COMPARATIVE STUDY OF BILINGUAL AND MONO LINGUAL SECRETARIAL STUDENTS USING YABA COLLEGE OF TECHNOLOGY AS A CASE STUDY

ABSTRACT

Like many other professions secretary ship is dynamic. This thus accounted for the incessant change both in the content and procedure of the job of a secretarial practitioner. There is now a great needs for professionals possessing secretarial skills as well as ability to speak and write in language other than the lingual France of the secretary. To meet this need many institutes both private and public have started programmes in bilingual secretaryship. This study went a long way in comparing the variables such as the curriculum level of performance problems encountered in training and prospects. To do this relevant literature were reviewed and empirical findings were used to effect this comparism. The researcher made use of questionnaires necessary for this work. From the findings conclusions were drawn and recommendations were made in the relevant areas.

CHAPTER ONE

INTRODUCTION
1.0 Background Of The Study
In the business and professional fields the secretary is the essential link in the diversified daily activities. Contributions are many sided and range from handling routine procedures to implementing management. A secretary is in any sense an asset secretarial duties involved in addition to typewriting and shorthand making and answering incoming and outgoing mails covering meeting and conference and filing. Reception work is also one of the most important functions performed by secretaries is it brings them into closer contact with the public.

Research has shown that today’s secretaries operate more like information managers rather than coffee fetching machines. In essence, the responsibility and title of secretary have charged the secretary is an important officer in any establishment.

The contributions and effectiveness of a secretary can either enhance or diminish the efficiency of an establishment There are different categories of secretaries. Like the medical secretary, legal secretaries, personnel secretaries, bilingual secretaries among others. For the purpose of this work the researcher made use of bilingual and monolingual secretaries.

1.1 Historical Background Of Yaba College Of Technology 

The college started as a technical institution, which succeeded Yaba high college in October 1947.

Following the recommendation of the Eliot commission on higher education in west Africa the then students of the high college were moved to Ibadan to become the pioneering students of the university of Ibadan the first university in the country.

In effect the college became the premises higher institution in the country. In 1969 decree N0 23 the federal government as the college as autonomous institution under the name of “Yaba college of technology again decree No 23 of 1979 re-esatblished the college along with six other new federal polythnics and named it federal polyphonic Yaba” However as a result of persistent pressure mounted on the last civilian regime the government agreed to spare the renaming of the college and of technology.

The main objectives of the institution was to proud courses of instrument and training in technology applied science commerce and management both full time and part time basis and bilingual and monolingual secretaries are among the bodies attached to the secretarial studies department.

1.2 Statement Of Problems 

Monolingual secretary can be said to be any one that has the knowledge of shorthand and typewriting. In multination companies it is always difficult for candidates without the knowledge of foreign languages to be absorbed.

The fact that French is not offered in the department it has made if difficult for student who are trained as monolingual secretaries to accept that bilingual secretaries can edge them out when faced with the challenges of communication in work situation. This researcher saw the challenges faced by monolingual secretaries when looking for job in multinational organization like UNICEF UNO, OAU etc and decided to research into if for others to read and understand. 

1.3 Importance Of The Study/Purpose 

The importance of this study was to compare the carabineer of the bilingual and the monolingual secretaries of the department in other to enlighten the student on the importance of the study.

Also the graduation of a secretary signify that the student was well equipped to face the hazard of working in the foreign company.

The study would be avenue of challenges for the department to re-organize the department and approval the inclusion of foreign language in the study.

1.4 RESEARCH HYPOTHESES

The following statements will be validated in the course of this study;

H01: Bilingual secretarial students does not possess better skills than monolingual secretarial students.
H02: Trained bilingual secretarial students are not more relevant than trained monolingual students.

H03: There is no difference between the problems encountered in training bilingual secretarial students and monolingual secretarial students.

1.5 Significance Of The Study

This work will be significant to many people in many ways.

It will be beneficial to students who will from this study know the importance of bilingual secretary. It will also be of importance to employer of labour as well as the incoming students.

Institutions of learning will benefit immensely form the study to prepare their minds and train students that will be useful to the society today and years to come.

1.6 Scope Of Study 

The study was only a part of the study of the whole department as it covered the academic strength of the secretarial studies department of Yaba college of technology in Surulere local government area of Lagos state. 

1.7. Limitations Of The Study

In the course of carrying out this study, the researcher experienced some constraints, which included time constraints, financial constraints, language barriers, and the attitude of the respondents.

In addition, there was the element of researcher bias. Here, the researcher possessed some biases that may have been reflected in the way the data was collected, the type of people interviewed or sampled, and how the data gathered was interpreted thereafter. The potential for all this to influence the findings and conclusions could not be downplayed. 

More so, the findings of this study are limited to the sample population in the study area, hence they may not be suitable for use in comparison to other schools, local governments, states, and other countries in the world.
CHAPTER TWO

REVIEW OF LITERATURE

INTRODUCTION

Our focus in this chapter is to critically examine relevant literature that would assist in explaining the research problem and furthermore recognize the efforts of scholars who had previously contributed immensely to similar research. The chapter intends to deepen the understanding of the study and close the perceived gaps.

