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Abstract

This study is conducted with the objective of askep the alignment between students of Secretady an
Bilingual Secretaryship and Management Studies naragne offered in Accra Polytechnic and the Labour
Market. The target population for this researchs Wee Human Resource of Electricity Company of @han
(ECG), Staff of Trade Union Congress (TUC) and shid of Secretaryship/Bilingual Secretaryship and
Management Studies of Accra Polytechnic. The safapléhe study consists of 80 questionnaires fodeshts of
Accra Polytechnic, Secretaryship/Bilingual Studéesl interviews conducted in Electricity CompanyGifana
(ECG) and Trade Union Congress (TUC). The stusrgaked that over 55% of the respondents did notleee
relevance of shorthand as a course. It was alsmaked in the study that just a few percentagduafents get
access to an organization for their internships @thér students are left wondering as to how ahdrevto get
an organization for their internship programme.view of the above, it is recommended that theiculum of
Secretaryship/Bilingual secretaryship and Managénstmdies department of Accra polytechnic should be
reviewed to suit the needs of the labour market.

1. Introduction

In Ghana graduates from various tertiary instittgicuch as the universities, polytechnics, andrdtrenal
educational institutions are employed into varigastors of the labour market. According to thdituie of
Statistical, Social and Economic Research (ISSEHRh® University of Ghana, an estimated 250,000ngou
people enter the labour market every year. Ouhisfiumber, the formal sector employs just abo@05(@r 2
percent). The remaining 98 percent are compellesettk employment in the informal sector. Both thélip
and the informal sectors employ graduates basetie@dncompetencies, skills and abilities which ciimtte to
high productivity of the sectors. In recent tinfesvever, it is evident that most graduates whoesngloyed
into various fields of work do not perform as exgelcof them. It has come to light that some empdsyexhibit
some unprofessional habits such as lateness to, walikcipline, lack of skills among others whicle aontrary
to the dictates of the labour market. Labour miasaceording to Anne Kalleberg (Sociology of Labonarket)
is the arenas in which workers exchange their lalpmuver in return of wages, status and other jokard.
Labour market can also be defined as a nominal ebamkwhich workers find paying work, employersding
willing workers and wages rates are determinecbnithe above definitions, we deduce that the lainoarket
is a term used to describe the relationship betwhkernworkplace (available employment) and the wiorke
(people, aged 16 and over who are working or aadable to work)

1.1 Objectives of the Sudy
This research seeks to:

Identify the similarities between the departmenthef institution and the labour market;
Assess the differences between the departmeneafsiitution and the labour market;
Identify the causes of the misfit between the depant of the institution and the labour market;

Identify the collaboration between the department labour market; and
Examine some possible solutions to the misfit betwine department and labour market.
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1.2 Research Questions
In the course of the studies, some of the pertigaastions which will be asked are the following:

What are the similarities between the departmetheinstitution and the labour market?

What are the differences between the departmethieahstitution and the labour market?

What are the causes of the misfit between the tiepat of the institution and the labour market?
What collaboration is there between the departraedtlabour market?

What are some possible solutions to the misfit betwthe department and labour market?

agrwnNE

2. Research Methodology

2.1 Research Design

Research design is the overall plan for collectiata in order to answer the research questionsdtiavolves
specific data analysis techniques or methods theareher intends to use.

2.2 Data Instrument

Questionnaires would be used to collect data thrabg use of both open-ended and closed-endediaugst
This is to enable respondents to answer questi@miséflect their views.

2.3 Data Collection

Information will be collected from both primary arsgcondary sources. Interviews, direct observatans
questionnaires would help to gather primary datdorimation will be gathered again from books, intdr
magazines, and previous projects for secondary data

2.4 Data Analysis
The data collected from both primary data was as@alyusing charts and graphs.

3. Data Presentation and Analysis

This chapter presents the analysis of findings atticcollected. The technique of presentation adoptas
basically descriptive statistics in which sometwd findings are prepared in tabular forms with &lisofigures
and relative percentages. The analysis was for thettmanagement and students of Secretaryship #induzl
Secretaryship and Management Studies departmeftah Polytechnic. The director of trade union eesh
department and the Human Resource Manageressaifi€ity Company of Ghana were not exempted.

