problem

To prepare individuals for entry-level office positions
that require word processing skills, educators must have valid -
criteria for determining what competencies should be included
in the course curricula. These criteria must be continuously re-
evaluated in light of the rapid advancements in computer
information processing as well as the continual upgrading and
introduction of new word processing software. The problem
of this study was to identify the word processing competencies

most frequently used by office personnel in the automated
office.

Methods and Procedures

The survey instrument developed for this study
consisted of a listing of 47 word processing competencies
divided into five functional categories. The five categories
were: document formatting; edit/revise/change; advanced
features; document printing; and utilities/maintenance. The
competencies selected for use in the survey resulted from a
review of several nationally known word processing textbooks
and a study published in the NABTE Review (Bertelson, 1930).
In addition to completing the instrument, respondents were
asked to supply data on size of company, type of organization,
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software and hardware usage, and whether a typewriter is still
being utilized at their company:.

The sample population for this study consisted ot 214
companies located in South Georgia. The companies were
randomly selected from lists provided by iocal chambers of
commerce. Each company was contacted and given a brief
explanation of the study. Allrespondents agreed to pzarticipate.
a.n'd personal interviews were conducted to complete the
survey. This resulted in a 100 percent response rate

The data obtained from the returned questionnaires
were analyzed by using the Statistical Package for the Social
Sciences, Release 3.0 {SPSS-PC~). Mean scores of tha
competencies, number of responses, and frequencies and
percentages of demographic data were used to piesent
statistics collected in the study. Each competency was
evaluated on a 5-point Likert scale with 5 represanting
extremely important and 1 representing not required. For
analysis purposes, the following ranges in mean scores were

used: extremely important (5.0-4.20), important (4.19-3.40),
not exceedingly important {3.39-2.60), not essential {2.59-

1.80), and not important {1.73-1.00).

Results

An analysis of the 214 questionnaires returned by the
respondents resulted in the following demographic profile tor
this study:

Type of Organization

Sales/Service
Manufacturing
Education




Size of Organization

Small (0-25 employees)
Medium (26-100 employees)
Large (101 + employees)

As evidenced by the data, the majority of the participants of
the study are employed in South Georgia in small, sales/service
organizations.

The results of the study indicated that 19 of the 47
competencies (45 percent) were ranked as extremely important
(mean scores falling within the 5.0-4.20 range) or important
(mean scores falling within the 4.19-3.40 range). Table 1
presents the 19 competenzies.

Table 1

Word Processing Competencies Rated by Respondents as
Extremely Important or Important

Ranking Word Processing Competency Mean Score

Print a document from the screen 4.54
Delete text 4.46
Set margins 4.40
Use spell checker 4.34
Copy text 4.28
Insert text 4.28
Set tabs 4.20
Move text 4.16
Print a document from a disk

Use underlining

Use boldfacing

Adjust line spacing

Use indent function

Center text vertically

Use overstrike mode (typeover)

OWeE~NOORrWN—
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Table 1 continued

Ranking Word Processing Competancy

Mean Score

16
17
18
19

Use search/replace feature
Change fonts/size
Activate page numbering
Insert hard page breaks

3.53
3.50

3.48
3.45

Of these 19 competencies, 8 {42 percent) were
listed under the Document Formatting functional category.
However, only two of these competencies, setting margins and
setting tabs, were considered extremely important. These two
competencies are basic to any document formatting and are
normally required when an individuai is initially inputting a
document. Six of the 19 competencies {32 percent) were from
the Edit/Revise/Change category. The ranking of the 47 word

processing competencies by functional category appears in
Table 2.

Table 2

Ranking of Competencies by Functional Category

Wor'd Processing Competency

Mean Score

Document Formatting

Set margins

Set tabs

Use underlining

Use boldfacing

Adjust line spacing

Use indent function
Center text vertically
Insert hard page breaks
Change justification

Add print enhancements

2O O &~ ©




Table 2 Continued

Word Proces: ing Competency Mean Score

Use flush right alignment
Activate widow/orphan feature
Create hanging characters

Edit/Revise/Change
Delete text
Copy text
Insert text
Move text
Use overstrike mode (typeover)
Use search/replace feature
Use hyphenation

WWWELRH
o =NN B
(X

(@]
~NWwWWwo

Advanced Features
Use spell checker
Change fonts/size
Activate page numbering
Merge text
Use thesaurus
Create different page types/sizes
Create headers and footers
Use grammar checker
Create tables using table feature
Create and invoke macros
Use sort and select
Import graphics into document
Use math feature
Activate conditional end of page
Use table of contents/index feature
Use footnote and endnotes
Create graphic lines
Use equation feature
Create parallel-type text
Create newspaper-style text
Use scanner to import graphics

oW
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Table 2 Continued

Word Processing Competency Mean Score

Document Printing
Print a document from the screen
Print a document from a disk
Print labels
Print envelopes

Utilities/M2intenance
Work with setup menu
Perform disk directory maintenance

The respondents of the study ranked 12 of the 47
word processing competencies (26 percent} as not essential
(mean scores faliing with the 2.59-1.80 range). These
competencies appear in reverse arder of importance in Table 3.
No competencies were in the not important (means scores
falling within the 1.79-1.0 range). This might be the result of
these options not being utilized on a daily basis in most job
settings. These specialized features would tend to be used by
a specific profession. For example, the equation option would
be used by science and mathematics fields. In addition, some
of the terminology used in the survey may not have been
understood by the respondents; therefore, it caused the
competency to be ranked lower. For example, the term
"widow/orphan" is often not linked with the concept of dividing
paragraphs appropriately. In addition, the competencies ranked
as not essential appeared to f=Il within the more specialized
options available in some word processing packages. Ten of
the 12 competencies (83 percent) fell within the Advanced
Features category (refer to Table 2).