Precisely, the chapter will be considered in three sub-headings:

Conceptual Framework

Theoretical Framework

2.1
CONCEPTUAL FRAMEWORK
The Origin Of Secretarial Profession

Just when secretaries originated no one knows exactly. The role arose out of the natural need for a prominent person to whom confidential matters could be entrusted and who could act as an assistant for a principal. It is known that secretaries existed in Rome prior to the establishment of the empire. They were usually educated men who took dictation as “scribes,” and oftentimes acted as trusted advisors. Before the invention of parchment and reed pens, tools of the trade for scribes ranged from chisels used upon stone to styluses used on clay, wood, or wax tablets. Shorthand became part of the preparation and training of secretaries (and emperors as well, including Julius Caesar and Augustus). In early modern times, members of the nobility had secretaries, who functioned quite similarly to those of the present day. They were always men; most had command of several languages, including Latin, and were required to have what we would consider today as a broad generalized education. As commerce and trade expanded, people of wealth and power needed secretaries (confidants and trusted agents) to handle correspondence on private or confidential matters, most particularly matter of state. Following the Renaissance, men continued to dominate clerical and secretarial roles. They maintained account books, in addition to performing stenographic duties, and were known for their exemplary penmanship skills. Many labored long hours, with their “secretary” desks serving as their files and workstations. As world trade expanded in the 15th and 16th centuries, secretaries often attained an elevated status and held prominent positions. Secretarial status titles frequently included “personal” or “private.Men continued to dominate the secretarial field until the late 1800s. With the invention of the writing machine, many women entered the office workforce in various clerical roles. During the industrial expansion at the turn of the century, business offices faced a paperwork crisis. Women solved the crisis by adapting well to new technologies such as the adding and calculating machine, telephone, and typewriter. Many women held, or aspired to hold, positions as secretaries. They attended secretarial schools and worked to attain superior skills. The demand for secretaries was so great that it outpaced supply. In the 1930s, the number of men with the title secretary dwindled. Women dominated the office workforce. Some were promoted from steno pools, some were graduates of business colleges or secretarial schools, but all were seeking the professional status and pay previously enjoyed by their male counterparts. Recognizing that continuing education was imperative to career success, a group of secretaries in American’s heartland became the nucleus of an organization that would help to professionalize the occupation. In 1942, the National Secretaries Association (NSA) was formed (now known as the International Association of Administrative Professionals). NSA first administered the Certified Professional Secretaries Examination, a standard of excellence for the profession, in 1951. Today, secretaries (also known as administrative assistants, office coordinators, executive assistants, office managers, et al) are using computers, the Internet, and other advanced office technologies to perform vital “information management” functions in the modern office. Secretaries no longer “simply” type correspondences for “the boss.” Now, they often write that correspondence – as well as plan meetings, organize data using spreadsheet and database management software, interact with clients, vendors, and the general public, supervise the office and other staff, handle purchasing, and even train other workers. Trends identified by IAAP™ and staffing industry research include:

Administrative professionals are becoming researchers and interpreters, not just disseminators of information.  

Work teams are becoming more prevalent.  

Job description are expanding and new titles are being created, such as “office administrator,” “business coordinator,” and “information manager.”  

Employees are paying more for specialized skills such as desktop publishing and database management. 

In addition, many companies are providing performance based bonuses to outstanding administrative support professionals to help acknowledge their contributions. The future is bright for computer-literate, well-educated, customer service-savvy administrative professionals.

Etymology of Secretary 

The word “secretary” ultimately comes from the same Latin word that gave us “secret.” Originally, it meant “one entrusted with the secrets and confidence of a superior.” In Middle English it was secretarie and in Middle Latin it was secretarius. The word “secretary,” in something close to its present meaning, has been with us for at least 500 years. In France, from the 13th to the 16th century, the word “secretarire” meant a confidant. It also became an administrative term meaning someone “someone who transcribes or arranges for another.” Probably the earliest use of the word was in relation to those people who acted for a king. A king would have his trusted agents handle correspondences on private or secret matters, particularly matters of state. The English lexicographer Samuel Johnson, in his 1755 dictionary, quotes Shakespeare, who wrote in early 17th century, “Call Gardiner to me, my new secretary.” There is also a quotation from the English philosopher Francis Bacon, a contemporary of Shakespeare: “That which is most profitable is acquaintances with secretaries, and employed men, of ambassadors.” Johnson described a secretary as “one entrusted with the management of business; one who writes for another.” In 1806, Noah Webster succinctly described a secretary as “one who writes for another.” By 1847, the definition in the first Merriam-Webster dictionary was greatly expanded:“

1, Secretary: A person employed by a public body, or by a company or by an individual, to write orders, letters, dispatches, public or private papers, records, and the like. Thus legislative bodies have secretaries whose business is to record all their laws and resolves. Ambassadors have secretaries. 

2. An officer whose business it is to manage the affairs of a particular department of government; as the Secretary of State…”Today, the word “secretary” is commonly stereotyped to mean a “person who types correspondence” or a “dictation-taker.” To better describe the administrative and information management functions of today’s office support staff, the term “administrative professional” is recommended as an alternative to the “secretary” title by the leadership of Professional Secretaries International  The Association for Office Professionals™. 

