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Abstract

An Importance Analysis of Basic Vocational
Competencies for Developing and Implementing
Secretarial Training Programs based on NCS

Wha-jin Lee* - Ji-young Han**

The purpose of this study is to analyze the importance of basic
vocational competencies for secretarial jobs. The basic vocational
competencies index of NCS (National Competency Standard) was
designed on the basis of the research model. AHP (Analytic Hierarchy
Process) method was used to identify relative importance by three expert
groups - secretaries of entry level, experienced secretaries and
professors. This study is intended to provide basic data for developing
and implementing secretarial training programs based on NCS.

First, the AHP analysis of ten (10) areas of basic vocational
competencies revealed the relative importance of ‘communication’,
‘interpersonal relations’, ‘problem solving’, ‘vocational ethics’ and
‘organization understanding’ by the study participants. Second, the AHP
analysis sub-factors of basic vocational competencies revealed the relative
importance of ‘problem processing’, ‘listening to others’, ‘work ethics’,
‘customer service’ and ‘thinking’ by all the study participants.

Based on the results of this study, some implications for researchers
in secretarial training programs, future research agenda and limitations
were also discussed.

Keywords: Basic Vocational Competencies, Analytic Hierarchy
Process(AHP), Secretarial Training Program
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