In all, 80 respondents from the department of Sagyship and Bilingual Secretaryship and Management
Studies of Accra Polytechnic were sampled to anshequestionnaires. From table 1 above, it caoldserve

that 58 (73%) respondents were from SecretaryshibManagement Studies and 22 (27%) respondents were
from Bilingual Secretaryship and Management Stuffia® 80 questionnaires administered. Below iartcto
show the above data.

Table 1: Departmental Respondents of Accra Polytiech

PROGRAMME FREQUENCY PERCENTAGE (%)
Secretaryship and Management Studies 58 73
Bilingual Secretaryship and Management Studies 22 7 2
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)
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Figure 1: Departmental Variation of Respondent&axfra Polytechnic

In the above table precisely table 2 and figursh®w the responses of students on how they feeitddcturers
teaching according to syllabus. With the total nembf 80 students representing 100%, 38% strongtged

that lecturers teach according to the syllabus, 4@feed to the above statement, 11 disagreed, ahé&¥

strongly disagreed that lecturers do not teachrdaog to the syllabus. The questionnaires were ansgvby 30
students who strongly agreed that lecturers teadording to the syllabus, 37students agreed, 9estsd
disagreed to the above statement and 4 studeotgybtrdisagreed.

Table 2: Lecturers Teaching According To Syllabus

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 30 38
Agree 37 46
Disagree 9 11
Strongly Disagree 4 5
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)

LECTURERS TEACHING ACCORDINGTO
SYLLABUS

B STRONGLY AGREE
B AGREE
DISAGREE
B STRONGLY DISAGREE

Figure 2 Lecturers Teaching According to Syllabus

Table 3 and figure 3 indicate the respondent viewshe organization of workshops and seminars azgdrfor
students. With the total of 80 students represgnli0%, 5(6%) strongly agreed that there are enaumgh
relevant organized workshops and seminars for atad80(38%) agreed to this statement, 35(44%)gdisal
and 10(12%) strongly disagreed that there wererganized workshops and seminars for students.
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Table 3: Organization of Workshops and Seminarsfadents

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 5 6
Agree 30 38
Disagree 35 44
Strongly Disagree 10 12
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)

ORGANIZATION OF WORKSHOPS AND
SEMINARS FOR STUDENTS

B STRONGLY AGREE
m AGREE
DISAGREE
B STRONGLY DISAGREE

Figure 3 Organization of Workshops and SeminarsStodents

Table 4 and figure 4 show the responses of studemtie relevance of shorthand. With the total @&8&idents
representing 100%, 9(11%) strongly agreed thattlkhond is relevant, 27(34%) agreed that shorthand is
important, 23(29%) and 21(26%) disagreed and slyatigagreed to the relevance of shorthand respedyti

Table 4: The Relevance of Shorthand

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 9 11
Agree 27 34
Disagree 23 29
Strongly Disagree 21 26
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)
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RELEVANCE OF SHORTHAND
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Figure 4: The Relevance of Shorthand

Table 5 and Figure 5 indicate the responses okstscconcerning the need for students to ask quesstiuring
teaching. Out of 80 respondents representing 108885%6) strongly agreed that there is enough room fo
students to ask questions during teaching, 38(4@iged to this statement, 11(14%) disagreed wh&(@és)
strongly disagreed to the statement “there is en@agm for students to ask questions.

Table 5: Room for Students to ask Questions dureaghing

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 28 35
Agree 38 47
Disagree 11 14
Strongly Disagree 3 4
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)

ROOM FOR STUDENTS TO ASK QUESTIONS
DURING TEACHING

B STRONGLY AGREE

m AGREE

1 DISAGREE

B STRONGLY DISAGREE

Figure 5: Room for Students to ask Questions Duferrhing
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Table 6 and Figure 6 shows the responses of stadenhow they wish lecturers use enough practezadting
methods. With the total number of 80 students reng 100% of respondents, 11(14%) strongly abtieat
lecturers use enough practical teaching methodg788) agreed, 23(29%) strongly disagreed and 8(10%)
strongly disagreed to the statement that “lectunsesenough practical teaching methods.

