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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
	Any organization that wishes to succeed in achieving it aims and objectives has to maintain a good working environment so as to achieve its goals. This is so because the intrinsic and extrinsic factors is the incentives attached to one’s job that is what influences the secretary within the job, this include achievement, recognition, the work itself, responsibility promotion and possibility for personal growth, while extrinsic are the environmental conditions that are attached to one’s work. They are the elements that contribute or motivate the secretary for example interpersonal relationship with colleagues and subordinates.
	The environment has many effects according to Gnaft (2012) who commented on the effect of work environment. He stated that an environmental factor contributes to employees’ productivity, quality output, and level of wastage and rate of turnover. He 
further postulated that unhealthy depress sing and unsafe work environment leads to job dissatisfaction and eventually low productivity. He went further to mention that when an office is grossly deficient in stimulation, the resultant effects are absenteeism, lateness, wastage of resources, disobedience and many other negative attitudes. Hicks (2012) opined that poor working environment expose employees to injuries, discomfort and helps to reduce productivity, therefore an organization has to provide a conducive environment that will protect them under emergency conditions.
	Flippo (2012) postulated that the physical environment is our greatest material resources without relatively clean area, pure or clean water and hygienic surroundings, people become unfit to work and for living. He further stated that air is not polluted and that safety of employees must be protected for higher productivity by ensuring that air is not polluted and that the physical environment should be devoid of any injury or threat to the life of workers.
	Hicks (2012) further said that an organization does not exist in a vacuum, it exist in within the environment, there is nothing a worker can do without the environment being friendly and conducive. As a result of this, all efforts should be geared towards providing those conditions like enough space, good ventilated furnished office, adequate light and other materials that will enhance the productivity of the employees.
	Management itself realizes that there are certain fundamental needs that must be satisfied if secretary’s must function at their best, workers look for organization, firms, companies and institutions that offer jobs that provides satisfaction and sense of accomplishment. It is in view of this background that the researchers intends to carry out this research work with the view of making organizations to improve their working condition as to get the best out of their employees.
	Secretaries are needed in every type of office, be it public or private such as advertising, education institution, law and medicine, manufacturing and industries, publishing and schools, insurance and bank etc they also work for politicians, writers and judges. It is an indisputable fact that the secretary is backbone of any organization; many achievements have been made by the management of the workforce of which the secretary is no exception. Secretary is derived from the latin word ‘secretarius’ meaning something know to one or few and kept secret or hidden from the view or knowledge of others, simply puts, a secretary is a keeper of secrets. He/she is a person who works in an office, working for another person, dealing with letters and telephone calls, typing, keeping records, arranging meeting with people secretary cannot be efficient and effective if he/she is working under poor environmental condition. Since secretary duties makes him/her to be in an office always, he/she deserves to have a pleasant, attractive, and conducive office environment that will enhance his/her performance and productivity. Therefore the study intends to look at The Effect of Environment Condition on the Productivity of a Secretary in an Organization.   
1.2	Statement of the Problem
	This research work is focused on “The Effect of Environment Condition on the Productivity of a Secretary in an Organization“. The working environment of any organization plays an important role on the secretaries because the productivity of an organization depends largely on them, lack of good working condition in terms of intrinsic and extrinsic factors leads to an great decline in productivity. It is observed that many organizations are yet to realize the benefit of good working environment and consequently, this is greatly affecting their secretary. Based on this, it is the realization of this fact that prompted the researchers to go into a study of this nature.
1.3	Objectives of the Study
	The general objective of this study is to ascertain The Effect of Environment Condition on the Productivity of a Secretary in an Organization. However, the specific objectives are: 
1.	To determine the effect of environment condition on the secretary productivity.
2.	To identify the effect of working in a conducive environment on the secretary’s performance.
3.	To determine the level of productivity of secretary base on the environment.
4.	To ensure there is a good strategies for improving working environment for secretaries
5.	How office environment affect concentration of secretary in an organization.
1.4	Research Questions
	This study intends to find answers to the following research questions. Among which are:
1.	To what extent is the impact of working environment on the secretary’s productivity?
2.	What is the extent of the effect of working environment on the secretary’s performance?
3.	To what extent is the level of working environment for secretaries?
4.	What is the extent of the working environment affect strategies for improving working condition for secretaries?
5.	To what extent are the consequences of poor working environment on the performance of secretaries in an organization?
1.5	Significance of the Study
	The study will be beneficial to the following people:-
Students: - The study will enable students to know how important the working condition is to them and how it will contribute to their effective and efficient dissemination of information in an organization.
Management: - The study will also be useful to the management; it will enable them to provide a conductive working condition that will promote and enhance the productivity of the employees as well as the organization.
Secretary: - It will be more beneficial to the secretary and secretarial functions in an organization; it will enhance secretary productivity in the organization and reduce stress with the introduction of technology.   
1.6	Delimitation 
	This research work attempt to discuss on The Effect of Environment Condition on the Productivity of a Secretary in an Organization. No attempt would be made to go beyond this scope. 
1.7	Limitations
	Gathering of all needed data in most studies is usually met with a number of limitations and constraints. As a matter of fact, financial barrier is a big constraint during the exercise. However, despite all this constraint the researcher ensure that the effective completion and quality of the work is not affected. 







