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Abstract

The keyboard is currently the
most widely used input device in
communicating with computers.
Even with voice input and other
technological advances, the
keyboard will continue to be a
mainstay. Effective keyboard skills
shorten input time and increase
productivity, whether used by a
business executive whose keyboard
is acommunication tool, or by an
accountant who interacts with a
computer for spreadsheet and data-
base applications.

Keyboarding is different from
hunt-and-peck typing. It is the act
of placing information into a com-
puter through the use of atype-
writer-like keyboard, by placing
fingers on designated keys on the
middle, "home" row of the key-
board and moving the fingers as
needed to depress other keys.

Business professionals cannot
afford to waste time on inefficient
keyboarding. If the computer isto
be atool for improving productivi-
ty, the user must be able to concen-
trate on the procedure for solving
the problem a hand, rather than on
mere operation of the equipment.

The goal of this study was to
determine the extent to which com-
puter keyboarding skills are needed
by business professionals. A mail
guestionnaire comprising nine
guestions was used to gather data.
The researcher surveyed people
who graduated from Illinois State
University's College of Business
from 1981 through 1987, in the
fields of accounting, business ad-
ministration, finance and law, inter-
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marketing. The research excluded
graduates who had been trained for
office-administration or business-
education purposes.

One thousand questionnaires
were mailed. Unemployed reci-
pients were asked to return the
guestionnaires uncompleted. Par-
ticipants returned 550 question-
naires, of which 527 were
completed.

The author found that most busi-
ness professionals use computers
during atypical workday. But more
than athird of the business profes-
sionals do not have keyboarding
skills. All of the business profes-
sionals, even those who do not
have keyboarding skills, said they
consider such skills essential to in-
creasing productivity while using a
computer. Most of the companies in
which the business professionals
are employed do not offer keyboar-
ding skillsiin their training pro-
grams. But most business profes-
sionals think keyboarding skills
should be learned.

The information obtained from
this study can be used by human
resource development professionals
when designing training programs
and job descriptions for employees.
It also provides valuable insight for
business educators as they redesign
their curricula and prepare students
for the business world.
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Abstract

Coaxing others to accept new
work styles demands skills and ap-
proaches that most managers simp-
ly did not need in an earlier age.
That appears to be particularly true
in the area of technical leadership.
But traditional management prin-
ciples have had only minimal suc-
cess when applied to technical pro-

fessionals. The author believes that
technical professionals are unique

enough to warrant special training

for the people who lead them.

The purpose of the study was to
identify the skills that successful
technical leaders employ. Research
was conducted over athree-year
period in 19 technologically
oriented companies. More than 300
technical leaders were observed, in-
terviewed, and surveyed, with the
objective of analyzing and identify-
ing strategies and behavior patterns
that distinguish successful technical
leaders.

The population included
engineers, scientists, and data-
processing professionalsin com-
puter hardware, software, phar-
maceuticals, chemicals, manufactur-
ing, electronics, aerospace, and
consumer products.

Variations appeared in the pat-
terns of effective technical leader-
ship that emerged, but successful
leadership strategies and tactics
displayed more commonalities than
differences. Successful technical
leaders were better than others at
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coaching for peak performance,
running organizational interference,
orchestrating professional develop-
ment, expanding individual produc-
tivity through teamwork, and self-
management.

It is evident that the high-tech
age requires new levels of technical
knowledge and skill. But this study
makes it clear that this high-tech
world also requires technical
leaders adept at communicating,
influencing, and motivating.
Management must look within the
organization to develop technical
leaders who can address the special
needs of professionals, so that inno-
vation, teamwork, and sustained
commitment can be realized.
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Dr. Harold Kerzner, one of the world's
foremost authorities and author on Project
Management has produced a comprehen-
sive series of videotapes. These tapes tell
you how to successfully manage a project
on schedule and within budget and much
more. This system's approach is available
on 15videotapes with interfacing textbook
for in-house training of all project
personnel.

Dr. Harold Kerzner illustrates his
methods with real-world situations drawn
from his experiences with many companies
in the U.S., Europe, Middle East, South
America, and Canada.

Planning, Scheduling

and Controlling

He is available for in-house training
and consultation. Dr. Harold Kerzner can
customize your seminar and address any
aspect of project management as it relates
to your company, situation, personnel, or
resources.

Sun Shore Services, Inc. of Fort
Myers, is the marketing agent for Dr.
Harold Kerzner's seminars, videotapes,
and books.

Write or call for more information. Pre-
view tapes are available upon request.

SUN SHORE SERVICES, INC.
8192 College Pkwy., Suites 4 & 5
Fort Myers, Florida 33919
1-800-331-0390 or 813-433-0081
FAX: 813-481-3801
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For Those Who Believe Both Time and People Are | mportant
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ly Curtis Company announces a new

how-to filmto help solve one of the

greatest paradoxes of American life. To
live and work successfully in our often hectic and
demanding world, we must handle the needs and
problems of our customers, colleagues and family
faster and more efficiently — yet till keep
everyone feeling happy and well-served.

Learn six basic skills that
will help you get right to the
heart of communication — thus
head off being side-tracked.
Hosted by Don Galoway, the film
shows viewers techniques that
will enable them to help others
quickly and graciously.

«Offer ends 9/30/90.
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Color / 25 Minutes

Purchase Price: 16mm $595/Video $570
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CALLY CURTIS
COMPANY
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