Table 6: The Use of Enough Practical Teaching ésh

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 11 14
Agree 38 47
Disagree 23 29
Strongly Disagree 8 10
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)

B LECTURERS EXPERIENCE AND KNOWLEDGE ABOUT THE
LABOUR MARKET FREQUENCY

B LECTURERS EXPERIENCE AND KNOWLEDGE ABOUT THE
LABOUR MARKET PERCENTAGE

LECTURERS EXPERIENCE AND...
LECTURERS EXPERIENCE AND...

Figure 6: The Use of Enough Practical Teaching desh

Table 7 and figure 7 above shows the responsetudérsts on lecturers experience and knowledge atheut
labour market. 17 students representing 21% styoagreed that lecturers have enough experience and
knowledge about the labour market, 48 represenigp agreed to this statement, 14 representing 17%
disagreed that lecturers do not have enough exmeriand knowledge about the labour market and destu
representing 1% strongly disagreed that lecturensad have enough experience and knowledge abeualour
market.

Table 7: Lecturers Experience and Knowledge atfmut abour Market in Ghana

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 17 21
Agree 48 60
Disagree 14 17
Strongly Disagree 1 1
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)
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Figure 7: Lecturers Experience and Knowledge atimut.abour Market in Ghana

Table 8 and figure 8 above indicate the relatignéfgitween students and lecturers.11 students sytiieg 14%
strongly agreed that lecturers relate very wellhwstudents, 43 students representing 54% agredtigo
statement, 25 students representing 31% disaghegdeicturers do not relate well with students anhdlent
representing 1% strongly disagreed that lecturensad relate well with students.

Table 8: Students’ — Lecturers’ Relationship

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 11 14
Agree 43 54
Disagree 25 31
Strongly Disagree 1 1
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)
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Figure 8: Students’ — Lecturers’ Relationship

Table 9 and figure 9 show the respondents opindongcturers’ responsibility of their poor perfornca. Out of
80 respondents representing 100%, 5 students,sepieg 6% strongly agreed that the lecturers espansible
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for the poor performance of students, 17 studeagsesenting 21% agreed, 40 students representifig 50
disagreed, 16 students representing 20% stronglgigdéed that lecturers are not responsible forptinar
performance of students. Out of the 80 respond&astadents representing 3% did not give their apirit all.

Table 9: Poor Performance f Students Atteduro Lecturers

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 5 6
Agree 17 21
Disagree 40 50
Strongly Disagree 16 20
TOTAL 78 100
Source: Researchers’ Field Data Work (2013)
80
70
60
50 B POOR PERFORMANCE OF
STUDENTS ATTRIBUTED TO
40 LECTURERS PERCENTAGE
30 = POOR PERFORMANCE OF
20 STUDENTS ATTRIBUTED TO
10 LECTURERS FREQUENCY
0 - T 1
STRONGLY AGREE DISAGREE STRONGLY
AGREE DISAGREE

Figure 9: Poor Performance of Students Aiteld to Lecturers

Table 10 and figure 10 indicate the accessibilitpmanisation for internship. Out of 80 studergpresenting
100%, 12 students representing 15% strongly agresdhere is accessibility of organisation foemmiships, 30
students representing 37% agreed, 27 studentssespiieg 34% disagreed and 11 students represebitig
strongly disagreed that there is no accessibifitgrganisation for internships.

Table 10: Accessibility of Organisation for Intship

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 12 15
Agree 30 37
Disagree 27 34
Strongly Disagree 11 14
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)
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Figure 10: Accessibility Of Organisation For Imtghip

In the table 11 and figure 11 respectively, ouB@frespondents representing 100%, 7(9%) respondentsyly
agreed that there is enough supervision duringrieteéps, 19 (24%) respondents agreed to this statem
35(43%) respondents disagreed and 19 (24%) resptmsieongly disagreed that there is no supervidimng
internships.

Table 11: Supervision During Internships

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 7 9
Agree 19 24
Disagree 35 43
Strongly Disagree 19 24
TOTAL 80 100
Source: Researchers’ Field Data Work (2013)
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Figure 11: Supervision during Internship
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Table 12 and figure 12 indicate opinions from studeconcerning their internships, as to whetheir the
internships are in line with their study. Out of B&pondents representing 100%, 20 respondentssesging
25% strongly agreed that students’ internships dore in line with their field of study, 38 respontke
representing 47% agreed, 16 respondents repregedfin% disagreed and 6 respondents representing 8%
strongly disagreed that students’ internships atalone in line with their field of study.