Secretary
Several definitions of secretary have been put forward by various scholars. Aliyu (1990) stated that secretary is an assistant to an executive who possesses the mastery of office skills and ability to assume responsibilities without supervision: one who displays initiative, exercises judgements and decisions within the scope of his authority. The secretary is regarded as a keeper of secrets whose work is of a confidential nature. Adewale (2001) described secretary as someone who transcribe dictation from notes or voice recording machine, schedules and maintain appointment, arrange business itineraries and coordinate travel arrangement, composes written communication from oral and longhand instructions, sorts, reads and annotates incoming mails, arranges and coordinate conferences and meetings, organizes and type reports, electronically, file document and supervises other employees. From the said definitions of secretary, it can be seen that a secretary also performs the functions of management as organizing, coordinating, supervising, directing etc. Azuka and Agomuo (2002) viewed secretary as a person employed to type letters, keep records, etc. Boladele (2002) opined that “A secretary is a warm, endlessly helpful and understanding individual whose sole aim is to alleviate, solve, prevent or soften problem workload and upsets for his/her executive. He/she is the means by which the executive initiates, handles and completes a project”. Oyeyiola (2005), in his book the Dictionary of Occupational Titles opined that a Secretary is a clerical worker who takes and transcribe dictations, make appointments for the employer, meeting people who call to see his employer and he is responsible for minor executive or supervisory duties. Oyeyiola also pointed out that a secretary in general term is an indispensable office worker whose services are essential to the success of a manager or a chief executive officer‟s job. The job description may be both primary and secondary in nature. The primary aspect has to do with the general secretarial duties while the secondary aspect is usually to delegate functions and differ within the same job description or even for different job portfolios. Oyeyiola further viewed secretary as someone who has a sound general education and has passed through a prescribed programme of training with appropriate skills, attitudes and competencies required for assuming roles in an office. Salami (2009) commented that secretary is a confidant, possessing mastery of shorthand and typewriting and office skills employed to assist an executive in communication, administration, public relation and accounting. Dikko (2009) observed that secretaries are persons who assist a member of staff or top management level, who undertakes a lot of administrative tasks for the smooth running of the office. Moreover, Akpomi and Ordu (2009) view the secretary as someone who without direct responsibility assists another with communication and public, professional and personal affairs. Akpomi and Ordu further defined secretary as „interpreter, guide, fixer, filer, negotiator and organizer of debates about important problems‟. This views the way secretary works within and between formal lines of authority. Dikko (2009) highlighted that secretaries are persons employed to write orders, letters, dispatch public or private papers, records and the like; an official scribe, one who attends to correspondence and transacts other business for an association, a public body, or an individual. Salami (2009), posited that a secretary is an assistant to an executive possessing mastery of office skills, ability to assume responsibility without direct supervision, exercise judgement and makes decision within the scope of his/her authority. Akpomi and Ordu (2009) agreed with this definition as they define secretary as an executive assistant, who possesses a mastery of office skills, demonstrates the ability to assume responsibility with or without supervision, exercises initiatives and judgement and makes decision within the scope of assigned authority. It means that a qualified secretary should have a wide knowledge of business acumen, versatile in accounting, personnel, office practice, and communication and inside knowledge of the operation of all departments within the organization where he works. Akpomi and Ordu (2009) posited secretary as an office-staff who combines the mastery of secretarial skills of typewriting and shorthand with office routine functions. Ojetokun and Mshelbwala (2010) regarded secretary as a person with ability to work effectively with little or no supervision, producing a high quality job or service with speed and accuracy and with minimum effort, expense and within the shortest possible time. Paulo (2010) defined secretary as a person, whose work consists of supporting management, including executives, using a variety of project management, communication and organizational skills. These functions may be entirely carried out to assist one other employee or may be for the benefit of more than one. In other situation a secretary is an officer of a society or organization who deals with correspondence, admits new members and organizes official meetings and events. Secretary is an office staff whose main job is to render help or assist an individual or organization. Similarly, Ojetokun and Mshelbwala (2010) posited secretary as one who possesses mastery of secretarial skills with managerial expertise and knowledge of the business and conventions of the organization. Ojetokun and Mshelbwala also asserted that secretary is a person employed by another person, society or corporation for the purpose of conducting correspondence, keeping business records and transacting other business for the employer. Alikali (2011) observed that the word secretary is derived from a Latin word “seretarus”, meaning something to know only to one or few and kept secret or hidden from the view and knowledge of others. Encarta Dictionaries (2012) also defined secretary as an officer of organization elected or appointed to keep the records of the meetings of an organization, and to write or answer letters on its behalf. Encarta Dictionaries (2012) defined secretary as a clerical worker or employee who does clerical and administrative work in an office for a person or organization. From the definitions given by different scholars reviewed above, secretaries served in two broad ways. Firstly, as an employee trained in secretarial functions employed to assist an executive, represent an organization, and act with little or no supervision, keeper of secrets for the smooth running of the organization. A person who takes and transcribe dictation, organize, coordinate, supervise, direct and whose services are essential to the success of a manager or an office. Secondly, a secretary could be one employed as a scribe by a society or corporation for the purpose of conducting correspondence, keeping business records and transacting other business for the employer. For the purpose of this research work, secretary is seen in the light of the first definition, i.e. a person trained, skilled and proficient in shorthand, typing, office practice and other secretarial functions capable of taking notes in shorthand, typing the organization‟s correspondence and carrying out other office routine works with little or no supervision. To further understand the concept of secretary, types of secretaries are briefly explained as follows:

Types of Secretaries

Secretarial profession does not have reserved training for any special kind of individual of any level, but the difference in the kind of duties assigned to secretaries in different organizations give rise to having secretaries by type thereby making them undergo some special kind of training to backup their certificates and skills. For example, learning a particular kind of language in order to cope with a particular group of people. There are different types of secretaries depending on the type and operation performed in that particular organization. This according to Nnamani (2009) included confidential secretary, personal/private secretary, departmental secretary, bilingual secretary, permanent secretary, parliamentary secretary, company secretary etc. They are explained one after the other below;

Confidential Secretaries: A qualified confidential secretary must possess thorough training in shorthand, typewriting, secretarial duties, English language etc. He/she are expected to be sensitive as to what is happening in the office.

Personal/Private Secretaries: They are employed in a business to deal with correspondence or person whose duties are confidential in nature. A private secretary performs duties which call for efficiency, integrity and ability to organize meetings and conferences. Being a private secretary, he/she is closely attached to the supervisor. Ambrose (2003) saw private secretary as an assistant to an executive. She conducted correspondence, get information and assists in other confidential matters. Her work may also include special functions such as attending meetings and making travelling arrangements.

Departmental Secretaries: These secretaries are employed in organizations to be in charge of the secretarial affairs of the department.

Permanent Secretaries: Permanent secretary is the highest position required in the secretarial field. As the name implies, a permanent secretary must be descriptive, tactful with at least twenty years working experience, the majority of the people in their category do not necessarily need secretarial duties such as shorthand and typewriting.

Parliamentary Secretaries: Parliamentary secretary as viewed by Ambrose (2003) is a secretarial professional appointed by government to undertake secretarial functions relating to parliamentary proceedings. They are known as “Clerks” or “Chief Clerk” of the house. Their duties include drafting of minutes, preparing reports, reading of motions and amendments, and concluding other business matters.

