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CHAPTER ONE
INTRODUCTION
1.1 Background to the study
The advent of electronic communication has significantly transformed the work environment, particularly in the secretarial profession. Electronic communication, which includes emails, instant messaging, video conferencing, and other digital platforms, has enhanced the way secretaries execute their responsibilities in organizations (Adebayo, 2020). Traditionally, secretaries relied on face-to-face communication, memos, and telephone calls to disseminate information; however, the emergence of modern communication tools has made information dissemination more efficient and timely (Okafor & Ugwu, 2019).
Electronic communication has replaced traditional paper-based methods, allowing for faster information exchange and improved accessibility. Emails, for instance, facilitate instant correspondence, reducing the need for physical memos and postal communication. Additionally, the use of collaboration tools like Microsoft Teams, Slack, and Zoom enables secretaries to organize virtual meetings, schedule appointments, and coordinate tasks seamlessly. These digital tools not only enhance productivity but also reduce administrative burdens, allowing secretaries to focus on higher-value tasks that contribute to organizational efficiency.
The effectiveness of secretaries in an organization depends largely on their ability to manage, process, and disseminate information. With electronic communication, secretaries can store and retrieve documents more efficiently, reducing errors and delays. Cloud-based storage solutions such as Google Drive and SharePoint provide secure access to important documents, enabling secretaries to collaborate with different departments regardless of geographical barriers. This digital transformation ensures real-time updates and streamlined workflow, fostering better decision-making within the organization.
Despite its numerous advantages, electronic communication also presents challenges that may impact the effectiveness of secretaries. Issues such as information overload, cyber threats, and reliance on digital literacy can hinder performance. The constant influx of emails and messages may lead to distractions, making it difficult for secretaries to prioritize tasks effectively. Furthermore, security concerns related to data breaches and hacking require secretaries to be well-versed in cybersecurity measures to protect sensitive organizational information. Training and continuous skill development are, therefore, essential for secretaries to maximize the benefits of electronic communication.
The transition from traditional to electronic communication has also influenced the skills required of secretaries in modern organizations. Beyond typing and filing, secretaries must now be proficient in using communication software, data management systems, and cybersecurity protocols. Organizations increasingly seek secretaries with technical competencies that align with the demands of digital work environments. As a result, professional development programs have become necessary to equip secretaries with the digital skills required to thrive in their roles.
Given the growing reliance on electronic communication in workplaces, understanding its impact on secretarial effectiveness is essential for organizational success. Research in this area will help identify both the opportunities and challenges posed by digital tools in administrative functions. By assessing how electronic communication enhances or hampers secretarial efficiency, organizations can develop strategies to optimize communication technologies and improve overall productivity. This study aims to explore these impacts, providing insights into how secretaries can adapt to evolving communication trends while maintaining efficiency in their responsibilities.
Secretaries play a crucial role in organizational effectiveness as they manage correspondence, schedule meetings, maintain records, and facilitate communication between different departments (Eze, 2021). The integration of electronic communication into office procedures has improved productivity, reduced paperwork, and enhanced workflow efficiency. However, the effectiveness of secretaries in adapting to electronic communication varies due to factors such as technological proficiency, availability of infrastructure, and organizational support (Olowe & Adekunle, 2018).
Despite the numerous advantages of electronic communication, certain challenges exist. Issues such as cyber security threats, information overload, and misinterpretation of messages pose significant risks to organizations (Nwosu, 2020). Therefore, it is essential to examine the impact of electronic communication on the effectiveness of secretaries in an organization to understand both its benefits and limitations.
1.2 	Statement of the Problem
The role of secretaries has evolved with advancements in electronic communication, yet many organizations struggle to maximize its potential due to poor adaptation strategies. While electronic communication has improved efficiency, some secretaries face difficulties in utilizing digital tools effectively, leading to reduced productivity. Furthermore, organizations that lack adequate training programs and technological support often experience inefficiencies in their secretarial functions.
Another pressing issue is the impact of electronic communication on workplace relationships and coordination. Virtual interactions may lead to a decline in interpersonal communication skills, miscommunication, and reduced team cohesion. Hence, it is necessary to assess the extent to which electronic communication influences the effectiveness of secretaries and propose measures for improvement.
1.3 	Objectives of the Study
This study aims to examine the impact of electronic communication on the effectiveness of secretaries in organizations. Specifically, it seeks to:
i. Assess the role of electronic communication in enhancing secretarial efficiency.
ii. Identify the challenges secretaries face in adapting to electronic communication.
iii. Determine the impact of electronic communication on organizational workflow and coordination.
iv. Recommend strategies for improving the effectiveness of secretaries through electronic communication.
1.4 	Research Questions
The study will be guided by the following research questions:
i. How does electronic communication contribute to the efficiency of secretarial duties?
ii. What challenges do secretaries encounter when using electronic communication tools?
iii. How does electronic communication impact organizational workflow and coordination?
iv. What strategies can be implemented to improve secretarial effectiveness through electronic communication?
1.5 	Significance of the Study
The findings of this study will be beneficial to organizations, secretaries, and policymakers. Organizations will gain insights into the advantages and limitations of electronic communication, enabling them to implement better technological infrastructure and training programs. Secretaries will benefit from understanding how to leverage digital tools for improved efficiency and productivity. Additionally, policymakers can use the study’s findings to formulate guidelines for effective workplace communication and technological adaptation.

