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LOMON MAHLANGU FREEDOM COL.EGE

BACKGROUND

1. As part of ILO's assistance to the ANC in Morogoro, the
following three projects had been envisaged to be .
1mplemente¢ at the Solomon1Mdhlangu Freedom College::

- A 4-month Training and up rqdlng of book-keeping
and accounting staff

~ A repetition of a 4-month Upgrading of clerlcql and
secretarial staff in Lusaka . |

~ 18-month Development of a Secretarial training
Progromme &

2, The ILO Consultant who had been running the 4-month
course in Upgrading of clerical and secretarial staff in
Lusaka wes asked to visit the Jolomon Mahlangu rfreedoim
College (hercafter called SOMAFCO) to dlsouss the
progects Hltﬂ the Principal. -

Je The.m1881on took place between 29 June and 5 July, where
three days were spent at the SBOMAFCO and two days &t the
ILO office in Dar-es-Salaam on compiling the report.

4, The Consultant met with the Principal bMr. Tim Maseko
and his dzputy Mr. Peter liohlala.

”AIJING AND UPGRADING OF BOOK-KLLPING AND ALLOUNTING
E)T.h.l].* OR 4— M :‘L\T HS

Participants

5., About ter existing book-keeping/accountancy staff in
Morogoro would be selected to participate 1in the course.

6. The questionnaire (Appendlx 1) provided by the iL0 in
Geneva tc find out the participants' academic backgrouna
and job cxpgeience 1in order 1o assess the training nheeds,
had been filled in by the ANC in Lusaka both for the
bambian cnd Tanzanian staff. The Principal wanted, howevcr,
to make o few amendments regarding the Tanzanian stﬂff

The amenced questionnnaire would be forwarded to Geneva
shortlye.

'ime

7. The déurfe could start in Sentemben/OCtober and cotild
be run simultaneously with the 4-month course 1n Upgraciag
clerical and seccretarial staff (see paragraph 15).

PThe participants would be released three hours deily
Monday through friday during the four months. To make
maximum use of the time available, the: Consultant who
would be appointed to run the course, should preferably

be given some time for preparotions belfore the course
StﬂI“tS. e
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10, The ANC in-Lusaka had prepared. a tentative syllabus for
the course. Lt was felf'by'thefPrincipal and his deputy
that the syllabus was &a D17 shallow and that it should
be extended, as it scemed that time would allow for s0iC
additions.

11, A syllabus for an cnvisaged 1€6-month book—keeping/
accountancy course had been prepared ot SOMAFCO. woine
of the items included there could be added to the
A-ponth syllabus as much as time would allow., The
following additions were suggesteds
-~ Business mathematics
- kconomics
- Commerce .

— Principles of management and administration

See separate syllabus!

Consultant
13, Both the ANC in Lusaka and in Morogoro felt that they

had one or two occountants who were fully qualified to
run this course. There cv's would be forthcoming shortly.

UPGRADING AND CLERICAL AND SLCRETARIAL STAFF, 4 NMONTH®

Participants

14, There would be o2 minimum of 10 and a maximum of 15
participants, all prcsently working in various capacltics
at the SOMAFCO.

Time

15. The starting date could be September/October, runnin
simultancously with the A-rnonth book-keeping coursc (Scc
paragraph 7). The participants would be released Throd
hours daily ilonday through Friday.

Venue -
16, An adequate training Trool would be made availablee.

quipment

17. If the six typewriters purchasecd for the course in Lustiia
were transferred to SOMAFCO, another ninc T newriters .

“would e necded, prefcrably electric.

Consultant

19, Adequate accommodation for thc Consultant would be [iadac
available.

0. If at all possible, the Consultant should be given SO0ILC
secretarial assistancece.

Syllabus

21. The course contents would be identicel with the Lusoke
coursec. oce scparate Report.
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-
A SLCRETARTIAL {YRAINING PROGRAMME

Course organization

22, Apart from the preparation of curricula and training
material as well as the training of two secretarial
instructors the project proposal cnvisages the organiza-
tion of pilot courses for typists, secretaries and othcr
office staff.

It scemed that the SOMAFCO would benefit from a full
secretarial programme, training bceginners on an elementoxry,
intermediate and advanced lecvel.

23

24, A tentative programme was drawn up on how to best utilicc
the time
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available from various aspects, as follows:

-3 months (February-April)

-Planning curricula

-Producing training material .

-Instructing and practising on modecrn
training plethods and techniqgues

-Micro-tecaching

'The Consultant and the two lInstructors
should collaboratc closely in all the aspcctse

-4 months (May-August)

—Llcment”ry coursce

-The major task of instruction should ot
this stage be undertaken by the Consultent
with the assistance ol the Instructors. the
Instructors would gradually take over under
close supervision of the Consultant.