Company Secretaries: Company secretaries are employees possessing prescribed qualification appointed to perform the duties which may be perform by a secretary under Companies Act. The person is obtained by virtue of office. His duties includes keeping of stationery books and returns, takes part in the appointment of clerical staff, sees to every aspect of meetings.

There are some characteristics which will make secretaries perform their duties effectively in the office. These characteristics are classified into personal and business characteristics and they are explained as follows:

Personal Attributes Of a Secretary

These are the personal characteristics of a secretary and in view of this; Adewale (2001) outlined some of the personal attributes or qualities of a secretary as adaptability, level of headedness, good observer, intuitiveness, flexibility, tact, friendliness, accuracy, thoughtfulness, thoroughness, fore thoughtfulness, initiative, self confidence, good listener, a good telephone personality and appearance. Knight (2012) listed the following as qualities of secretaries;

a helpful 

b trustworthy 

c reliable 

d honest 

e confidential 

f organizational skills 

g immaculate appearance 

h good communication skills 

i good telephone etiquette 

j ability to take instructions and carry them out 

k ability to type speedily and accurately 

Roles of Secretaries 

An analysis of secretaries’ position reveal that no two secretaries position are exactly alike. There are factors that determine the nature of secretarial position in various business. They include: 

The size of the business 

The nature of the business 

Willingness of the boss to delegate work and responsibilities. 

The willingness and ability of secretaries to assume responsibilities. 

In essence, they perform the following: 

Secretaries handle the day-to-today routine work. E.g. Correspondence, filing and indexing.

Taking dictation in shorthand and transcribing same accurately’ He/she organizes meeting and take down minutes of such meeting.

Secretaries lease between staff and top management 

Keeps the boss diary and arranges his appointments 

Keeps and maintain the confidential and secret files of the organization. 

Supervises subordinates to ensure policy implementation, keeps financial reports and handle impress account. 

Hanna, popham and Titon (1973) have described the secretary’s role in the office as that of public and human relations experts. For them, the secretary within the capacity of the office portrays a positive image of the employer to the public and generates good human relations in working with all business associated, those above her level, on her level, her subordinates and apply the best principles of human relation at each level.
The Functions of a Secretary 

A thorough review of the duties and roles perform by secretaries requires a classification or categorization of these functions. This classification allows a better understanding of the job the secretaries perform. For the purpose of this discussion, a number of classifications of function shall be reviewed below. 

Administrative Functions of Secretary

An administrative function of a secretary involves organizing and controlling the organizational activities in order to achieve the objectives of the organization. It also includes supervision of junior staff and ensuring that schedules of work are being accomplished, directives and assigned tasks completed within the time span, and ensuring that all the materials needed for performing any particular job are available at the right time.

Ekwue (2009) advanced that a secretary must perform a variety of secretarial and office management duties, composes, types and files letters and inter-office memos, receives calls and interviews persons calling in office and makes referrals, prepares departmental records and disciplinary notices. Performing any or all of the mentioned duties depicts that a secretary is involved in an administrative function. Odiaua (2010) on his part included some duties like maintaining files and personal records, reviews, organizes and maintains files, monitors attendance including sick leave, annual leave and vacation leave, compiles and records data for computer files, develops and implements new departmental forms, recommends and implements changes in correspondence sent to public. All these as identified by Odiaua, save time for the executive/boss and make job easier. For secretary to effectively perform these duties, he must be conversant with the policy of the organization.

Personnel Functions of a Secretary

The personnel roles of a secretary include membership of interview panels for junior staff and assigning job schedules to staff. It also involves receiving, sorting and distributing mails within the organization, composing replies to correspondences on behalf of the executive, identifying and solving routine and non-routine problems by applying professional skills and techniques in order to develop the variety of ideas and modify situations (Shuaibu, 2009).

Secretary relieves his employer the task of determining the organizational staff strength due to the fact that he controls skills inventory, he does manpower forecasting (junior staff) and arrange for the staff selection and assign job schedules. Bashar (2007) stated that skill inventory by a secretary are the assessment of personnel currently within the organization by using skill inventory data card. This determines the staff strengths or otherwise of the organization.

On the other hand, he states that manpower forecasting by a secretary is concerned with the determination of manpower needs of the organization. The secretary through this process, estimates the number and types of junior staff currently on the payroll who will be available in the future (that is taking note of retirement, possible death and other opportunities in the environment); and determining the number of staff that would be recruited externally.

A mail service in form of incoming and outgoing mails is another important personnel role of a secretary. Ikelegbe and Miller (2011) opined that secretary must be conversant with the rules of incoming mails/correspondences, rules/procedures for outgoing mails and ability to compose replies on behalf of their executives on any matter. This office function saves the executive/boss time and lifts the goodwill of the organization.

Secretary must be skillful in written communications, as he will often be called upon to draft and edit correspondence on behalf of the organization to outside groups as well as internal members. The secretary must therefore be fluent in the organizations jargons, and be familiar with organizations communications style requirements.

Records Keeping Functions

Another fundamental function of a secretary is records keeping. Records of staff, assets, impress et cetera must be properly kept for future references or until when they are needed. Aminu (2009) maintained that secretary is responsible for establishing and maintaining his organizational records and documents including meeting minutes, reports and other important documents. Where necessary, he must create appropriate and logical filing systems to ensure that organization’s needs are easily accessible by the relevant staff and/or members.

Proper filing of documents constitutes other record keeping roles of a secretary. A popular adage states that “we file to find and not to file away” should always be the genesis of a secretary. Amavu (2009) stated that the position of a secretary is key to an organization’s success. The role of filing document requires commitment, abilities and enthusiasm. The secretary has the primary responsibility of maintaining good filing system capable of providing an accurate data/information needed at any point in time.

