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THE TRaINING OF CLoHICAL AND SICESTARILIAL STAFE IN AFHICA

Current situation

In most developin., countries the re-cryganization or establishment of
an efficient public administration is hampered by the lack of gualified

staff ,to carry out executive duties.

Harmonious improvement of the economy 1s lmpeded by this same obstacle
to which, furthermore, is added that constituted by the application of

modern technigues tc the organization of of:ice work.

In general, apart from some commercial schools offering courses of
long duration clerical and secretarial staff is traired "on the job", and

office organization is equally empirical.

Such a situation cannot but lead to gualitatively and quantitatively
inadequate output, tc a swelling of the number of employees and to a deterio-

ration of the profession.

Steps to take

Reform of the training of clerical and secretarial stgff has become
esSéntialf Some countries have understood fhis and have appealed to ILQ
for technical aésistance in solving this problem by establishing facilities
for the traihins‘of staff to be recruited, and the further training of

those already employed,.both by goveranment devartments and private firms.

Before these itrainine facilities are established, and in order that
they be developed in the beot interests of the beneiiclilury countries, the
labour warket for clerical and secretarial workers snould be carefully

gtudied.

-This can be done only with the complete colleboration of the puwlic
gdministration (kinistries of Labour and of ifublic Administration),
chamherg of commerce, employers' organizations and workers' unions.

Account must also ve tanen, to the extent thalt precise assessment is

possible, oi the wobility of clerical and secretarial staff between the

public and private sectors. The greatest attention must also be paid to
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the situation of the private sector, even if in some countries the flrst

objective of a trainin, project is to meet administrative needs.

"Another pdint, l.e. examination of trainin, facilities already exist-
ing in the country under consideration, must not be overlooked. The
various programmes musi be co—ordinated'and harmonized with resuvect to both
standard and content. New facilities can be developed only as a.fuﬁction
of what exists. Here, therefore, it is in agreement with the authorities
responsible for long duration instructibh'(Ministry of hational dducation)

that one must build.

The choice of systems within a country's vocational training poliey
must be determined Ly the manner in-which ofivice work is organized, or has
to be re-organiszed, and Uy the competence of the students or ofiice staff

ﬁo e trained.

Cultural and scocial aspects of the guestion

In addition to the objectives and results directly reslated to the
manpower policy, the tecihnical assistance facilities for the rapid training
of clerical and éecretarigl‘staff make their special contribution to the
cultural and social enhancemsnt of the human resources of developing
countries. Iy means of speclal educational and training programmes adapted
to the scholastic stanuaras of the candidates,; these facilities make it
p0331ble to reclalm yourn, &an. autlt membsrs of the national poulation who
have not - or Have only barely - prosressed beyond the level of primary
gechooling. Without the contribution of-additional eneral wnowledge and
of vocational training se uesigned as to enhance and make the best pessivle
use of earlier scholastic attainments, the technical and cultural potentigls

of these persons would be lost both to t _emselves and o their coﬁntry.

Categories of employees to be trained

Up to the present, and _enerally speaking, the following categories

of office staf. are in demand: clserws, t, slsts, a851stant—dccountants,

accountants, shorthand tr01sts and secretarles.
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The word "elerks'" must be taxen to mean subordinate employees pe;formh
ing everyday executive duties calling Tor neither personal 1nitiative nor
any speclalized .nowledge. This category of employee must be given a wmodest
basis of knowledge naecessary for theilr work, such as better understanding
of the woerking languace and of arithmetic, with some rudiments of work

organization (filing, collatiug, telephone, for example){

For tyosists (copy typists), the emphasis will be on lay-ocut technique,
speed of typin, and improvement of the workin, lan.uage. aAssistant-account-
ants and accountants will concentrate, apart from courses peculiar to the
techniques of the profession, on arithmetic, while in the case of shorthand
typists and secretaries special attention will be devoted to the working

language, besides subjects peculiar to the ,rofession.

