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SUMMARY

The problem of this study is improve a curriculum of applied

secretary in administration and services schools also it aims to identify the

tasks of the secretaries in different courts and to improve the level of the

law affairs department student cognition and performance .and to make a

model which has the requirements of market place of the specialist in the

law secretarial and providing the courts and agecies which are subject to

the ministry of justice with qualified specialists. The researcher has

followed the descriptive and the analytic approach to identify these tasks

practically in the courts to identify the effectiveness of the units ofthe

suggested curriculum.

Tools are a list of the tasks a student book a teacher guide

achievement test, performance situations test. The researcher got many

results including a list containing 613 tasks divided into ten categories.

The researcher also put a general frame for a suggestcurriculum in the

applied secretary for affairs department students including the aims) the

content and the suitable teaching methods and the tests through which he

can test the students level it was proved that there are differences at the

level, 5 and 0.01 in the students marks in the pre-test and the past-test.

Also, there is effectiveness in the suggested unit according to Blak fonnala

it was 1, 52 in the achievement test and 1.56 in the performance test. The

researcher gave some recommendations which contribute in having

qualified graduates in law affairs department in the administration and

service schools and improving their levels.
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Introduction:

Law Affairs Department is one of the Specialized Departments

which students join after finishing the preparatory stage. This

department prepares students to work in administration as clerks or

secretaries for courts and judicial authorities of the Ministry of Justice.

By reviewing the applied secretary curricula for the students of

the judicial affairs, the researcher found that the judicial secretary

tasks, the models and documents needed are ignored. This was

assured by the graduates themselves, bosses and experts of the

Ministry of Education. Consequently, they called for the necessary of

improving the applied secretary curricula so that they will include the

information and skills needed for the market place so as to prepare

cabable professionals who can perform their duties perfectly and

effectively.

Here arises the necesseary for the present study for improving

the curricula of the applied secretary in the Administration and

services schools (Judicial Affairs Department) in the light of the

market place demand and solving the problems of preparing active

graduates in that department.

Research problem:

The problem of this current research is improving the applied

secretary curricula of the schools of services and administration in the

light of the market place requirements. This requires answering the

following questions :

1- What are the main tasks necessary for the judicial secretaries?

2- What is the form of the suggested curricula for the applied secretary

for the first year and second year in the services and
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Administration schools (Judicial Affairs Department) which carries

out these tasks?

3- To what extent is the suggested curricula effective in the light of

experimenting teaching one of its units?

Research steps:

To answer the questions which the research problem included

the researcher followed the steps :

First: Defining the main tasks necessary for those who work in the

field of Judicial Secretary Through :

a- Reviewing the findings of the previous related researches

and studies.

b- Reviewing the specialized and related literature.

c- The objectives of the judicial departInent in the schools of

adtninistration and services.

d- Studying the origins, importance and fields of work of the

judicial secretary.

e- recognizing the nature of work in the courts and different

judicial authorities.

f- Analyzing the work of the judicial secretary by using the

methods of interviews, remarks and self - recording.

g- Forming a list of the tasks and having it reviewed by

experts.

h- Forming the final list according to the experts opinions.

Second:

Designing a suggested frame for improving the Arab Applied

Secretary Curricula in the light of the findings and having it reviewed

by experts to show to what extent the curricula contents are suitable.
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Third:

Measuring the effectiveness of the suggested curricula froIn the

perspectives of cognition and performance through :

1- Selecting a unit of the suggested curricula and fanning it in the light

of the tasks list, then having it judyed by experts. That list

includes:

a- Defining unit objectives.

b- Selecting unit content.

c- Designing the unit methods of teaching.

d- Defining educational aids and activities.

e- Preparing the teacher's Book.

2- Designing an achievement test and a performance test.

3- Selecting the research sample from the first year students in the

schools of administration and services, the judicial development to

apply the tests to them,

4- Applying the achievement and performance pretests.

5- Teaching the unit to the sample students.

6- Applying the pre-achievement and performance tests and proving

the unit effectiveness in both cognition and performance aspects.

7- Listing data and analyzing findings.

8- Recommendations and suggestions.

Findings Summary:

1- Making a list of the judicial secretary tasks of the administration

and services school graduates, judicial affairs section. It includes

(613) tasks. The list was divided into ten categories according to

the different departments.

2- Designing a general framework for a suggested curriculum for the

Arabic Applied Secretary which includes the general objectives,
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procedures, content, methodology, teaching aids tests used for

evaluating each unit of the suggested curriculum and the time ­

needed.

3- Designing an achievement test to measure the cognitive aspect of

the judicial affairs students concerning the information gained from

the meetings, Such tests could be useful in designing other similar

tests for the rest of the units.

4- Designing tests for performance situations to measure judicial

affairs students performance. This can be useful in designing other

similar tests for the other units of the suggested curriculum.

5- Findings of applying the suggested unit to the experimental group

show the following:

a- There is a statistically significant difference at level 0.05 &

0.01 and the averages of students marks in the pretest and

the test for the achievement test in general after studying the

unit.

b- There is a statistically significant difference at level 0.05 &

0.1 and the averages of students marks in the performance

situations test generally before and after studying the unit.

e- There is effectiveness which reached 1.52 in the achievement

test and 1.56 in the performance test which exceeds 1.5 (the

lemit according the blak).
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