In present day office works, records could be maintained manually, that is in a file folder and stored in file cabinets, or computerized system, where records of the organizations are stored in computers and flash drives. Secretaries in modern offices even maintain web sites for the organization. Moreover, a secretary maintains organizational history and procedures. Frank (2009) stated that secretary serve as the central repository of information for his respective organization, given their exposure to and attendance at, most if not all of the meetings held.

The secretary must therefore be knowledgeable in his organization’s history, by-laws, leadership and other policies and procedures. He may also maintain an up dated list of all staff and members, their contact information and other data relevant to the organization’s mission. Secretaries opportune to serve in multi-national companies, apart from all the record roles mentioned above, are also responsible for keeping all official records. Harding (2005) stated that secretaries keep the following official records: indemnities, service contracts debenture holders, registers of directors, register of members and records of resolution. He maintains that secretaries must adopt effective records and administration which includes keeping up-to-date contact details that is names, addresses and telephone numbers for management committee, filing minutes and reports, compiling lists of names and addresses that are useful to the organization, including those of appropriate officials or officers of voluntary organizations, keeping record of the organizations activities and keeping a diary of future activities.

With regards to taking and keeping minutes of meeting, Bacchino (2003) stated that secretary should document actions that determine the fulfillment of legal duties, records proceedings of a meeting including how decisions are made, the resulting actions and persons responsible for it, clarify clearly what actually happened at a meeting and records all resolutions adopted.

As a result of modernization in office routine, secretary is expected to develop a meeting “minute template”. May (2007) described meeting “minute template” as a sort of a standardized minute content used in retrieving information and helping to reduce error. He maintained that it has three sections as follows: 

i. Logistics: includes date, time, list of those present and absent, name of the meeting chair and recorder of the minutes; 

ii.Minutes: a place where the actual minutes are noted. 

iii. Actions: completed as the minutes are written and includes a list of the actions committed to during the meeting with columns for actions to be taken, persons responsible, time lines and dates completed.

Every organization needs a secretary who is committed, determined and courageous due to the fact that record keeping is a tedious work. The secretary must have a good writing, note-taking, summarizing and public speaking skills as well as some knowledge of procedures. Kauchal (2006) maintained that secretaries are responsible for ensuring the following record keeping tasks:

a) Keeping an accurate set of minutes of each meeting in the records of the organization.

b) Keeping an up-to-date membership list.

c) Keeping a list of all committees and members.

d) Handling the organization’s correspondence, distributing minutes to members and notifying them of coming meeting.

e) Keeping necessary files for the organization’s archives

Human Relations Functions

Ahukannah and Ugoji (2009) defined human relations as the relationship which subsists among people employed and working in an organization. A human relation depicts the formal and informal activities and relationships resulting from the interaction of two or more people in an organization. It determines the degree of team spirit among workers.

 A secretary must be conversant and apply human relations in carrying out his duties due to its importance as advocated by Ahukannah and Ekelegbe (2008) that human relations promotes team spirit and serves as an important tool for harmony and a great source of strength to the organization.  It enhances staff motivation resulting in high productivity. It also creates and sustains job satisfaction thereby reducing absenteeism, truancy and inefficiency and promotes discipline among staff and checks conflicts. Secretary must maintain good human relations with his executive/boss, with other executives, with colleagues and with other employees.

Juxtaposition Of Bilingual And Monolingual

Viewed globally, far more individuals understand and use two, if not more, languages in their daily life than those who understand and use only a single language(Amoor, 2008). However, psycholinguistic theorizing has, until recently, held monolingualism as the canonical form of language use to be problematized.

A repercussion of this monolingual-as-norm assumption has been that research on bilingualism has either been neglected or marginalized. To the extent that bilinguals are viewed as being qualitatively different from monolinguals, they are not seen as being relevant to models addressing the monolingual-as-norm(Olukosi, 2005). When included in mainstream research, bilinguals are cast as differing only quantitatively from monolinguals, and they are regarded as valuable for cross-linguistic comparisons (addressing how a particular variable is manifest in one language vs another). There is little room in this view for asking how language processing may be affected by exposure to and coordination of two linguistic systems. Indeed, phenomena that would appear to mark bilinguals as distinct from monolinguals, such as their ability to move from one language to another, have been argued to have counterparts in monolingual usage, such as when a speaker shifts from a formal to an informal speech register(Gomu, 2012). The suggestion that bilinguals are basically the sum of two monolinguals and that there is thus no reason to view them as being qualitatively different from monolinguals may have contributed to the underinclusion of bilingualism in psycholinguistic research.

The view that bilinguals are nothing but the sum of two monolinguals has not gone unchallenged, however. One challenge has taken the form of disputing the monolingual-as-norm assumption on numerical grounds, in view of the fact that bilingualism is globally a more prevalent mode of language experience(Audu, 2007). As a consequence, to be representative, research and theory would need to address the bilingual situation directly; monolinguals, in this view, would be considered a deviant variety of language use. Adoption of this view would shift what is considered to be interesting in monolingual language use to those phenomena that have clear counterparts in bilingual language use.

Another challenge to the monolingual-as-norm position has been one that privileges neither bilinguals nor monolinguals. Rather, it holds that a truly comprehensive understanding of language functioning depends on enlarging the scope of language experience typically studied to include the full spectrum of language acquisition contexts and language use, rather than the arbitrary designation of only one form of use as appropriate or sufficient for study(Buba, 2007). Such a view encourages inquiry into the influence of such parameters as the structural properties of the language or linguistic subsystem; when the language was acquired (at birth, before the onset of puberty, or later); what level and type of proficiency was achieved in the language; and how the language was learned and used (formally or informally, primarily in a written mode or in naturalistic discourse, etc.); on how language is perceived, processed, or represented. With the exception of language structural variables, most of these parameters have simply not been examined when only monolinguals have been the subject of study, given that monolinguals tend to be relatively uniform regarding when, how well, and in what circumstances they acquire their language. Bilinguals, however, are quite heterogeneous on these dimensions and thus more readily lend themselves for such study(Downey, 2009). Insights derived by considering bilingual subgroups varying on these dimensions can thus enrich models of language processing and representation.