CHAPTER TWO
LITERATURE REVIEW
	The research study is on The Effect of Environment Condition on the Productivity of a Secretary in an Organization. The study will be conducted under the following sub-heading:
2.1	The Office Environment
2.2	Office Environment and Productivity of Secretary 
2.3	Environmental Cleanliness
2.4	Ventilation
2.5	Office Furniture
2.6	Planning an Office
2.7	Good Working Condition Enhance   
2.8	Factors That Could Affect Productivity Morale
2.1	The Office Environment 
	The environment has many effects and opined by the following theorists, Gnaft (2012) comments on the effect of office environment, in his write up he stated that environmental factors contributes to employees productivity, quality output, level of wastage and rate of turnover. He further postulated that unhealthy depressing and unsafe work environment leads to job dissatisfaction and eventually low productivity. He went further to mention that when an office is grossly deficient in stimulation, the resultant effects are absenteeism, lateness, wastage of resources, disobedience and many other negative attitudes. Hicks (2012) opined that poor working environment expose employees to injuries, discomfort and helps to reduce productivity, therefore an organization has to provide a conducive environment that will protect them under emergency conditions.
	Flippo (2012) postulated that the physical environment is our greatest material resource without relatively clean air, pure or clean water and hygienic surroundings, people become unfit to work and for living. He further stated that air is not polluted and that safety of employees must be protected for higher productivity by ensuring that air is not polluted and that the physical environment should be devoid of any injury or threat to the life of workers.
	Hicks (2012) discussed that an organization does not exist in a vacuum, it exist in an environment, there is nothing a worker can do without the environment being friendly and conducive. As a result of this, all efforts should be geared towards providing those conditions like enough space, good ventilated office, adequate light and other materials that will enhance the productivity of the employees.
	Oliver (2013), in his own contribution stated that an unsafe physical condition gives rise to accident of which employees are bound to sustain injuries in their working place. Unsafe equipment and tools, polluted air with toxic substance, poor ventilation and inadequate personal protective equipment pose a great danger to the health and life of employee. These things drastically help to reduce productivity of the employee. He went further to urge employers of labour to provide good working environment that is safe without risk to health and also provide facilities that will ensure the welfare of employees at work.
2.2	Office Environment and Productivity of Secretary 
	In office environment, technology has removed countless barriers and made it possible for professionals to work efficiently virtually any time and place. But while some worry that there are changes have ushered in an era of unprecedented productivity, some worry that there are changes that are actually hurting productivity namely the office environment of your workspace impacts your productivity? Cubicles across Nigeria, have gone by the wayside as open office have continued to gain popularity. It’s been estimated that 70% of Nigeria employees are working in open offices, and the benefits seem obvious open communication, collaboration, idea-sharing and in theory, improved productivity sound like a great day at the office. As cubicle walls have come down, a number of new distractions have reared their heads. Phone calls, conference room meetings, and multiple office conversations are now all simultaneously happening in one big open space, which makes it increasingly difficult for some employees to remain focused on their work. As communication increases for some, concentration goes way down for others.
	Another aspect of office environment that typically flies under the radar, but can have a significant impact, is office furniture. Those a modern chairs and minimalist desks might give you the trendiest office space on the block but if they don’t make sense for your employees, they may as well as be sitting on the floor. Making sure that employees have ample and usable desk space and comfortable, it will make them more productive.
	Simple considerations like making sure office space are well lit and kept at comfortable temperatures are also easy ways to make sure that your office environment isn’t killing productivity. Whatever your preference is for the design and layout of your office, make use you are creating a way for everyone to stay productive.   
2.3	Environmental Cleanliness
	Environmental cleanliness should be properly supervised and proper equipment provided and a time table should be laid down for more in accessible places. There should be laid down for more in accessible places. There should be daily environmental cleaning to justify money spent by an organization of face lifting of office and its accommodation. There should also be adequate and neat toilet facilities for female and male workers separately.
	It is emphasizing that no one can afford to take for granted the importance of the right office design. If clothing is the second layer skin, one’s office accommodation is the third. It needs to be dressed tastefully for success.
	Adebayo (2012) gave a contextual definition of office as the   place that: embraced various aspects that constitute the physical and psychological setting that prevails at any time in an office. From the above, it could be concluded that author refer to office accommodation to be that which deals with the psychological factors like lighting, humidity, temperature, noise reduction, cleanliness and work music which affect the behavior, attitude and morale of office workers and their performances, that is productivity. Employer’s interest can be enhanced in what they are doing with good working condition. Employers should be interested in motivation because it is related to performance on the job. Since it is essential that people should be motivated to have in originally useful ways organization are encouraged to provide a motivating for their workers. This will enhanced their performance. Hence, office planning and layout concept need to be applied as the first motivational step.
	Also according to Akewushola (2012) the goal of profit achieved, the accommodation of business that is conducive must be creates. Moreover, the office consists of some physical factors that have physiological effect on worker in the office like chaise, tables and types of furniture used in the office. The workers can get carried away with his problems when the office accommodation is not conducive; but where the office accommodation is perfect; the office worker will put in best in term of production.  