1LO forms of assistance

-Hitherto, ILC's assistance in trainin, clerical and secretarial staff
has generslly taken the following forms, determined by the needs peculiar to

the countries under consideration:

'-m(a) Eé%ablishment of centres to train youna_peISOHé'forﬂdfiiEG work
The purpose of these centres is to Sﬁpply o 0unyg persons (bqys and

5irls) who have completed their eneral school education up to « certain.
minimum level (if possible two or tiree years of secondary education) with
the means of preparing for the usual categories of amilled office work, in .
particuiar +those of  ghorthand typists, swcretaries, book-keepers and
assistant-accountants. The cenires provide basic training in the form of
full-time courses (continuous or sandwich) ﬁith programuss normally extend-
ing over two or tares years. In the first stapes of the projecty the
courses may be joint or divided into two sections (secretarial - acoountancy}
and they .enerally aim at a sihglie, not too anbitious (subordinate employees),
level of qualification determined in accordance with the candidates' origi-
nal standard of _,esneral education. wpubsequently, the centres may develop '

thelr activity ito meet wider and nore advanced needs.

ST A T
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The main tasks of the experts responsible for implementing such a
rrocject consist-besgides chodsind methods, establishing programmes; setting
up the centre and startin, instruction - in assisting in organizing (gene—
rally at the centre itself) +the training oi local instructors and other
teachers for the centre and for the other cehtree eventually to be estab-
lished in the cowitry.

The assistance provided within the framework of these Lrojects includes
not only the recruitment {for three to :ive sears and scmetimes more) of &
sufiicient number of international experts and.instructors but also, very
often, the supply of teohnieel equipment for the centre (typewriters,
calculating machines, duplicators; etc. ). 1In addition, in order to intensafy
and consolidate the centre's work, ILO may, when appropriate, grant fellow-
ships for advanced training abroad to the local director of the centre and
to local monitors aad instructors selected from AHT oo P thoee,whonhave-been“*”

trained under the project.,

._(b). Establishmentaof-céntres:for the accelerated voecational training
of office staff - '

The purpose of these centreg is to meet the urgent need: ;Dr-quallfled
offlce staff by prov1d1n5 younD persons (boys and »irls) and unemployed
(or under-employed) sdults with rapld training in some skilled or semi-—
skilled office work such as typewriting, shorthand or book-keeping: The '
choice of specializations depends on the nature of short-term needs, and
the centre's programue must be as flexible as possible so that i# can be
adapted to the ﬁevelopment of these needs. These cenires provide essentially
practical training by apecial accelerated training wethods. The courses mnay-
be full-time or aartwtime.aﬁd be spread over periods. Tajging irom a Iew

wonths to approAlmetelr one year.

As hltﬂ catesory (a) projects; the emphasis is on the choice of adequate
methods, the establlehment of suitable programmes and the tralnlqb of local
instructors to apply these metiiods and prosraummes; the assistance may,

besides the despatch of 1nterndt10nal 2Xperts and instructors (Eenerally in
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teams consisting of one expert and one or two internaticnal instructors.
working for approximately three years), consist of the supply of the
equipment necessary for the centre and the granting, of fellowships for
advanced training abroad to certain members of the lpocal stafif attached

to the centre.

(c) Establishment of advanced training systems for office employees

Advanced training for various categorieseof.qualiiiéﬁaéiﬁff (particular-
ly shorthand-typists, typists, secretaries, filing clerks; kook-keepers and
assistant~accountants) may be organized either in the form .of part-time
(day-ox-niaht)'courses or intensive training sessions in centres or schools,
or as in-service training. The systems consisting ol ccurses in centres
are generally applied to (a) or (b) type projects whiie'the various in-
service training systems are 5enerelly arrenfed as Dart.of eqtonomeus
projects, sometlmes to supplement a product1v1ty proaect Or aniZation of
an in-service tralnlnb course benerally nece881tates the assistance of an
expert and, later on, the i:,re,n’c of fellowshlps for advancee tralnlnr ‘

abroad to local cadres responsible for vocational training.