Bilingual Secretaries 

This is a term mostly used to describe secretaries who can speak and use tow international language, e.g. English and French. They are mainly employed by multi-National companies. They possess the ability to speak and write two or more foreign languages. Dikko (2009) defined bilingual secretary as a person who combines language and administrative skills to interpret, translate and summarizes information in order to ensure effective and efficient communication on a global level. A person with the ability of understanding and using two languages and expresses himself fluently in all the languages in his daily routine. He undertakes secretarial duties using two or more foreign languages.

Factors Affecting Bilingual And Monolingual Secretarial Students

Secretarial students has always been affected by creativity, and conviction with academic progress. Poor performance influence secretarial students future uncertainty about overall outcomes of the university and can decrease the likelihood of them desiring for higher outcomes such as higher grade (Egunsola, 2014). Thus, a secretarial student's performance is definitely a subject in the spotlight for educators (Wintre et al., 2011; Sæle et al., 2017). 

In ascertaining the factors affecting secretarial students, lecturers-related factors has been identified to play a significant impact on secretarial students’ performance. Studies have indicated that the performance of a lecturers has a major influence on the performance of a student though varies with places (Nickols, 2016; Gilbert, 2018). The secretarial students have a better chance of understanding the courses if the lecturer has full command over it (Nickols, 2016). With that command, the lecturer will easily deliver the knowledge in such an easy way that the students understand and not struggle for understanding. At times, the lecturer does understand the course but fails to communicate it effectively due to poor communication skills, which in turn influence the university achievement of the secretarial students.

Similarly, having complete command over the subject does not guarantee that the student secretaries will performance efficiently (Nickols, 2016). Coming late to lectures or not showing up for it (absent) may have a negative impact on the student  secretaries’ performance (Yang, 2004). If the lectures  fails to appear for classes, then the interest of the students in the subject is already lost which results in not paying attention at all. The result of it all will be that the students will not like the lectures and the course as well in the future (Yang, 2004). Although not all students react the same way, many students will still be interested in the subject due to their likeness of it but might not perform up to standards because of the irresponsibleness of the teacher (Yang, 2004).

Another most influencing factors on the student secretaries performance are the institutional policies and practices. The major sector of the school such as the private sector or public sector also affects students’ performance (Hall, 1989). What goes inside the university is directly proportional to a student’s overall outcome. Freeman and Viarango (2013) investigated the effect of college policies over a student’s performance. They used data from PISA, which included a sample of 4700 students in 15 colleges from 6 countries. They found that student performance depends on the college they attended and where it is located. Most of the time a student spends in university or institution is inside a lecturer hall. This is where they learn most of the expertise necessary to help them reach their desired future goals in order to have a better future (Hajizadeh and Ahmadzadeh, 2014). The lecturer hall is where the student learns what they want for their future and how they can reach that ultimate target (Viaria, et al, 2012). The lecturer hall is a very important area in the grooming of a student, it is highly necessary to understand the factors affecting the overall class ambiance to achieve maximum output. What needs to be understood is that if schools do play a major part in teaching the upcoming generation of students how to be a successful pillar of the society then every preventive measure must be taken to ensure that the students thrive in the provided learning environment (Viaria, et al, 2012).

2.2 THEORETICAL FRAMEWORK 

The basis of this research can be traced and related to Bertalanffy's (1968) theory, known as System Theory. A system is a collection of parts that work independently or collaboratively to achieve desired results or outcomes based on needs (Ovwigbo, 1991, cited in Musa, I.D. (2015).This implies that a collection of people, resources, concepts and procedures are intended to perform some identifiable function or to achieve a goal.

Furthermore, the system is made up of inputs, transformation processes, and outputs; meanwhile, these are surrounded by an environment. The environment of the system is made up of several elements that are outside the system. In essence, they are not input-output processes, but have an influence on the goals and thus the operation of the system. Figure 1 explains the details.
Fig. 1: System and its Environment
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Source: Adopted Ovwigbo (1991) cited in Musa (2014).

System is often analyzed in terms of its efficiency and effectiveness. System effectiveness refers to the extent to which goals are achieved in the school environment as they relate to students' academic performance. Therefore, effectiveness is considered to measure the degree of goal attainment of the schools when compared to students' performance. The system theory considers a school as a social system in which students' advancement depends on the system‘s ability to maintain the relative consistency of its processes and the relationships within and outside the systems. The ability to maintain the relative consistency of its processes and the relationships within and outside the system. The process involves a model of an energetic input-output system with energetic returns. That is to say that the outputs reactivate the system. This is illustrated in figure 2.
Figure 2: Input Output System
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Source: Adopted Ovwigbo (1991) cited in Musa (2014).
Figure 2 shows that the inputs into the system are processed within the system and the outputs are obtained. Some of the outputs are sent to the environment, i.e., in the school, while others find their way back to constitute further inputs.
2.3 CHAPTER SUMMARY

In this review the researcher has sampled the opinions and views of several authors and scholars on the concept of the origin of secretarial profession, etymology of secretary, secretary, types of secretaries, personal attributes of a secretary, etc. The works of scholars who conducted empirical studies have been reviewed also. The chapter has made clear functions of a secretary. In this chapter also, the researcher has been able to review some literature on juxtaposition of bilingual and monolingual, concept of bilingual secretaries, and factors affecting bilingual and monolingual secretarial students. This chapter is thus fulfilled the conceptual, theoretical and empirical requirements.
CHAPTER THREE

RESEARCH METHODOLOGY

3.1 INTRODUCTION

In this chapter, we described the research procedure for this study. A research methodology is a research process adopted or employed to systematically and scientifically present the results of a study to the research audience viz. a vis, the study beneficiaries.