Table 12: Students’ Internship Done in Line witheir Field Of Study

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 20 25
Agree 38 47
Disagree 16 20
Strongly Disagree 6 8
TOTAL 80 100
Source: Researchers’ Field Data Work (2013)
80
70
60
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40 PERCENTAGE
33 B STUDENTS' INTERNSHIP DONE IN
10 LINE WITH THEIR FIELD OF STUDY
0 . | | | | FREQUENCY
STRONGLY AGREE DISAGREE STRONGLY
AGREE DISAGREE

Figure 12: Students’ Internship done in Line vilitieir Field of Study

In table 13 and figure 4.13 respectively, out ofr88pondents representing 100%, 3 respondentssesyineg

4% strongly agreed that there is adequate timestiodents to prepare well towards exams, 24 respisde
representing 30% agreed, 30 respondents repregedifi¥o disagreed and 23 respondents representing 29%
strongly disagreed that there is no adequate timstéidents to prepare well towards exams.

Table 13: Adequate Time for Students to Prepaveafds Examination

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 3 4

Agree 24 30
Disagree 30 37
Strongly Disagree 23 29
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)
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Figure 13 Adequate Time For Students To PreparaiigsvExamination

Table 14 and figure 14 indicates how time tabled akam halls are well organised. Out of 80 respotxde
representing 100%, 3 respondents representing d8agty agreed that time tables and exams hallsnaie
organised, 22 respondents representing 27% ag@&kdespondents representing 39% disagreed and 24
respondents representing 30% strongly disagreedinta tables and exams halls are not well orgahise

Table 14: Organisation of Time Table and Exams Hall

RESPONSES FREQUENCY PERCENTAGE (%)
Strongly Agree 3 4
Agree 22 27
Disagree 31 39
Strongly Disagree 24 30
TOTAL 80 100

Source: Researchers’ Field Data Work (2013)
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Figure 14: Organisations of Time Table and ExamisHa
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4. Findings, Conclusions and Recommendations

4.1 Findings

The study revealed 84 respondents accepted theHattecturers teach according to the syllabus Héfb
percent refuted. The researchers found out th#t dithe students confirmed that there is enougjammeed
workshops and seminars while 56% denied this aseerfThe study revealed that 45% of the resporsdsay
the relevance of Shorthand as a course and 55%atidee the relevance of shorthand as a coursén Alga
study revealed that the 45% of the respondents sawo the relevance of shorthand have had knowlefige o
shorthand before pursuing the Higher National Dimdo(HND). The researchers also found out that,nthe
courses are upgraded and some eliminated out afutieeulum, it would and enable graduates torfibiany
organization. The study revealed that most lectuuse enough teaching and practical methods.adtfaund
out that during internship programmes, lecturers ate suppose to supervise students on their werkirzable
to do so because of their busy schedules. It Vsasravealed in the study that just a few percentafgstudents
get access to an organization for their internships other students are left wondering as to hasvwehere to
get an organization for their internship programmdwe researchers found in their study that adedtiiae was
not given to the students to prepare very welléeam. It was also revealed that a greater pergeraéthe
respondents did not attribute the poor performanfcetudents to lecturers, while the remaining petage
attributed the poor performance to lecturers.

4.1 Conclusions

Management expects that employees exhibit someifispskills to improve work and productivity. In ¢h
absence of these required skills such as speedaatwaracy in typing in the curriculum of secretaigsh
/Bilingual Secretaryship and Management Studiesadapent of Accra Polytechnic, it becomes difficat the
organization to attain high productivity. Therehigh competition between graduates in the depattmeder
study and graduates from other institution overféve job opportunities in the labour market. Theref it takes
graduates with the prerequisite skills to graspoiygortunity available.

4.2 Recommendations

The following are the vital recommendations neefeeinsure that there is an alignment between tharttaent

of Secretaryship/Bilingual Secretaryship and Manage Studies of Accra Polytechnic and the labourketa
The curriculum needs to be reviewed and updateld mitdern facilities to meet the needs and demahtiseo
labour market. The Department of Secretaryshipi@ilal Secretaryship and Management Studies should
establish a close alliance with the industries ¢oalble to deliver what is needed and also creadézniship
opportunities for the students. Internship suméowi should be given to lecturers who are less gieduto
ensure efficiency and effectiveness.
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