2.4	Ventilation
	A good indoor climate creates a good environment for your workforce. A good working environment can make a big difference for the individual enterprise: studies have shown that a poor indoor climate can affect productivity by as much as 15%. In an open-plan office with large numbers of workers, heat emissions will be high, not to mention the heat given off by computers, etc. There also may be large sunlit glazed areas which also help to make the air hot and heavy. Ventilation removes the air pollution caused by people and machines and replaces it with new, fresh air. This gives a greater feeling of well-being, and, all things being equal, makes employees more productive. The number of errors made goes up as temperatures rise above the 20 - 22°C.
	Payne, et al (2013) said that the atmosphere in most offices is controlled to maintain a constant temperature and humility.’’ It could be seen from the above references that temperature and humility play important roles in the office environment workers experience discomfort and fatigue when their offices are badly ventilated, as it is known that workers react sharply to climate stimuli and any negative or positive effect of influences the workers behavior and this affect their productivity.
2.5	Office Furniture
	Payne, (2013) affirmed that; the work station usually consists of a chair, desk, and receptacle to keep working tools in process. Individuals file, copy holder, telephone and a variety of office machines.
	The authors felt that above should be provided for workers to enable them to work efficiently. Furthermore, the authors considered chair to be most personal effect on physical stress. He added that desk is the piece of office furniture that most dominates and influences the work station for employees to work efficiently. Chairs and desk should be carefully chosen; that is, the organization should purchase chairs and desk of the same quality that suits the nature of the job which is it to be used. They should be properly arranged to give room for easy flow of work. This increases productivity as the workers fell conducive.
The Office 
	An office is generally a room or other area where administrative work is done, but may also denote a position within an organization with specific duties attached to it. The latter is in fact an earlier usage, office as place originally referring to the location of one's duty. When used as an in legal writing, a company or organization has offices in any place that it has an official presence, even if that presence consists of, for example, a storage silo rather than an office. An office is an architectural and design phenomenon; whether it is a small office such as a bench in the corner of a small business of extremely small size (see small office/home office), through entire floors of buildings, up to and including massive buildings dedicated entirely to one company. In modern terms an office usually refers to the location where white-collar workers are employed. As per James Stephenson (2008), ("Office is that part of business enterprise which is devoted to the direction and co-ordination of its various activities."
Office Environment 
	The main purpose of an office environment is to support its occupants in performing their job. Work spaces in an office are typically used for conventional office activities such as reading, writing and computer work. There are nine generic types of work space, each supporting different activities. In addition to individual cubicles, there are also meeting rooms, lounges, and spaces for support activities, such as photocopying and filing. Some offices also have a kitchen area where workers can make their lunches. There are many different ways of arranging the space in an office and whilst these vary according to function, managerial fashions and the culture of specific companies can be even more important. While offices can be built in almost any location and in almost any building, some modern requirements for offices make this more difficult, such as requirements for light, networking, and security. The primary purpose of an office building is to provide a workplace and working environment primarily for administrative and managerial workers. These workers usually occupy set areas within the office building, and usually are provided with desks, PCs and other equipment they may need within these areas.
2.6	Planning an Office 
	An office is generally a room or other area where administrative work is done, but may also denote a position within an organization with specific duties attached to it (see officer, office-holder, official); the latter is in fact an earlier usage, office as place originally referring to the location of one's duty. When used as an adjective, the term "office" may refer to business-related tasks. In legal writing, a company or organization has offices in any place that it has an official presence, even if that presence consists of, for example, a storage silo rather than an office. An office is an architectural and design phenomenon; whether it is a small office such as a bench in the corner of a small business of extremely small size (see small office/home office), through entire floors of buildings, up to and including massive buildings dedicated entirely to one company. In modern terms an office usually refers to the location where white-collar workers are employed. As per James Stephenson, "Office is that part of business enterprise which is devoted to the direction and co-ordination of its various activities."
	Denyer (2010) opined that, unless the office is planned, organized and executed, it would just be like a nightmare. He went further that, working condition in an office is more than mere planning it: it entails the plan to be effectively put into action. He added that it is necessary to analyzer the exact data regarding the population of staff and the type of job to the performed in a particular office when planning the office. He said further that the planning of the office should be part of the initial photo type of the entire organization, because it enhances proper plan of the office. 
	Furthermore, Carat (2012) said decision regarding location buildings are not made frequently by any given firm, when they are made they have far reaching importance between success and failure for the business. It could be concluded from the references that the failure or success of any organization is caused by their decision making, location and the building of the office, having salved the problem of the exact to be done, the people to do them and how will they can be done.
Office Layout