Table 3

Word Processing Competencies Rated by Respondents as Not
Essential

¢

Ranking Word Processing Competency M

Use scanner to import graphics
Create newspaper-style text
Create parallel-type text

Use equation feature

Create graphic lines

Use footnote and endnotes

Use table of contents/index feature
Activate conditional end of page
Create hanging characters

Use math features

Import graphics into document
Activate widow/orphan feature

N—_,OWONOORWN -
PN D
CWWWWWRN-200W
DONDHWNOTWNOOOIW

1
1
1

Tables 4 through 7 present the data related to the
software and hardware questions asked of the respondents.
The results of the South Georgia study found that WordPerfect
was the word processing software of choice. These results
were substantiated by a national survey (Leland, 1992).
Leland's survey indicated that 81 percent of the employers
were seeking applicants who possessed WordPerfect skills.
Table 4 presents the results of the questions dealing with
percentage of respondents utilizing ward processing software.




Table 4

What Word Processing F ogram Do You Use?

Program Frequency Percentage

WordPerfect 145 67.8
Other 27 12.6
Word 4.2
Professional Write ' 4.2
Wordstar 3.7
No Response

Microsoft Works

First Choice

Memomaker

The respondents were also asked to list what type of
spreadsheet software they were utilizing. Although the
majority of the respondents did not indicate a preference, Lotus
" 1-2-3 was indicated as the software used most frequently by
choice. Leland (1992} also found that Lotus 1-2-3 was the
" preferred spreadsheet program (95 percent).

The respondents indicated that dBase was the
program of choice. Again, the majority of the respondents did
not give a preference. The results of this question regarding
database usage appears in Table 6.

In response to the question dealing with which graphics
program was currently being used, the respondents indicated
that WordPerfect was the software of preference. The
majority of the respondents did not respond to this software
question. As the results of our study suggested, the use of
graphics as a word processing competency was considered not




essential for use and could be the reason for such a low usage
in this category. Table 7 presents this information.

The respondents indicated that the use of a typewriter was
still widely used on the job. Of the 214 respondents, 174 or
81 percent said that the typewriter was used in performing
some facet of their job. The type of computer most frequently
found in the office, as reported by the study’s respondents,
was an IBM clone {169 or 79 percent). A majority of the
respondents (165 or 77 percent) said that they did not use the
software package W.ndows; the choice was still DOS.

Table 5

What Spreadsheet Program Do You Use?

Program Frequency Percentage

No Response 120 56.0
Lotus 50
Other 1
Quattro-Pro 10
Works

Lotus Works

Excel

Customized Package

First Choice

Symphony

N
SN ROW
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Table 6

What Database Program Do You Use?

Program Frequency

Percentage

No Response . 150
D-Base 21
PC-File 16
Customized Package

Works

Paradox

Reflex

Lotus Works

First Choice

Fox Pro

70.

OO ROWNO® D

Table 7

What Graphics Program Do You Use?

Program Frequency

Percentage

No Response 164
WordPerfect 18
Print Shop 10
Other

Harvard Graphics

First Choice

Lotus Works

Works

Lotus

76.6
8.4
4.7
3.8
3.
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Conclusions

Overall, the most important word processing competencies
were located in Edit/Revise/Change and Document Formatting
categories. The majority of the least important competencies
fell within the Advanced Features category. WordPerfect was
the most frequently used word processing package, and the
typewriter was still widely utilized in most offices. IBM
compatible computers were the major type of hardware being
used in the business environment of South Georgia. Although
the coinputer software industry is highly promoting Windows,
the DOS operating system was still the operating system used
by the study’s respondents.

Recommendations

The current study has demonstrated that there are different
levels of importance placed on word processing competencies
by office personnel. Although the study examined the
businesses located in South Georgia, the resuits of the study
can still be applied to other regions of the country with similar
demographics. For areas of the country that da not coincide
with the demographics of South Georgia, the study could be
replicated to determine if there are any differences. However,
the general recommendations that follow are based on the
findings of this study and can be used as suggested guidelines
for future research and for implementing changes in current
educational curricula (secondary and post-secondary levels).

Since the =fiice environment is constantly changing, it is
recommended that periodic studies be conducted relative
to frequency of usage of word processing competencies by
office personnel. The study should include a section where
the respondents can indicate any future changes in office
technology usage or acquisition of software and hardware.
By doing this type of research, business educators can
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evaluate their curricula to ensure that the subject matter
that they teach is relevant.