-4 nmonths (October-January)

-Intermeaiatc course | _

~More =2nd more of the actual instruction would
be taken over by the Instructors under supcr--
vision and guidance by the Consultant

-1 month (¥ebruary) -

-valuationy preparation for the advanced
course 3

- 4 months (March-Jdune)
~Advxncod course .

The instructors should =t this stage be morc
or less fully capable of running the coursc,
although still guided ond sunportecd by the
Consultant.

-1 month (July) _
~-hvaluation and anclysis of the results ﬁcnluﬂ“ .

'he followin:s subjcects were suggested to be included in
the course programne (Appendix 2):

-

LiE

Business
Clerical
Commerce

communications
and secretarial dutics

Il ementary bookkeeping and accountancy

Typing

Shorthand was discussed at length. It was felt that very
few of the trainees would havce the required language and

A
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cducational background to bc able to cope with the

Pitmen New era or 2000 sysitems. As there dicd net seem o DC
o, very high demand on stenographers, it would probably be

o, waste of time and effort to include shorthand 1in the
progranmme.,

On the other hand, it was suggestced that instructions on ,
n, speedwriting system might be worthwhile. this would rcquire
much less time and it would also equlp the traineces with o =
competence whereby they could be ciployed as shorthend/
typists. The spced that cen be acquired with a spcedwriting
system, is in most cases more than sufficient for normal . -
office neceds. It was generally rccommended that speedwriting

should be included. & , , 4%

Distribution of subjects 1n the time-table'

28, A tentative distribution of thc &ubjects on a weekly basic
through the elementoary, interamiediate and odvanced stagess
was drawn up as follows:

wlementary Intermediatc Advanced Total

Typing 10 10 - 10 4.30
Cler/Secr dutics 6 6 6 288
Bus. Communication 3 3 144
Commerce 3 5 1 96
Book-keecping 3 2 1 96
opecedwriting = Y _4 96
2b 25 Fide 1.200

Bquipiient .

29, A list of suggested equipment needed for the course 1s
included in Appendix 3.

Accoimodation

30. Adequate accommodation for the Consultant and the two
Instructors would be madc availablc.

Vcecnuc ,

31. The ideal treining facilities would be three rooms, onc for

typing, one for general subjects, and an Officc laboratory.,
This was not fcasiblc, however,

Onc large training room, roughly 10 x 6,5 m, would DC
availablcec. Part of it could be turncd into #n Office
laboratory and the main part of the woom would accomodatce
25 tables. The tables were fairly lerge and could probabl::
serve as both typing desks and desks for working on other
subjcets. The number was not sufficient but thosc tablcs
could bec produced at the SOMAFCO.

An adjacent room, roughly 3 x 6,5 m, could be uscd for
training on various officec machincry. It would bdce possiblc
to opcn up a door into the large tralning room.

The Office laboratory/ies could then be equipped with dificrent

"gtations", cg a Reception areca with a telcphonc cxchangc ~.nd
o number of tclcphones connccted at the “"stations™.

Under the circumstances this arrangement could probably bc
quite satisfactory. '
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FELLOWSHIPS

32, It was not possiblc for the Consultant to obtain namcs of
secretarial ond accountancy pcrsons to be scnt on fellow-
ships before lcaving Lusaka, although thc urgcncy of thc

natter was stresscd frcquuntly. It scens thot it would bo.
dlfflcult for the ANC Hcadquartcers to rcleasc any of thos
participating in the Office Skills course there. Almost
any of them would have the potentials to bccome a good
“ilnstructor. :

33.-However, the Principal of SOMLFCO proumiscd thot a tclex
“Wwould be sent shortly to Geneva g1V1ng the names of two: i v
or three accountants and two secretarial staff. nw{?_

CONCLUSIONS

34 Prom the discussions held it would seen appropriate to
organisc the following types oI coursc at the SOMALCOs

-~ L 4-month Training and upgrading coursc for book-
keepers and accountants

=0 repetition of _the 4-month Upgrading of clerical and
seccretarial staff recently complcteu in Lusaka

—=_.An 16-month Clerical and secrctarial training prograﬁnc L

for beginners
-~ An 18-month Book-=keeping and accountant training
programme for beginners.

Dar—-es—-nalaan
6 July 1983

i oo e b Karin M Beacker
ILO Consultant

I-.-.-rr-l-'-l-'-""" .
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Sook-xceping ond Accounting Staff
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Bagic Information

unbers
1. Prospective Trainecs fn Tanzonio in 4onbla

~ANC staff cmployed 883

-~ book-kecping clerks o £ ~
- assistant book-kecpers ” o
- book=keccpers , i ¥
. = Jjunior accountants ¢ o LR R 5
. = accountants 8 o A £ 3 DL SR SRR, e 3 R B A —
- chicf accountants [ - o e %, il
— others (specify) -2 —~
ol N o OIS SN U NESIBLS .. 1 PR AP L V0 S RO ooy P S o
Total men/women - £ i e i i
Bducotional background
- primary school o -
—~ junior seccondary T 3
- senipp sccondary 3 G 5
'~ post sccondary . ! ot -

Prcvious accountancy tralining

- formel course AE | e e
= on-the-Job ) T -

- Nnonce | _ | E A b i S

Number of years of job experience: =~~~ 0 L7
(from =—-= to ——) g = il ] e

e S e

2, What are the pojor problems?