	The office layout concerns the setting within the office includes provision of appropriate areas for senior and junior office staff. The internal layout should aim to make for optimum flow of work and information coordination of the work of staff, provide enough space for movement, proper lighting and ventilation and also to look into the equipment used in the office and the provision for adequate furniture. Omotosho (2012) said that the planning and layout of offices depended to a very large extent on the type and sizes of business undertaking.
	Payne (2013) stated further that office layout is the organization and arrangement of equipment, furniture and other space consuming items within a given area of floor space.
	From the above statement, we could conclude that for an office to be properly laid out, the type and size of the business, undertaking the organization and arrangement of equipment and furniture should be considered. For all afore-mentioned to be achieved, the management of the office should be entrusted into the hands of professionals.
	As author observed that a base sketch should first be prepared to show the location of all position, furniture and equipment with the name of employee and department identified. He proceeded by saying that on organizational space planners handling the layout. He concluded that the office arrangement should be aesthetically appealing, but should not have priority over practical aspect of the office.	
	Modular offices are now preferred by most organizational because it permits periodic change in the office layout without a great deal of expenses. Modular partitions are used to divide office space into several segments of work areas to give employee a sense of privacy and personal space.
2.7	Conditions for Good Working Environment  
	The aim of every organization is to make profit. If this is the case, the employers have found a way to motivate the workers to get higher productivity for the profit needed. The researcher considered some authors opinions on what is meant by productivity and the things that could influence it.	
	Hornby (2014) says that, productivity is an increase in efficiency and the rate at which goods are produced. It could be deduced from the authors opinion that if the office accommodation is not conducive enough for workers, production rate may fall drastically.
2.8	Factors That Could Affect Productivity Morale
	One of the factors that could affect productivity is staff morale. Morale includes mental or psychological factors like zeal, spirit, hope and confidence, employees, reaction to all the situations relating directly or indirectly to his/her job. As well as what he gets from its. What an employee gives to his/her job could affect productivity. In every organization, many contributions in enhancing workers morale to achieve a particular purpose and such conditions are;
1.	Safety Measure 
	The level of safety measure in an organization helps to improve employee’s morale and make them contribute immensely toward the productivity of the organization. Every manager should be conscious comfort for the interest of their employees. Anderson (2012) opined that safety measures are important in every organization. According to him, many people are not only interested on the salary scale when seeking for employment, but also want good working conditions which includes the health and safety of employees. In addition, he stated that inadequacy of fire extinguishers; first aid box etc in the office will affect employees negatively. He further emphasized that the morale interest and attitude of workers will not be boosted if they understand that they are not cared for. 
2.	Prevention of Overcrowding  
	According to Molokwu (2013), office is safe for employee when overcrowding is avoided. This allows free movement of both workers and materials as well as enhances effective operational process. David (2012) postulated that overcrowding causes inadequate ventilation in work environment. In his view, he suggested that adequate effect should be put in place to see that overcrowding is been prevented in an office. He further highlighted that environment comfort is achieved by controlling the movement of materials in the office.
3.	Poor Ventilation 
	Graft (2012) posted that a stuffy atmosphere reduces capacity to think and act, this reduces output, he went ahead to say that proper ventilation, makes for a healthy working environment devoid of fatigue, laziness, drowsiness etc, and consequently promotes workers efficiency. According to David (2012), stated that inadequate ventilation and air conditioning system provides environmental discomfort to employee.
4.	Good Quality Lighting System
	Onibonje (2012) postulated that poor standard of light obviously affect workers interest and attitude towards their work and makes them to suffer from degree of eye strains and fatigue. Adequate lighting system stimulates workers to carry out the work effectively. He said that office shop and railway premises act of 1963 stated that sufficient and suitable light either natural or artificial should be made available in the office. Denyer (2010) stated that bad lighting system causes eye strains and fatigue to employees. He went ahead to say that the result of a test carried out in Bureau of internal Revenue in Washington, USA shows that productivity in the office increases by five per cent 5% as a result of introduction of higher lighting system. He further stated that good vision is important for the satisfaction of the industrial work and its essential quality and safety
5.	Good Coloration 
	According to Oliver (2013), a well decoded office or working environment is an ideal home and has a reaching effect on the morale and interest of employees. He further opined that appearance of work environment has a positive effect on people working in it to him, dirty stinking and unsafe surroundings are depressing to workers while bright and cheerful colour base have great effect on employees.
6.	Safety 
	Employees should take the greatest care and ensure safety in the office. Electrical and other apparatus should be installed or repaired only by qualified electricians. Office equipment should be shielded where necessary; fire exit should be brought to the notice of staff and drills should be held to ensure that procedures are understood.
7.	Break Period 
	This is also part of the welfare activities that enhances productivity. The basic purpose of break either coffee or lunch is to increase the productivity and efficiency of workers. The principle underlying the provisions of break of that certain type of work being repetitive soon becomes monotonous. This monotony increase fatigue and intern, shows down productivity.
	Stigler (2012) said ‘’an office accommodation needs not only to be comfortable and should also be well organized’’. It is quite clear that the office accommodation should be comfortable and should be organized. The word organized here means the proper arrangement of both inside and outside the office.