Since basic document entry is still the primary task
performed by office personnel, it is recommended that
secondary school word processing teachers place their
primary emphasis on document formatting and
edit/revise/change features in their classroom activitics.
Multiple exercises should be used to reinforce each word
processing concept. Teachers at the post-secondary ievel
should also place a great deal of emphasis on the
instruction of edit/revise/change and document formatting
features; if time permits, include instruction in the
advanced features which require the use of higher-level
problem-solving skills.

Since the study’s results indicate that a high percentage of
offices still use a typewriter to perform some functions of
business, it is recommended that some typewriters still be
maintained in a classroom setting for instructional
purposes.

It is recommended that institutions periodically survey the
business community that they are servicing to ascertain
what types of hardware are being utilized so -that
instruction can be geared toward learning the necessary
skills to cperate the equipment.

Since there is a continuing dispute over which is the
preferred operating system (DOS or Windows), it is
recommended that a periodic study be performed in your
service region to determine the status of this preference
debate. With the outcome of the survey, programs can be
tailored to meet the community’s needs.
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ENGLISH BASICS WERE DEVELOPED IN SHORTHAND--
WHY NOT IN KEYBOARDING?

Clora Mae Baker
Marcia A. Anderson-Yates
Grace Abolaji

Abstract

This study focused on the English basics development of
1,025 students enrolled in beginning keyboarding classes in 19
southern lllinois high schools. Classes were randomly assigned to
either control or experimental status. Students in both groups
were taught using the same textbooks, but the experimental
group, in addition, received concentrated basic English skill
instruction 3 times per week for 8 weeks using 22 exercises with
400 practice sentences developed by the researchers. A 40-
question pre/posttest was developed, pilot-tested with a Cronbach

alpha of .94, and administered to both groups at the beginning and
end of a 16-week semester. Study results indicated a statistically
significant difference in the experimental group’s achievement in
basic English skills of spelling, gremmar, punctuation, and
capitalization over the control group’s scores. Recommendations
included emphasis on an integrated English/keyboarding
curriculum.

Clora Mae Baker is an Assistant Professor in the Department of
Workforce Education and Development at Southern lllinois University,
Carbondale, lllinois,

Marcia A. Anderson-Yates is an Associate Professor in the
Department of Workforce Education and Development- at Southern Illinois
University, Carbondale, lllinois.

Grace Abolaji is a Post-doctoral Researcher in the Department of
Workforce Education and Development at Southern lllinois University,
Carbondale, lllinois.
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~ Among various crises facing education today is the
increasing demand from members of society at large, as well
as from employers, for a return to the basics in English. When
groups demand return to the basics in English, exactly what do
they mean? Does it mean that students merely take more
courses offered by an English department regardiess of tourse
content? Oris the demand for something quite specific? s not
society today really demanding the same basic skill in English
that empioyers are demanding--the ability to spell; to
punctuate; to differentiate among homonyms; to correctly
divide words whether it is in longhand or at a keyboard; to
have verbs agree with their subjects; to have pronouns agree
with their antecedents; to understand appropriate sentence
structure, etc. These are the basic skills that society is
requesting, and these are the basic skills that employers
demand {Condon & Schlattman, 1986). For business educators
throughout the years, shorthand was a business course offering
that attempted to satisfy this demand for basic English skiils.

Lewis (1991) maintained that traditional ways of
organizing curriculum are failing many students. For example,
business educators have historically presented the occupational
argument that taking keyboarding in high schoo! prepares
workers for employment. It was only recently that the
argument was extended to those students who need the
technical keyboarding skill as part of their academic education.
furthermore, Lewis (1994), citing Craighead (1984) and
Grierson (1985), indicated that "this second argument has
revolved around the growing importance of computer literacy
and the need for such skills as the portal of entry for such
literacy"” (p. 29). Lost in most of these discussions, and largely
unexamined in recent empirical literature, has been any
systematic examination of the impact of keyboarding
instruction on secondary students’ English skill development.
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Need for the Study

Employers have long recognized that secrataries
possessing the shorthand skill are better at grammar, speiling,
and punctuation than secretaries who do not know shorthand.
Johnson's (1975) research confirmed that shorthand students
were significantly better than non-shorthand students in the
areas of punctuation, spelling, vocabulary, capitalization,
reading comprehension, and word usage. He recommended
that "language arts teachers encourage the learning of
language arts in disciplines other than formal English class"
(Johnson, 1976). Daily drills in English basics to accomplish
transcription objectives in shorthand resulted in students being
able to apply grammar, spelling, and punctuation rules.
Shorthand instruction was marketed based on the knowledge
that it influenced English basics.

Early research focused on the implications for
typewriting instruction in the language arts, and much of this
research indicated that the typewriter could be used in helping

students "learn how to learn.". Although research on
keyboarding at the elementary school level has been consistent
in recent years {Sormunen, 1990, 1993; Sowers, 1989}, few
studies have focused on the topic of English skill development
and keyboarding at the secondary level during the past 25-30
years. Up until this time, typewriting textbooks have
superficially addressed English skills (grammar, punctuation,
spelling, capitalization) with little emphasis on systematically
building those skills through continuous reinforcement
activities. Nor has any research attention been given to
systematically integrating keyboarding instruction with English
instruction.