3.2
RESEARCH DESIGN

Research designs are perceived to be an overall strategy adopted by the researcher whereby different components of the study are integrated in a logical manner to effectively address a research problem. In this study, the researcher employed the survey research design. This is due to the nature of the study whereby the opinion and views of people are sampled. According to Singleton & Straits, (2009), Survey research can use quantitative research strategies (e.g., using questionnaires with numerically rated items), qualitative research strategies (e.g., using open-ended questions), or both strategies (i.e. mixed methods). As it is often used to describe and explore human behaviour, surveys are therefore frequently used in social and psychological research.
3.3
POPULATION OF THE STUDY

According to Udoyen (2019), a study population is a group of elements or individuals as the case may be, who share similar characteristics. These similar features can include location, gender, age, sex or specific interest. The emphasis on study population is that it constitute of individuals or elements that are homogeneous in description. 

This study was carried out to compare bilingual and mono lingual secretarial students using Yaba College Of Technology as a case study. Hence, the population of this study comprises of secretarial students of Yaba College Of Technology.

3.4
SAMPLE SIZE DETERMINATION

A study sample is simply a systematic selected part of a population that infers its result on the population. In essence, it is that part of a whole that represents the whole and its members share characteristics in like similitude (Udoyen, 2019). In this study, the researcher adopted the convenience  sample technique to determine the sample size. 
3.5
SAMPLE SIZE SELECTION TECHNIQUE AND PROCEDURE

According to Nwana (2005), sampling techniques are procedures adopted to systematically select the chosen sample in a specified away under controls. This research work adopted the convenience sample technique in selecting the respondents from the total population.   
In this study, the researcher adopted the random Sample technique to determine the sample size. Out of the entire secretarial students of Yaba College Of Technology, the researcher conveniently selected 160 participants as sample size for this study. According to Torty (2021), a sample of convenience is the terminology used to describe a sample in which elements have been selected from the target population on the basis of their accessibility or convenience to the researcher.

3.6 
RESEARCH INSTRUMENT AND ADMINISTRATION

The research instrument used in this study is the questionnaire. A survey containing series of questions were administered to the enrolled participants. The questionnaire was divided into two sections, the first section enquired about the responses demographic or personal data while the second sections were in line with the study objectives, aimed at providing answers to the research questions. Participants were required to respond by placing a tick at the appropriate column. The questionnaire was personally administered by the researcher.
3.7
METHOD OF DATA COLLECTION

Two methods of data collection which are primary source and secondary source were used to collect data. The primary sources was the use of questionnaires, while the secondary sources include textbooks, internet, journals, published and unpublished articles and government publications.
3.8
METHOD OF DATA ANALYSIS

The responses were analyzed using the frequency tables, which provided answers to the research questions. While the hypotheses were tested using Chi-square Statistical  tool SPSS v23.

3.9
VALIDITY OF THE STUDY

Validity referred here is the degree or extent to which an instrument actually measures what is intended to measure. An instrument is valid to the extent that is tailored to achieve the research objectives. The researcher constructed the questionnaire for the study and submitted to the project supervisor who used his intellectual knowledge to critically, analytically and logically examine the instruments relevance of the contents and statements and then made the instrument valid for the study.
3.10
RELIABILITY OF THE STUDY

The reliability of the research instrument was determined. The Pearson Correlation Coefficient was used to determine the reliability of the instrument. A co-efficient value of 0.68 indicated that the research instrument was relatively reliable. According to (Taber, 2017) the range of a reasonable reliability is between 0.67 and 0.87.
3.11
ETHICAL CONSIDERATION

he study was approved by the Project Committee of the Department.  Informed consent was obtained from all study participants before they were enrolled in the study. Permission was sought from the relevant authorities to carry out the study. Date to visit the place of study for questionnaire distribution was put in place in advance.

CHAPTER FOUR

DATA PRESENTATION AND ANALYSIS

1 INTRODUCTION

This chapter presents the analysis of data derived through the questionnaire and key informant interview administered on the respondents in the study area. The analysis and interpretation were derived from the findings of the study. The data analysis depicts the simple frequency and percentage of the respondents as well as interpretation of the information gathered. A total of one hundred and sixty(160) questionnaires were administered to respondents of which one hundred and fifty-three (153) were returned and one hundred and forty-one(141) were validated. This was due to irregular, incomplete and inappropriate responses to some questionnaire. For this study a total of  141 was validated for the analysis.

4.2
DATA PRESENTATION

The table below shows the summary of the survey. A sample of 160 was calculated for this study, 153 were returned and 141 were validated. For this study a total of 141 was used for the analysis.

Table 4.1: Distribution of Questionnaire

	Questionnaire 
	Frequency
	Percentage 

	Sample size
	160
	100

	Received  
	153
	95.63

	Validated
	141
	88.13


Source: Field Survey, 2021

4.3
Demographic Profile of the Respondents
Table 4.2: Demographic data of respondents

	Demographic information
	Frequency
	percent

	Gender
Male
	
	

	
	89
	67%

	Female
	52
	33%

	Age
	
	

	18-20
	25
	18%

	21-25
	40
	28%

	26-30
	43
	31%

	31+
	33
	23%

	Level In School
	
	

	100L
	41
	29%

	200L
	49
	35%

	300L
	30
	21%

	400L
	21
	15%

	Marital Status
	
	

	Single
	107
	76%

	Married
	34
	24%


Source: Field Survey, 2021

TEST OF HYPOTHESES

H01: Bilingual secretarial students does not possess better skills than monolingual secretarial students

H02: Trained bilingual secretarial students are more relevant than trained monolingual students.

H03: There is no difference between the problems encountered in training bilingual secretarial students and monolingual secretarial students.

Hypothesis One 

Table 4.3: Bilingual secretarial students possesses better skills than monolingual secretarial students.