CHAPTER THREE
METHODOLOGY
	This chapter deals with the method and procedures for data collection that was used in carrying out the study. This chapter will be conducted under the following sub-headings: -
3.1	Instrument Used
3.2	Population of the Study 
3.3	Sample and Sampling Techniques 
3.4	Distribution and Collection of Data
3.5	Reliability 
3.6	Validity 
3.7	Method of Data Analysis 
3.1	Instrument Used 
	A questionnaire tagged; "Influence of Environment on the Moral and Productivity of Secretaries in Business Organization” questionnaire was designed by the researcher which was used as a tool for data gathering for the study. The items in the questionnaire are placed on four points rating scale of “SA-Strongly Agree 4, A-Agree 3, D-Disagree 2, and SD-Strongly Disagree 1" respectively.
3.2	Population of the Study
	The population of this study comprised of 30 secretaries at University of Ilorin Teaching Hospital, (UITH) Ilorin.
3.3	Sample and Sampling Techniques 
	The researcher used all the total population as sample since the total number of population is sizeable to manage for the study. 
3.4	Distribution and Collection of Data
	The questionnaire designed was distributed by hand personally by the researcher. A total number of 30 questionnaires were distributed to University of Ilorin Teaching Hospital; (UITH) Ilorin the researcher got back all the completed questionnaire. 
3.5	Reliability 
	The researcher first tested instrument and tested in order to make sure the instrument elicited the desired responses from the respondents. The instruments were first tested by the researcher on teachers in various schools and the results were confirmed before a definite approach was agreed upon for the analysis of the instrument. 
3.6	Validity 
	In order to be sure that the instrument measures what it is supposed to, it was given to two lecturers in Office Technology and Management Department. These lecturers critically examined the items of the instrument with respect to their fitness for the purpose of this study and accepted its use for the study.
3.7	Method of Data analysis
	The data collected would be analyzed manually and expressed in percentage as will be seen in chapter four. This is to enable readers to have a clear understanding of the analysis.



CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction 
	This chapter gives the analysis of the research findings through questionnaire responses and the interpretation of the data collected.
4.2	Results
Table 4.1:	Good Lighting in an office enhances the secretary productivity.
	Options
	No. of Respondent
	Percentage %

	Strongly agree
	18
	60

	Agree
	06
	20

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	The above Table 4.1 showed that 18 (60%) of the respondents are strongly agreed that good lighting in an office enhance the secretary productivity 6 (20%) agreed, 4 (13%) disagreed and 2 (7%) of them strongly disagreed. 
	It can therefore be concluded that good lighting in an office enhance the secretary productivity.
Table 4.2:	A good indoor climate creates a good environment for secretaries in an organization.
	Options
	No. of Respondent
	Percentage %

	Strongly agree
	25
	83

	Agree
	05
	17

	Disagree
	00
	0.00

	Strongly Disagree 
	00
	0.00

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.2 revealed that, 25 (83%) of the respondents strongly agreed while 5 (17%) respondents agreed that a good indoor climate creates a good environment for secretaries in an organization, while no respondents disagreed and strongly disagreed as well. 
	This implied that good indoor climate creates a good environment for secretaries in an organization.


Table 4.3:	Well Ventilated office enhances secretary’s efficiency and increases her productivity in an office. 
	Options
	No. of Respondent
	Percentages %

	Strongly agree
	25
	83

	Agree
	05
	17

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.3 showed that, 25 (83%) of the respondents strongly agreed and 5 (17%) respondents agreed that well ventilated office enhance secretaries efficiency and increase her productivity. There was no response for disagreed and strongly disagreed. 
	The researcher also agreed that well ventilated office enhances secretary’s efficiency and increases her productivity in an office.


Table 4.4:	A secretary must be specially groomed to make them perform effectively in any environment she finds her self
	Options
	No. of Respondent
	Percentages%

	Strongly agree
	18
	60

	Agree
	06
	20

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.4 showed that 18 (60%) respondents strongly agreed, 6 (20%) of them agreed while 4 (13%) of the respondents disagreed and 2 (7%) of them strongly disagreed with the statement that a secretary must be specially groomed to make them perform effectively in any environment she finds herself. 
	It is safe to conclude that a secretary must be specially groomed to make them perform effectively in any environment she finds herself


Table 4.5:	Ventilation removes the air pollution caused by people and machines and replaces it with new fresh air.
	Options
	No. of Respondent
	Percentage %

	Strongly agree
	20
	67

	Agree
	08
	26

	Disagree
	02
	7

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.5 showed that, 20 (67%) respondents strongly agreed, 8 (26%) respondents agreed that ventilation removes the air pollution caused by people and machines and replaces it with new fresh air, while 2 (7%) disagreed with the statement. 
	This implied that ventilation removes the air pollution caused by people and machines and replaces it with new fresh air. 


Table 4.6:    When the office working condition is perfect the secretary and other workers will put in best in term of production. 
	Options
	No. of Respondent
	Percentage %

	Strongly agree
	27
	90

	Agree 
	03
	10

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.6 showed that, 27 (90%) respondents strongly agreed, 3 (10%) respondents agreed that when the office working condition is perfect the secretary and other workers will put in best in term of production while no respondents have contrary opinion on the statement. 
	It is therefore concluded that, when an office working condition is perfect the secretary and other workers will put in best in term of production.       


Table 4.7:	When working environment is well secured secretary will be able to work safely. 
	Options
	No. of Respondent
	Percentage %

	Strongly agree
	18
	60

	Agree 
	06
	20

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total 
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.7 showed that 18 (60%) respondents strongly agreed, 6 (20%) respondents agreed that working environment is well secured for workers to work safely, while 4 (13%) respondents disagreed, and 2 (7%) strongly disagreed with the statement. 
	It is safe to conclude that when working environment is well secured workers will be able to work safely.


Table 4.8:    Secretary needs constant Communication to Communicate within the Organization to make their job be more effective 
	Options
	No. of Respondent
	Percentage %

	Strongly agree
	25
	83

	Agree 
	05
	17

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.8 showed that, 25 (83%) respondents strongly agreed, 5 (17%) respondents agreed as well that workers need constant communication to communicate within the organization to make their job be more effective, while no respondents disagreed and strongly disagreed with the statement. 	
	It is therefore concluded workers need constant communication to communicate within the organization to make their job be more effective 


Table 4.9:	Good furniture makes the work of secretary be accurate  
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	25
	83

	Agree
	05
	17

	Disagree 
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.9 showed that, 25 (83%) of the respondents strongly agreed and 5 (17%) respondents agreed with the statement that good furniture makes the work of workers be accurate. This implied good furniture makes the work of workers be accurate.  