Problem and Research Questions

The research problem was: Does completion of a
secondary-level introductory keyboarding course with special
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emphasis on English skill exercises influence students’ English
skills development? The research question was: Is there a
statistically significant difference between the experimental and
control groups’ English exam posttest score after statistically
controlling for their pretest score?

Related Literature Review

Authors expound the absolute need for business
personnel to be highly competent in grammar, punctuation,
capitalization, and spelling. Ober (1984} noted that no matter
how competent a student’s typing skills, a student who cannot
follow standard rules of grammar and style will not be
successful in the office. Davis and Gonzenbach {1986) quoted
Morrison (1985) who said that "a thorough mastery of
grammar, punctuation, capitalization, and the use of rules for
writing numbers . . . as well as sentence structure and parallel
construction is absolutely necessary” {p. 17). The Secretary’s
Commission on Achieving Necessary Skills. (1991) identified
writing as part of the Basic Skills Foundation which represents
“the irreducible minimum for anyone who wants to get even a
low-skill job. They will not guarantee a career or access to a
college education, but their absence will ensure that the door
ot opportunity remains closed” (p. 17).

A long history of research evidence (Toppe, 1991)
suggests that proper instruction in keyboarding skills can
improve students’ re..ding, language composition, spelling,

vocabulary, creative writing, and proofreading. Connecting

English skills development and typewriting instruction received
research attention beginning some 60 years ago when Wood
and Freeman (1932) conducted an extensive and rigorous
study of utilizing the portable typewriter at the elementary
school level. They found consistent evidence that the
typewriter’s influence on spelling was more favorable than on
any other subject tested.




Studies by Kauzer 11942}, Erickson and Clow (1959},
Balcziak (1960}, Davis, (1960), Hansen (1963), Featheringham
{1965}, Krevolin (1970}, Byford (1971), and Reutten {1976},
were among others indicating typewriting instruction had
positive effects on language arts skills. Bartholome’s research
(1968) provided clear evidence that the drills designed and
used in his experiment did increase students’ spelling ability.
Brendel (1963) and Kiley (1970} both agreed with Lockwood
(1961) who asked, "Should we not aim to increase the
language ability of our students by the use of the typewriter as
an educational tool?" (p. 19).

As a result of national longitudinal research, Lewis
(1991) suggested that it is probably the minimal skills in
keyboarding taken as a part of academic education, rather than
advanced competencies in word processing, which contribute
to success in labor markets and college attendance.

Research Procedure
Subjects

The subjects for the study were 1,243 students
enrolled in beginning semester-long keyboarding classes taught
by 22 instructors at 19 southern illinois high schools. Once
approvals to conduct the research were received from
teachers, administrators, and a human subjects research
approval committee, the 22 keyboarding instructors and their
classes were randomly assigned to either control or
experimental status. Therefore, once teachers agreed- to
participate in the study, they also agreed to conduct the class
according to the assigned research group status. All
instructors used an intreductory keyboarding textbook
published by South-Western Publishing Company.
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Instrumentation

A 40-question pretest/posttest instrument covering
spelling, punctuation, capitalization, and grammar (word usage)
was developed by adapting the PS| Basic Skills Test (1981), a
test designed for adults entering clerical employment.
Recognizing that the intact Basic Skills Test was inappropriate
for secondary student assessment, the test’s format was used
with revised questions. The instrument was pilot tested using
41 high school students not in the research groups. Using the
Cronbach Alpha Reliability Coefficient, the instrument’s internal
reliability was calculated at .94.

Data Gatherinq Procedures

Students in both the control and experimental groups
took the English skills pretest during the first week of
keyboarding instruction and completed a basic personal
demographic data form. Students in the control group received
keyboarding instruction by completing daily textbook lessons
as identified by each instructor. Experimental group students
were taught keyboarding in a similar manner to the control
group, but teachers integrated extra instruction in basic English
skills for 8 weeks after students had learned the keyboard.

Supplemental English exercises, developed by the
researchers, were sent to experimental group teachers who
were instructed to spend about 10 minutes every alternate day
for 8 weeks discussing rules and examples of English use,
punctuation, spelling, and capitalization. The 22 lessons
included 4 on capitalization, 6 on punctuation, 5 on word
usage, 5 on spelling and 2 periodic reviews designed as
reinforcement exercises. These lessons and the 400
corresponding practice sentences paralleled shorthand
transcription drills through focus on specific English skill
components. During the last week ot th¢ semester, teachers
of both groups administered the posttest.
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ata Analysis

Posttest scores were matched with pretest scores.
Some students’ pretest/posttest results could not be used
because of incorrect identification coding or missing data. As
a result, 506 sets of student data were used for the
experimental group, and 519 sets of data were used for the
control group, or a total of 1,025 subjects.

Using SAS, Version 6.07, analysis of covariance
(ANCOVA) was used to statistically analyze the research
question used in this study. Data were first tested to
determine if a significant relationship existed between pretest
and posttest scores with a resulting correlation of .77475
which was significant at the .0001 alpha level. The second
step of the ANCOVA test identified that the interaction effect
between pretest scores and the group (control and
experimental) was not significant at the .05 level (f = 1.39, p
= .2386) proving that regrecsion lines were parallel. Having
assured that the correlation between pretest and posttest was

significant and that regression lines were parallel, the research
question in the ANCOVA could be tested.