	Options
	Fo
	Fe
	Fo - Fe
	(Fo - Fe)2
	(Fo˗-Fe)2/Fe

	Yes
	70
	47
	23
	529
	11.3

	No
	36
	47
	-11
	121
	2.6

	Undecided
	35
	47
	-12
	144
	3.1

	Total
	141
	141
	
	
	17.0


Source: Extract from Contingency Table




Degree of freedom = (r-1) (c-1)






(3-1) (2-1)






(2)  (1)






 = 2

At 0.05 significant level and at a calculated degree of freedom, the critical table value is 5.991.

Findings

The calculated X2 = 17.0 and is greater than the table  value of X2 at 0.05 significant level which is 5.991.
Decision

Since the X2 calculated value is greater than the critical table value that is 17.0 is greater than 5.991, the Null hypothesis is rejected and the alternative hypothesis which states that bilingual secretarial students possesses better skills than monolingual secretarial students is accepted.

Hypothesis Two

Table 4.4: Trained bilingual secretarial students are not more relevant than trained monolingual students.

	Options
	Fo
	Fe
	Fo - Fe
	(Fo - Fe)2
	(Fo˗-Fe)2/Fe

	Yes
	75
	47
	28
	784
	16.68

	No
	26
	47
	-21
	441
	9.4

	Undecided
	40
	47
	-7
	49
	1.0

	Total
	141
	141
	
	
	27.08


Source: Extract from Contingency Table




Degree of freedom = (r-1) (c-1)






(3-1) (2-1)






(2)  (1)






 = 2

At 0.05 significant level and at a calculated degree of freedom, the critical table value is 5.991.

Findings

The calculated X2 = 27.08 and is greater than the table  value of X2 at 0.05 significant level which is 5.991.
Decision

Since the X2 calculated value is greater than the critical table value that is 27.08 is greater than 5.991, the Null hypothesis is rejected and the alternative hypothesis which states that trained bilingual secretarial students are more relevant than trained monolingual students is accepted.

Hypothesis Three

Table 4.5: There is no difference between the problems encountered in training bilingual secretarial students and monolingual secretarial students.
	Options
	Fo
	Fe
	Fo - Fe
	(Fo - Fe)2
	(Fo˗-Fe)2/Fe

	Yes
	66
	47
	19
	361
	7.68

	No
	37
	47
	-10
	100
	2.0

	Undecided
	38
	47
	-9
	81
	1.7

	Total
	141
	141
	
	
	11.28


Source: Extract from Contingency Table




Degree of freedom = (r-1) (c-1)






(3-1) (2-1)






(2)  (1)






 = 2

At 0.05 significant level and at a calculated degree of freedom, the critical table value is 5.991.

Findings

The calculated X2 = 11.28 and is greater than the table  value of X2 at 0.05 significant level which is 5.991.
Decision

Since the X2 calculated value is greater than the critical table value that is 11.28 is greater than 5.991, the Null hypothesis is rejected and the alternative hypothesis which states that there is a difference between the problems encountered in training bilingual secretarial students and monolingual secretarial students is accepted.

CHAPTER FIVE

SUMMARY, CONCLUSIONS AND RECOMMENDATIONS:

5.1 Introduction

This chapter summarizes the findings on the comparative study of bilingual and mono lingual secretarial students using Yaba College Of Technology as a case study. The chapter consists of summary of the study, conclusions, and recommendations. 
5.2 Summary of the Study

In this study, our focus was on the comparative study of bilingual and mono lingual secretarial students using Yaba College Of Technology as a case study. The study is was specifically carried out to ascertain whether bilingual secretarial students possesses better skills than monolingual secretarial students, determine whether trained bilingual secretarial students are more relevant than trained monolingual students, and determine whether there is a difference between the problems encountered in training bilingual secretarial students and monolingual secretarial students.
The study adopted the survey research design and randomly enrolled participants in the study. A total of 141 responses were validated from the enrolled participants where all respondent were secretarial students of Yaba College Of Technology, Lagos State.
5.3 Conclusions

Based on the findings of this study, the researcher concluded that;

Bilingual secretarial students possesses better skills than monolingual secretarial students

Trained bilingual secretarial students are more relevant than trained monolingual students.

There is a difference between the problems encountered in training bilingual secretarial students and monolingual secretarial students.
5.4 Recommendations

Based on the findings of the study, the following recommendations are proffered.

It is vital to increase the chances of student secretaries to gain employment in multinational or non multinational organizations, to achieve this, French language, and other official languages should be introduced in the curriculum.

To facilitate effective teaching of bilingual students, challenges such as lack of renowned French linguist, and inadequate leaning materials should be handled with immediate effect.

Monolingual students should be enlightened on the need to learn additional languages, as it will serve as an added advantage in their career as secretaries.
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APPENDIXE

QUESTIONNAIRE

PLEASE TICK [√] YOUR MOST PREFERRED CHOICE(S) ON A QUESTION.
SECTION A

PERSONAL INFORMATION

Gender

Male 

[  ]


Female 
[  ]

Age 

18-20

[  ]
21-25

[  ]
26-30

[  ]
31+

[  ]
Level In School

100L

[  ]
200L

[  ]
300L

[  ]
400L

[  ]
Marital Status

Single

[  ]
Married
[  ]
SECTION B
Please tick [√] your most preferred choice and avoid ticking twice on a question

Question 1: Is bilingual skills important for secretarial students?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	


Question 2: Does your school offer other official languages such as French?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	


Question 3: Does bilingual secretarial students possess better skills than monolingual secretarial students?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	


‘Question 4: Are trained bilingual secretarial students more relevant than trained monolingual students?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	


Question 5: Is there any difference between the problems encountered in training bilingual secretarial students and monolingual secretarial students?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	


Question 6: Does bilingual secretarial students encounter problems such as lack of renowned French linguist, and lack of inadequate leaning materials?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	


Inputs





Transformation Process





Outputs