Special problems

(e)g Level of recruitment

The present state of schooling in main developing courntries makes- it
difficult to recruit candidates of the level of the first pericd of
secondary eduoatlon (3 yeaxrs after prlmary sohool), which it would be
desirable to be able to do if future office emp10yees are to be trained.
Generally, elther the puplls stop attendlng scheool before completlns the.
first pe. xod of gecondary education, or they continue untll the end of the E
second period (6 years after primary school), or they even branch off into
teacher treiningibefdie"eompleﬁing the second period of secondary sdugation.
The standard of the vast e jority of pupils who sit the entrance éxanination
to a training'centfe‘for:office employses is that of the end of primary - -
studies or bétween tne end of )rimary studies and the end of the Tirst

perlod of seconaary educatlon. In these conditions it i's almost’ inpossible,

Y

e e e I T e can e T
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for want of candidates and as experience has proved on several occasions,

to reguire a higher standard. It is possible that his state of affairs will

ik

change in a few years, but at present we must. bear this situation in mind
and act accordingly, i.e. institute preperatory‘courses.and.cqnsiderably_
intensify the teachins of general subjects alongside the teaching of

technlcal subaecte.

(b) ﬁecrultment of students

Because of lack of accommodation and adequate means of subsistence,
recruitment is generally confined to candidates living in the town in which

the centre is established, i.e. in most cases the capital of the country.

If suitable candidates 1livins in thé interior of the couniry are to.
be given their chanee, consideration should be given t6 the quesiion of
building a boardin, school or granting scholarships. This would be a means
of mobilizing in the service of the country concerned the candidates most

likely to be able to supply the needs for qualified staff.

(¢) General knowledge and knowledge of the workingz langusge

The most striking of the problems encountered in 1mplement1nb
technical assistance projscts on the training of ofiice workers 1is the lOW”"
standard of the students in general knowleuge and. snowledge of the language

used for work.

If these two obstacles spring from a common cause, i.8. school atten-
dance rarely exceeding primary level, they may to a certain extent be
removed by the organization of preparatory and intensive courses alongaide
the teaching of technical subjects peculiar fc the training of office
staff.

Iq the case of the working languege, hoﬁevef, it appears'that even :
intensive courses do not yleld completely satleiactory results because
outelde the courses the pupils epeeK to each other in their wother ton JUE .
The same is true, and to an sven t:,reewter extent, as soon as they return

home. To obviate this dlIIlOultJ, the affort to a531m11ate the worklng

language should concentrate on the three following main p01nts.'
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The first is the acquisition of a vocabulary,'which, although sufficiently
wide does not exceed the current needs of everyday life, supplementcd by a

certazin number of terms proper to the chosen® occupation..

The secoﬁd peint,; closely related to the Firgt, is the choice of simple
reading matter, appropriate to the above-detined vocgbulary, and su?ervised

daily by explanation of the lexts read.

Finally, the third point - conversation, which is also closely related
to the other two, from which it derives. Althousgh it is practically irpossi-
ble 1o compel the students to speak a 1anguage cther than their own at
hdme, it is‘necessary to impose the exclusive use of the working language
dﬁring sdﬁool hours ana o provide elocution courses, using tape recorders

to correct faulty pronunciation or sentence construction.

(d) Placing of students

The question »f the placing of students upon completion of courses algo
poses a particuiarly important problem. In principle; it must be solved by
the labour department of the beneiiciary country, which must be in a position
to foliéw employment supply and demand, attend to the up—grading of gqualified
eﬁployees”and see that the ooﬁventioné‘éstabliéhed in this connexioh are

respeéted._

(e) ©Statute of the trainins Centre, the counterpart and local instruc-—
tors

The choice of the counterpart to replace the expert is of capital -
importance. This choice and the eventual training efforts it implies ére
frequently hampered by administrative difficulties such as the lack of eflect-
ive c¢ollaboration beiwucn  varicus responsible authorities (National
Education and Labour, for example) and the absence of a statute ultimately

guaranteelny the couvaterpart a stable and well paid position.