Findings

Demographic Data

Subjects included 575 (56.4%) females and 444
(43.6%) males. Table 1 shows that among the ethnic groups
represented by subjects, over 90% were white.




Table 1

Ethnic Background of Student Subjects

Race Frequency %

Asian 15
Black 44
Hispanic 6
White 946
Total 1,011

Note: Frequency Missing = 14

Data in Table 2 reveal that subjects were enrolled
primarily in grades 9 and 10 (74.8%).

Table 2

Grade Level of Student Subjects

Frequency

408
353
161
96
1,018

. Frequency Missing = 7




Results of Statistical Analysis

Pretest and posttest score means and standard
deviations for both the control and experimental groups are
presented in Tables 3 and 4. Control group score means (Table
3) for the pretest was 17.94 (lowest score was 3 and highest
score was 35) and 19.08 for the posttest {lowest score was 5
and highest score was 37).

Table 3

Contro! Group Means and Standard Deviations

Variable N Mean Standard Lowest Highest
Deviations Score Score

Pretest 519 17.94 5.98 3.00 35.00
Posttest 519 19.08 6.34 5.00 37.00

Table 4 shows the experimental group score mean for
the pretest was 19.04 {lowest score was 5; highest score was
37) and 20.97 for the posttest (lowest score was 5; highest
score was 38).

A statistically significant difference between the
experimental and control group was found on experimental
group student posttest scores after statistically controlling for
their pretest scores at the .05 alpha level (F value = 786.46;
pr > .0001).




Table 4 -

Experimental Group Means and Standard Deviations

Variable N Mean Standard Lowest Highest
Deviations Score Score

Pretest 506 19.04 6.18 5.00 37.00
Posttest 506 20.97 6.43 5.00 38.00

Conclusions and Discussion

Study findings support the conclusion that when
English basic skills are emphasized during one semester of
keyboarding instruction at the secondary school level, students
perform at a statistically significant higher level on an English
skill exam than when English skills are not emphasized. This
was the result after emphasizing English basics for only 10
minutes every other day for 8 weeks. Even though the
experimental group outperformed the control group by only a
difference of two points, that difference was statistically
significant. Whether that two-point difference has a practical
significance can only be answered through longitudinal research
in which such English skills are integrated in keyboarding
throughout the secondary school experience.

For years, business teachers developed English skills in
shorthand classes through drill on specific English skill
components needed for accurate shorthand transcription. As
a result, those students consistently performed better on
English basics than non-shorthand students. Why? In
shorthand classes students had to know the reasons for every
punctuation mark in the sentence, as well as the correct tense
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of every verb. They also had to identify proper sentence
construction and paragraph development.

Since 1930, research relating to integration of English
skills in keyboarding/typewriting has shown improvement in
student English skill development. Yet, there has been virtually
no effort to more closely align English and keyboarding
instruction. One has to question why the profession has
chosen to ignore earlier research.

Virtually all of life's activities today involve an interplay
of critical thinking, effective communication, and technical
manipulations. The notion that one can be a totally educated
individual by studying an array of isolated, unrelated courses
separated from each other by departmental lines is a notion
that is unfounded and ought to be put to rest. The idea that a
liberal education and a technical education are separate,
divergent, and antithetical is totally unrealistic. The only way
to serve the needs of the modern student is to look for points
at which the liberal education and the vocational education

converge and to form syntheses that are relevant, appropriate,
and accountable to the demands of society {Condon &
Schlattman, 1986).

Future research should focus on the total
elementary/secondary/postsecondary curriculum forintegrating
English skill development with keyboarding adding the
composition component for document creation. Preparing
citizens who can spell, use grammar correctly, capitalize,
punctuate, with the technical keyboarding skill and document
creation skill is the ultimate goal for satisfying all workforce
needs.
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NATIONAL BUSINESS AND EDUCATION
SKILLS STANDARDS: DOES BUSINESS
EDUCATION NEED THEM?

Phyllis C. Bunn

Abstract

Through mandates of the Carl Perkins Applied
Technology Act of 1990, education in the United States is
working to establish a system of standards: program
standards, student performance standards, and occupational
Skills standards. Matching funds for voluntary Federal grants
have been awarded to establish national skills standards in
various occupational clusters, excluding office occupations.
The question thus arises: Are national skills standards needed
in office occupations to assure business education students
success in their transition to work?

Ms. Phyllis C. Bunn is a Doctoral Student at Virginia Polytechnic
Institute and State University at Blacksburg, Virginia.




As the international marketplace demands quality,
timeliness, and customization in producing goods and services,
increasing importance is being piaced on the skills of individual
workers. Thus, while it is important to prepare new workers,
improving schools for today's and tomorrow’'s students is not
enough to assure an American workforce that will be globally
competitive. Nearly 85% of America’'s workers for the year
2000 are in the workforce today. And of that number, an
estimated 25 million of today's workers need to update their
skills to keep pace with the changing economy and technology
(Office of Work-Based Learning, 1992). Because of the need
to train and retrain American workers, the Carl D. Perkins
Vocational and Applied Technology Education Act of 1990
{Perkins Act) {1990) and the proposed Goals 2000: Educate
America Act legislation (U.S. Congress H.R. 1804, 1993)
authorize the development of national business and education
skills standards (industry-based skills standards and
certification).