~ loack of basic knowlcdge (book-keeping
principles) Yes/no Yes/nc
-~ lack of practical know-how (book-
keeping operations) | Yes/no Yes/no
—~ lack of analyticnl/decision-naking skills Ycs/no Yes/nc

3. Other information

- is a classroom available? Yes/no Yes/nc

~ Is an office for the consultant available Yes/no Yes/no

~ is counterpart/instructor/supervisory ,
stoff aveilable? Ycs/no Yes/nc

- How many?

4. Any other reclevant information?




Appendix 2

TGTEJQEE caursec

sccreta arial coursece

rograane for thc 18 Gonth - Clcrlc 1 and

Buﬁigegs_Cgmmunic tions

- Various means of business communications

- Instructions, giving, rccciving, conveying

- How to take notes of o specech and how to suwiamarise 17
- Ilow to write nenos from brief notes

- formal invitations - conposing, accepting, recfusing
- Busmhness letters - layout, languoge, types .
- Abbreviations

- Proofrcading and correction skills

- ot tionery

- Report wr 1t1ng

- Genernl letters (booking o hotcl room ctc.)

clerical- and sccretarial duties

- Duplication

- #i1lling

- 10ll hendling and postal services

- lcetings

- Hunen ond public relations - including Reception and
good icnners on the tcelephone ' LI %+ ‘

- Office organization

- Office supplies and aids

- Pgtty cash

- Iicference books

- vafcty and econony in the office

- otock=keecping

- Tolccommunicationﬁ

- 1ravel arrangenents

work pliace and good work habits

work planning

Visual aids

Colriecree

I'icld and scope of connmerce
Reteiler

- ‘Wwholegsaler

- Buyving and selling

-~ Stock=control '

- Money and banking

- br a1t policy

- Transport

-- Insuraﬂce

- sdvertising

- warechousing and storage
- International trade

- Joreign business policy
- forecign exchange

- rinancial institutions

klomentary book-keeping o
-~ Ledger cash book ~ Books of original cntry

- Double entry book - 3—=columin cash book
- 1rial balance - Petty cash book
- Yrading and profitable loss - Bank statenents
account - Adjustiients and provision
- otock and drawings - Heceipts and payicnts

- Balance sheet - Incoime and expenditure




Appondinm ) :
Bquipment list for 18-month Clerical and Secrctarial course ..

Heraware

- Typewriters— 25 ninus those already received for the
4-month course, prefcrably celectric
- Typing chairs - The SOMAFCO could nake chairs but they
would not be up to the required standard
for a comfortable posture at the typewriter
- Photocopicr - preferably a Xerox-type >
- Ink duplicator
— opirit duplicator
- hlectronic scanner
- i'ranking machinc
- paper binding machine oy R E
- wuillotinc A o
- Overhead projector (2) et
- slide projcctor - -
- taperecorder
- telephone e¢xchange with 5 connected telephones/intercon
- telex machine |
- letter opener
— filing cabinet (3)
- filing cupboard (3)
—~ visible card index (4 drawers)
- sShredding machine
-~ in-out trays (15)
bookshelves (might be produced at the SOMLFCO
nocket calculators (255 ’
dictating piachine

oftware (the anounts needed could not be stated)

1T

Overhcad transparecncics
- wWax stencils

hlcetronic stencils

- Photocopying paper

- Correction fluid

- Ink duplication paper

- spirit duplicating paper
- typing paper

- carbon paper

- cnvelopes

- fapes

- felt pens in different colours, permanent and non-permancnt

- rulers | .
- grasers

- pencils

- ballpoint pens

- staplers, staples ] +

- punchces Sater . £ i ol
- rubber bands , - v ke sl
- paper clips Wl S
- file covers il oo
- lever arch files

- datestanps

- SC18S80rs

- gluc

- lettra—-scts

- anlila paper

- desk diaries

- dcsk pads

- pcn trays




- pcun holders

- drawing pins

- chaolk

- chalkboard dusters

- notcbooks for specdwriting
- Nnotc pnds

- notechooks

- writing paper (lined ond ruled)
- plastic pockets

- tippex

- typewritcr keyboard chort

ror aoll papers, the size should be A4
1cxtbooks

- 4 separate list will have to be preparecd.

uipnent list for 18-month Book-kecping coursc

- Liini coaputers, type to be determined
- Pocket calculators, already included in the above list
- voftware and textbooks to be specified