Table 4.10:	Overcrowding in an organization make the working environment to be in conducive for secretary    
	Options
	No. of Respondent
	Percentage

	Strongly Agree
	28
	93

	Agree
	02
	7

	Strongly Disagree 
	00
	0.00

	Disagree
	00
	0.00

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.10 above showed that, 28 (93%) of the respondents strongly agreed, 3 (7%) respondents agreed that overcrowding in an organization make the working environment to be in conducive for secretary. No respondents on disagreed and strongly disagreed respectively. 
	This implied that overcrowding in an organization make the working environment to be in conducive for secretary.


Table 4.11:	Good Coloration makes office environment to look decent   
	Options
	Respondents
	Percentage %

	Strongly Agree
	26
	87

	Agree
	03
	10

	Disagree 
	00
	0.00

	Strongly Disagree
	01
	3

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.11 above showed that, 26 (87%) respondents strongly agreed, 3 (10%) respondents agreed respectively while no respondents disagree, but 1 (3%) strongly disagree with the assertion. 
	This implied that since almost every respondents agreed with the question. It could now be concluded that good coloration makes office environment to look decent.   


Table 4.12:	The Office secretary can get carried away with his problem when the office accommodation is not conducive  
	Options
	Respondents
	Percentage %

	Strongly Agree
	10
	33

	Agree
	10
	33

	Disagree 
	08
	27

	Strongly Disagree
	02
	7

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.12 above showed that, 10 (33%) of the respondents strongly agreed, 10 (33%) respondents agreed, while 8 (27%) of the respondents disagreed and 2 (7%) strongly disagreed respectively with the assertion. 
	It can now be concluded that the Office workers can get carried away with his problem when the office accommodation is not conducive.


Table 4.13:	When the office accommodation is perfect, the office secretary will put in best in term of production. 
	Options
	Respondents
	Percentage %

	Strongly Agree
	25
	83

	Agree
	05
	17

	Disagree 
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.13 above showed that 25 (83%) of the respondents strongly agreed, 5 (17%) respondents agreed that when the office accommodation is perfect, the office worker will put in best in term of production. while no respondents for disagreed and strongly disagreed. 
	This implied that when the office accommodation is perfect, the office worker will put in best in term of production.     


Table 4.14:	Unsafe equipment and tools, polluted air with toxic substance, poor ventilation affects the health of workers  
	Options
	Respondents
	Percentage %

	Strongly Agree
	20
	66

	Agree
	05
	17

	Disagree 
	02
	7

	Strongly Disagree
	03
	10

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.14 above showed that 20 (66%) of the respondents strongly agreed, 5 (17%) respondents agreed, while 2 (7%) disagreed and 3 (10%) strongly disagreed as well. 
	It is safe to conclude that, unsafe equipment and tools, polluted air with toxic substance, poor ventilation affect the health of workers. 


Table 4.15:	Psychological factors like lighting, humidity, temperature, noise reduction, cleanliness and work music which affect the behavior, attitude and morale of office workers and their performances.
	Options
	Respondents
	Percentage

	Strongly Agree
	25
	83

	Agree
	05
	17

	Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.15 above showed that 25 (83%) of the respondents strongly agreed, 5 (17%) respondents agreed. while no respondents for disagreed and strongly disagreed. 
	This implied that psychological factors like lighting, humidity, temperature, noise reduction, cleanliness and work music which affects the behavior, attitude and morale of office workers and their performances.     


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
	The main objectives of this study, was to determine the effect of Environment Condition on the Productivity of a Secretary in an Organization.
	Thus, the chapter one explains the full introduction and the background of the study. It explains the statement of the problems, the objectives of the study which emphasize on the main and specific purpose of the study, research questions which insinuate relevant questions that guide the study, significance of the study that states the importance of the study, delimitation as well as limitation of the study.
	Chapter two explains based on the review of the related literature which was consisting of full introduction and some relevance sub-headings developed with research questions.
	Chapter three explains the full introduction and elucidate on methodology for data collection in which the researcher used to describe a number of decision of data before they are collected. It helps to provide guidelines which direct the researcher toward solving the problem and vary depending on the nature of the problem being studied.
	Chapter four explains how the data was analyzed for proper understanding in which the presentation and analysis of data gathered through the use of questionnaire distributed, in this chapter it was made know that thirty copies of questionnaire were distributed and 30 copies were returned.     
5.2	Conclusion
	The findings revealed that poor office environment led to decline in productivity. Responses showed that noise was one of the factors that made an office accommodation. Furthermore, the findings revealed the types of most commonly used furniture in the offices. The furniture in use needed to fit the position of the person using it in order to enhance effective performance of the work and to increase productivity.
	Information gathered also revealed that, there should be adequate lighting in the office, so that workers would not be affected adversely by it. Provision of health facilities should be made for emergency treatment within the office, as this will give workers feeling of safety and will enable them to put more effort in their work.
	An office accommodation needs not only to be comfortable and should also be well organized’’. It is quite clear that the office accommodation should be comfortable and should be organized. The word organized here means the proper arrangement of both outside the office.