Vocational educators are being asked to reform their
programs to provide occupational preparation that reaches
higher standards for entry-level skilled workers. The need for
reform has emerged in part from a call for greater
accountability in vocational education and concern about the
condition of the American economy as it aligns with
productivity and globalization. As business educators, we are
addressing occupational preparation of entry-level skilled
workers within the framework of {a) program standards and (b}
performance standards that have been mandated by the Perkins
Act. These standards call for assessing what is currently being
taught, determining present and future needs of students, and
determining how those specific needs will be met by both
teachers and students. A third standard, industry-based skills
standards and certification, is also mandated by the Perkins
Act and more recently the Goals 2000: Educate America Act
legislation introduced by President William Clinton. National
skill standards to be used on a voluntary basis will provide a
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framework needed to ensure that workers have the portable
skills required by today’s fast-changing, global economy
according to Sacretary of Labor Robert B. Reich (Office of
Information, 1993). Standards should help improve
productivity of U.S. workers and quality in the international
marketplace as well as improve vocational education. One part
of the Perkins Act and the Goals 2000: Educate America Act
is to provide matching grants to develop voluntary
industry-based skill standards. Both sets of legislation
authorize the developments of voluntary national business and
education skills standards for occupational competencies in
select industries and trades. The business and education
standards program provides financial assistance in the form of
matching Federal grants for organizing and operating
committees that will develop national skill standards for
competencies in industries and trade. The twenty-two
matching Federal grants that have been given to coalitions of
industrial associations, educators, and labor representatives
are defining the skills and knowledge needed by our current
and future workforce. A goal of these grants is to "link
instructional content to employment needs and address the
basic job-readiness and academic skills that high performance
work organizations require" (Vocational Education Weekly,
1993, December).

These occupational competencies and skills are
based on:

1) the major job clusters or specialty areas identified within
the occupational studies,

2) the mirimum hours of study to become competent in those
divisions or specialties,

3} the minimum tools and equipment required,

the minimum qualifications for instructional staff, and
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5} the minimum tasks to be included in any course of study
claiming to prepare individuals for those select areas.
{Perkins Act, 1990, p. 132)

In support of these authorizations, national trade
associations and education groups have received grants from
the U.S. Departments of Labor and Education to develop and
implement on a voluntary basis national skill standards and
certification in their trades and industries. These Departments
have proposed that national business and education skill
standards should serve three purposes: {a} improve standards
of quality for less successful businesses, (b} lift national
industry quality standards to the same level as those of our
best international competitors, and (c) achieve accountability
for the widely differing organizations in the national education
and training establishment (Vocational Educational Weekly,
1992, November). The U. S. Department of Labor, Employment
and Training Administration has awarded six grants and the
U.S. Department of Education, Office of Vocational and Adult
Education has awarded sixteen grants in two phases to
propose voluntary national standards for competencies in
industries and trades. Grants have been awarded in such areas
as electronics, retail, electrical, metalworking, computer aided
drafting, air conditioning and refrigeration, bioscience, human
services, supermarket and agriscience/biotechnology. Request
for proposals (RFPs) were announced in the Federal Register.
Associations and industry groups who responded to the RFPs
were judged by a predetermined criteria and grants were
awarded. There were no proposals developed and presented
by associations to develop standards for office occupations
except by the American Electronics Association.

A vital function of these grants, which are usually
equally matched by federal funds from either the U.S.
Department of Labor or U.S. Department of Education and
funds from business and industry, is to help American business
raise the quality of its workforce and improve America’s
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competitiveness. Also, by linking public and private training
dollars to specific industry standards through these grants,
productivity and efficiency for workers, employers,
governments, trainers, educators, and unions are fostered. The
Goals 2000: Educate America Act legislation creates a
National Skills Standards Board to provide matching grants to
develop business and education skills standards as well as
certify skills standards and disseminate them to industry and
education (U. S. Congress, 1993).

Questions for Consideration

Twenty-two matching grants have been awarded by the
Departments of Labor and Education. Thus far, no progosals
for development of office occupations industry-based skills
standards have been submitted to the U. S. Departments of
Education and Labor except the administrative/information
service support cluster of the American Electronics Association.
In addition, the Vocational Technical Education Consortium of
States (VTECS) has just begun collaboration with Professional
Secretaries International to establish national skill standards for
administrative and executive support professionals. Because
of the diversity and variety of office occupations and the need
all industries have for these workers, is it possible to consider
national industry-based skills? If so, whose responsibility
would they become? Do associations, such as the National
Business Education Association and Delta Pi Epsilon, have the
expertise, manpower, and/or financial means to develcp such
standards? Should these associations join forces with selected
labor representatives, office workers, job trainers, business
educators, and government officials to address industry-based
skills and standards? Which job classifications should be
targeted for standards and certification? Once these are
developed, will business and industry embrace and use them?
Is technology changing so rapidly that standards would become
obsolete before they are initiated? The list of questions is
endless and there are many complications when considering
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industry-based standards for office occupations. Yet, business
educators must consider whether developing industry-based
skills standards and occupational profiles for major entry-level
jobs should be a goal. "Should business educators provide
standards and profiles specifying competency and proficiency
levels as well as assessment methodologies for entry-ievel
office occupation jobs?