It is not rare to have to walt a lonz time before being supplied with
the necessary instructors and, beca.ise the responsgible awvthorities have

not hominated him, ceiore being able to atart training a counterpart. It
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happens Jjust as freguently that the barely trained counterpart disappears

for pecuniary reascons.

This situation, which is prejudicial to all parties concerned, could
easily be avoided by the establishment_of_gn of ficial statute (in the form
of an order, :or example) governing the operation of the training ceﬁtre,
the value of its diplomas and the method of fheilr aﬁard, the bbli;ations
imposed on the counterpart and instructors and their éntitlement to a

salary comuensurate with services rendered.

It is desirable that the statute of the training ceﬁtre should be
established at the start of sach technical assistance project to whicﬁ ILO‘
lends the assistance of its experts. This method of procedure would permit
removal of most ol the administrative chstacles which too often impede

regular progress of the project.

Examples of technicsel assigtance projects

Some examples of technical assistance projects for the training of

office staff carried out in Africa under the auspices of 1LO may be guoted.

In the Congo (Léopoldville) and within the framework of ONUC fechnical
agsistance, the ILO has since 1962 established two centres for the accele-
rated vocational training and advanced training of office staff; one at
Léopoldville and the otier at Stanleyville. The courses _iven at these
centres aim at training office staff (clerks) and office ataff qualified in
gecretarial work and accountancy. The instruction is based on-the in-
service trainin, principle and consists of advanced vocational itraining
courses intended Tfor staff in government service and in private firms. A4
Chief of lLission and three experts are taxing part in the conduct of this
project which may be furt.er developed by the establishment of:new training

centres.

In Xenya, and within the framework of a project for the development of
office staff training, the 1LO, in harch 1963, started, with the assistance
of an expert, courses for the vocaticnzl training and advanced training of

gsecretaries and typists. At present these courses are given at Hairobi in
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a training centre, the "Secretarial Tralning Institute”, and the expert

" has managed to obtain facilities ior the accommodatlon of some of the
female students. 4t the present time, preparatlons are being made for the
installation of these facilities, the establishment of a centrs for the
training of teachers of secretarial éubjects5 and for the establishment

of a simiiar centre at mombassa. This extension of the project, which
implies the acquisiticn and egquipment of builaings, will be peossible
thanks to the financial assistance afforded by the Government of Sweden
under its programme for the advancement of women in Africa. In-service
trainins for office stalf for government service is also belns studied as

part of the ILOU project.

In Lorocco, and within the framewcrk of international technical
assistance and with the collaboration o an sxpert and two instructor
experts, ILO was able to open a centre for the accelerated vooational
training of i, pists, shorthand-typists, and assistant-accountants at
Rabat in October 1962. Paraliel with this, training is provided for
ingtructors. The possibility of establishing similar centres in other

towns 1s contemplated.

Other projects; such as thoge in Ethiopia, Gabon, Sudan and Upper
Volta, are beiny implemented. I"inally, projects for Afghanistan, Algeria,
Cameroun, Central Africa, Gambia, Liberia, kall, Sierra Le¢one and Somalia
are being studied or prepared. In nearly all cases they are a combination
of types (b) and {¢). lost of them consist of the establishment of accele-
rated trainii,. centres capable of providing elementary and advanced training
coursges for both the future office workers so urgentiy needed and for
workers already in employment. In some of these projects pricrity has been
siven to the tralning of sscretarial staff (particularly for typing, short-
nand-typing, correspondence and filing), while in others preparation for
enployment as book~kespers and assistant-accountants is organized simulta-
neously. In most cases, the training is designed in such a way as to
prepare the beneficiagries to fill posts in govermment departments or in

private firms.
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o it
In conclusion, attention must be drawn ~ to the collaboration existing iy{
between the ILO and the United Fations Public Administration Institutes
1n countrles where this type of institution exists, particularly in Ethiopia

and Sudan and, p0551b1y, later on in somalia.