5.3	Recommendations
	Based on the findings of this study, the following recommendations are made:
1.	Management should as much as possible to provide an individual with his own office as workers feel proud of having an office to himself as much as possible, organization must place workers in such a way that overcrowding is avoided the how it risk of overcrowding is well know, therefore organization must not find an excuse in “lack of fund or let us manage”. Internal arrangement of an office should be given due consideration to ensure safety, reduce professional hazard and also allow for easy flow of work.
2.	Organization should see that all offices are always kept clean and tidy there should be a constant flow of fresh air.
3.	They should ensure that training on newly machines is giving to secretaries in the most appropriately they will understand it.
4.	Adequate lighting system in an office is very important; therefore this should be given a serious consideration at all cost.
5.	Provision of health for emergency treatment of workers is to be given serious consideration.
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APPENDIX 1

KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear respondent, 
	I am a student in the Department of Office Technology and Management, Institute of Information and Communication Technology, Kwara State Polytechnic, Ilorin. I am at present conducting a research and writing a project on THE EFFECT OF ENVIRONMENT CONDITION ON THE PRODUCTIVITY OF SECRETARY IN AN ORGANIZATION.
	The exercise is important in partial fulfillment of the requirements for the award of National Diploma in Office Technology and Management of the institution.
	Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.
				
						Yours faithfully
						
						BOLAJI BARAKAT BOLANLE 
						ND/23/OTM/FT/0016


APPENDIX II

KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Sir/Madam
RESEARCH QUESTIONNAIRE
	This questionnaire is designed to solicit information from you on “The Effect of poor working conditions on the performance of an office manager” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.

						Yours Faithfully


						BOLAJI BARAKAT BOLANLE 
						ND/23/OTM/FT/0016



QUESTIONNAIRE
1 Good Lighting in an office enhances the secretary productivity. 
	(a) Strongly Agree (     ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      ) 
2 A good indoor climate creates a good environment for secretaries in an organization.
	(a) Strongly Agree (     ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      ) 
3 Well ventilated office enhances secretary’s efficiency and increases her productivity in an office. 
	(a) Strongly Agree (     ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      ) 
4 A secretary must be specially groomed to make them perform effectively in any environment she finds herself. 
	(a) Strongly Agree   (     ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      ) 
5 Ventilation removes the air pollution caused by people and machines and replaces it with new fresh air. 
	(a) Strongly Agree (     ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      ) 
6 When the office working condition is perfect the secretary and other workers will put in best in term of production. 
	(a) Strongly Agree   (     ) 			(b) Agree (      ) 
	(c) Disagree (     )				(d) Strongly disagree (      ) 
7 When working environment is well secured workers will be able to work safely. 
[bookmark: _GoBack]	(a) Strongly Agree (  ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      )
8 Workers need constant communication to communicate within the organization to make their job be more effective. 
	(a) Strongly Agree   (     )			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      )
9 Good furniture makes the work of workers be accurate. 
	(a) Strongly Agree (  ) 			(b) Agree (    ) 
	(c) Disagree (   ) 				(d) Strongly disagree (      )
10 Overcrowding in an organization make the working environment to be in conducive for secretary. 
	(a) Strongly Agree (     ) 			(b) Agree (     ) 
	(c) Disagree (     )				(d) Strongly disagree (      )
11 Good Coloration makes office environment to look decent.  
	(a) Strongly Agree (     ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      )
12 The Office workers can get carried away with his problem when the office accommodation is not conducive. 
	(a) Strongly Agree (     ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      )
13 When the office accommodation is perfect, the office worker will put in best in term of production. 
	(a) Strongly Agree (    ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      )
14 Unsafe equipment and tools, polluted air with toxic substance, poor ventilation affects the health of workers. 
	(a) Strongly Agree (     ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      )

15 Psychological factors like lighting, humidity, temperature, noise reduction, cleanliness and work music which affects the behavior, attitude and morale of office workers and their performances. 
	(a) Strongly Agree (     ) 			(b) Agree (      ) 
	(c) Disagree (     ) 				(d) Strongly disagree (      )