Iimplications for Implementing National
Business Education Skills Standards

Development of national business and education
industry-based skills standards in office occupations has a
number of implications for business education. Monies
provided through the matching Federal grant program could
help industry leaders and business educators collaborate in
training people to work in office occupations of the future.
Accepting the matching Federal grants with the challenge to
create entry-level office standards invokes opportunities for
industry and business educators to work together to close the
gaps as to what constitutes acceptable on-the-job standards.
These gaps are characteristic of the U. S. economy and result
from fragmentation that has existed between education and
employment. Both industry and education can use these skill
standards to update education and training ‘programs and
continuously evaluate curriculum standards to make sure
criteria proposed by industry-based skills standards are being
met. Ongoing evaluation of business education programs is
important in defining the quality of programs and in identifying
and strengthening deficiencies in these programs. Such
standards also help establish greater accountability for
students, teachers, business programs, and schools.

Developing industry-based  skills standards and
incorporating these into business education programs assures
business education graduates of being competitive as they seek
office occupation positions. Also anticipated would be higher
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wages and enhanced job security for those completing business
education programs. Further, business education graduates
will have portable credentials that are important in today's
mobile society.

Without national skill standards, concerns of the
workplace may not be properly identified and linked to office
occupation curricula. The link between the training business
students receive and job standards set by business and
industry could become weaker, making business education
programs less responsive to the needs of employers and
students. Our business education high school programs could
graduate entry workers who may not be competitive in getting
office occupations.

Summary

The Perkins Act and Goals 2000: Educate America Act
provide mandates which establish a system of standards,
assessments, and certification to improve the competitiveness
of the U.S. workforce. The development of national
industry-based skill standards is an especially difficult,
long-term process. The complexities and diversity of office
occupations make the task even more cumbersome. This
article has provided guestions and factors that must be
considered before a system of industry-based skill standards
can be achieved and coordinated with business education
programs. The uitimate goalis that business education become
more effective in preparing its graduates for gainful
employmeant.

Business and education skills standards do offer an
opportunity for office workers to become better trained and
more productive. They also provide national standards for
employers to judge new hires and for educators to know what
their students must know and be able to do to be considered
for entry-level office occupations. The use of the standards to
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judge the quality of education will, to a large extent, determine
their value to business education.
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ACTIVE LEARNING TECHNIQUES FOR USE IN THE
VOCATIONAL EDUCATION CLASSROOM

Donna Holmquist

Abstract

There are many new “buzz words” in education today
and one that is heard a great deal is “active learning.” Most
business educators consider themselves experts in this area as
compared to other disciplines; however, there is always room
for improvement. ‘

There may be things that business educators assume
about “active learning” that need clarifying. Although business

educators may already be using “active learning” in their
classrooms, there may be other methods which they could try
which might be even more successful. This article summarizes
some excellent suggestions presented in the literature by
several outstanding scholars.

Donna Holmquist is the Business Education Program Head at the
University of Nebraska-Lincoln in Lincoln, Nebraska.




PAFullToxt Provided by ERIC

What is "learning”?

Learning is not a spectator sport. Students do not
learn much just by sitting in class listening to teachers,
memorizing pre-packaged assignments, and spitting out
answers. Students must talk about what they are
learning, write about it, relate it to past experiences,
and apply it to their daily lives. They must make what
they learn part of themselves {Chickering and Gamson,
1987, p. 3).

What is "active learning”?

The following paragraph describes "Active Learning”:

Active learning provides opportunities for students
to talk and listen, read, write, and reflect as they
approach course content through problem-solving
exercises, discussion in informal smail groups,
simulations, case studies, role playing--all of which
enable students to apply what they are learning
{Wright, 1993, p. 1).

What is the purpose of using active iearning?

Research shows that students learn more when they
are involved in the learning process through active learning and
can understand, interpret, and integrate ideas. Dr. Charles
Bonwell {1993) identifies seven major characteristics
associated with active learning strategies. These include the
following:

1. Students are involved in more than passive listening.

2. Students are engaged in activities such as reading,
discussing, writing.
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There is less emphasis placed on information transmission
and greater emphasis placed on developing student skills.

There is greater emphasis placed on the exploration of
attitudes and values.

Student motivation is increased (especially for aduit
learners).

Students can receive immediate feedback from their
instructor.

Students are involved in higher order thinking (analysis,
synthesis, evaluation { p. 2).

What a student learns depends on what the student
already knows and on how the student processes the
information received. A good teacher chooses material which
has meaning for the student. By using special methods such
as role playing and questioning, the studems learn the
processes of inquiry as well as the basic information which has
been presented. Active learning provides the opportunity for
students to incorporate practice in the kinds of thinking that
are important (Wright, 1993).

re some problems with incorporating "active learning”

e classroom?

Some problems which faculty have with active learning
is the concern that there will not be time to thoroughly cover
the course content. However, it gives the teacher and the
students more time to uncover interesting facts and to apply
them to the, ~ v~ situations. Students will then be more likely

to remember ai. use the ideas they learn {(Myers and Jones,
1993).
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The teacher is no longer the “"expert” but instead the
teacher challenges, debates, discusses, and collaborates with
the students. This is a new and exciting role for the teacher--
one which takes some time for adjustment. In some cases,
even the students need to get used to this new “teacher
figure” who used to stand before a podium and lecture for the
entire period while students either took notes, whispered,
daydreamed, or, in some cases, even napped (Myers and
Jones, 1993).

What are some examples of *active [earning”?

There are many ways of including active learning into
the classroom. Business education teachers have been leaders
in active learning for years. However, even those teachers
who are experts in their field can iearn new techniques. Here
are thirteen different methods of incorporating active learning
into the classroom.

Writing in class can include keeping a journal, summarizing
a lecture, jotting down two or more important concepts
discussed, etc.

Problem solving such as case studies about situations
which arise in business followed by guided design when
students define and diagnose the conditions and then
identify, apply, and evaluate aiternative solutions.

Computer-based instruction which provides interaction with
ideas as well as the opportunity for repeating until the
concept is mastered (as in special spreadsheet, graphic,
and desktop publishing problems).

Cooperative learning which emphasizes effective group
decision making, conflict resolution, and communication
skills (such as surveying mock customers about computer
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programs and then making purchasing decisions as a
group).

Debates including presentation of supporting data,
refutation, counter-examples, data, and summation.

Drama which uses written scripts that address specific
concepts or problems (such as the best way to work with
an irate customer).

Role-playing, simulations, and games that help stwdents
experience diverse and unfamiliar situations {such as
correct and incorrect interview techniques). These are
particularly helpful when teaching awareness or exploring
attitudes and values.

Peer teaching uses partnerships in which students alternate
student and teacher roles or working groups that strive
collectively to enhance the skills of each group member
{Wright, p. 2-3).

Use "pause” for enhanced retention and comprehension
{e.g., asking students to work in pairs for anywhere from
10-20 minutes to examine, recapitulate, and otherwise
analyze what they have just heard and how they might
apply the new information to a particular problem or issue--
such as a situation which has arisen regarding international
business relations).

Give tests and quizzes to help students solidify what they
have learned from a lecture ans what they think about the
subject or issue at hand. (Frequent quizzes also help
instructors assess their own performance.)

Present demonstrations {as on a computer) accompanied by
participative questions f{e.g., *What will happen to our
product if we do this?” "If this happens, then what will be
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the next step?” "f we determine to make this decision,
what will the consequence be?”).

Alternative lecture formats (e.g., the *feedback lecture”
which consists of two minilectures approximately 20
minutes long separated by a small group problem-solving
study session or the "guided lecture” where students are
asked to listen to 25-30 minutes of lecture. Students then
spend five minutes writing what they can recall. This is
then followed by small group discussions in which basic
concepts and supporting data are pooled to produce
meaningful notes. The instructor should be available to
assist students). This method could be used to be certain
students thoroughly understand difficult accounting
concepts and how to proceed with their problems.

Use the "responsive lecture” in which there are open-
ended student-generated questions on any aspect of the
course (Bonwell, 1993, p. 2).

Haven’t business educators been using active learning in their
classrooms for years?

Business educators are aware that learning is generally
an active endeavor; this means that students learn best when
they can apply what they have learned. Business educators
also know that people learn in different ways. This means
that teachers must apply a variety of methods so that all
students will gain from their time in class. Research does show
that when students are involved in activities that tead them to
discuss, question, clarify, and write about course content, they
are more likely to retain the material, and their thinking abilities
improve {(Myers and Jones, 1993).

Because active learning encourages students to become
involved in discussing, developing, and analyzing, they refer to
their own experiences. This sharing of information helps

59




Q

ERIC

PAFullToxt Provided by ERIC

nontraditional students and cuiturally diverse students to feel
more comfortable in the classroom. It helps these students to
feel that their opinions and ideas are important and valued
{Myers and Jones, 1993).

What is new about *active learning” that business educators
don't already know?

There are new ideas that can be put to work in today's
classrooms which will increase the interest and knowledge of
the students pius give new life and direction to teachers who
are interested in helping their students to gain more from their
classes. Bonwell suggests the following active learning
techniques which will make teaching and learning more fun and
more profitable for all. (There are many additional methods
which will not be listed since most teachers already use them
such as buzz sessions, guest speakers, field trips, games,
debates, group discussion, etc.)

Interactive lecture. Give students key words (as in
business law) on which to focus their attention. This will
provide structure and assist students in notetaking.

Lecturette with listening team. Teacher or guest lecturer
gives a 10- to 20-minute lecturette (such as proper
manners to use at a dinner meeting). After the
presentation, students work in small groups and generate
questions about one aspect of the presentation. They
organize and prioritize their questions and each group has
an opportunity to ask the presenter their questions.

Brainstorm session. 