1.6	Delimitation
	The scopes of this research mainly develop to focus on the Impact of electronic communication on effectiveness of secretaries in an organization sited Ibadan electricity distribution company ilorin branch as a case study. No attempt would be made to go beyond this scope.
1.7      Limitation       
         As the time of writing this project non as been identified.





CHAPTER TWO
LITERATURE REVIEW
This chapter presents a review of relevant literature on the impact of electronic communication on the effectiveness of secretaries in an organization. It covers the concept of electronic communication, the role of secretaries in modern organizations, benefits and challenges of electronic communication, and the impact on secretarial effectiveness.
2.1	Concept of Secretary 
2.2 	The Role of Secretaries in an Organization
2.3 	Concept of Electronic Communication
2.4 	Forms of Electronic Communication
2.5 	Role of Electronic Communication in Enhancing Secretarial Effectiveness
2.6 	Benefits of Electronic Communication for Secretaries
2.7	Challenges of Electronic Communication for Secretaries
2.1	Concept of Secretary 
	A secretary is a person or executive who has office skill in handling correspondences and has the ability to assume responsibilities without direct supervision to provide communication support services on matters or routine and administrative issues (Cletus 2012) various office workers perform some aspects of secretarial work, but not all office workers are secretarial.
	Webster (2012) a secretary is defined as one entrusted with the secrets or confidence of superior, one employed to handle correspondence and manage routine and detail work for a superior.
	The above definition emphasizes the fact that a secretary is the person who keeps secret of her executive and also handles other administrative routines related her job.
	National Secretaries Association (2012) also defined a secretary as an executive assistance who possesses a mastery of office skills, who demonstrates the ability to assume responsibility without direct supervision, who exercise initiative and judgment and who makes decisions within the scope of assigned authorities. From the above definition, a secretary could be one who assists her boss or executive in achieving the goals and objectives of the organization.
	Moreover, Ibrahim (2012) asserted that a secretary is an extension of the personality of her boss, a skilled executive and interpreter of her boss thinking and often the executor of that thinking. 
	As it could be seen from Ibrahim definition, it is to be noted that a secretary is somebody who must be very intelligent. To say somebody is an extension of the personality of another is to say that person should be able to think in a way that wills it the frame of another, even without seeing that person. She should be a mirror who ever she represent and reflect the good image of her boss and the organization as a whole.
2.2 	The Role of Secretaries in an Organization
Secretaries play a crucial role in ensuring smooth administrative operations in an organization. Their responsibilities include managing correspondence, scheduling meetings, maintaining records, and ensuring effective communication between different departments (Brown, 2019). With the advancement of technology, secretaries now rely on various electronic communication tools to enhance their efficiency and effectiveness.
Secretaries play a crucial role in the smooth functioning of an organization by handling administrative, clerical, and organizational tasks. Their responsibilities vary depending on the nature and size of the organization, but generally, their role includes:
1. Administrative Support
· Managing correspondence (emails, phone calls, and letters)
· Scheduling meetings, appointments, and conferences
· Preparing reports, memos, and other important documents
· Organizing and maintaining files and records
2. Communication and Coordination
· Acting as a liaison between different departments
· Relaying important messages and information
· Coordinating meetings, travel arrangements, and events
3. Office Management
· Overseeing office supplies and inventory
· Ensuring the office environment is organized and functional
· Assisting in office policy implementation
4. Data Management and Record-Keeping
· Maintaining accurate records of financial, personnel, or customer data
· Ensuring confidentiality and security of sensitive information
· Updating and retrieving documents when needed
5. Customer and Client Relations
· Welcoming visitors and clients
· Providing necessary information and assistance
· Handling inquiries and complaints professionally
6. Supporting Decision-Making
· Preparing briefing materials for executives and managers
· Assisting in research and report compilation
· Taking minutes during meetings and ensuring follow-up actions
7. Legal and Compliance Assistance
· Ensuring that company documentation adheres to legal requirements
· Assisting in preparing contracts, agreements, and official documents
2.3	Concept of Electronic Communication
Electronic communication refers to the exchange of information through digital means, including emails, instant messaging, video conferencing, and other internet-based communication tools. It has revolutionized workplace interactions, enabling faster, more efficient, and more reliable communication among employees (Bovee & Thill, 2021). Secretaries, as key administrative personnel, rely heavily on electronic communication to manage schedules, disseminate information, and facilitate seamless organizational processes. This technology eliminates geographical barriers, allowing secretaries to coordinate with executives, clients, and stakeholders in real-time, improving overall workflow efficiency.
The effectiveness of secretaries in an organization is significantly enhanced by electronic communication tools. Emails, for instance, provide a formal and documented means of communication, ensuring that messages are clear and retrievable when needed (Robbins & Judge, 2020). Additionally, instant messaging applications like Microsoft Teams and Slack enable secretaries to obtain quick responses to urgent matters, reducing delays in decision-making. Video conferencing platforms such as Zoom and Google Meet allow secretaries to schedule and manage virtual meetings, fostering collaboration among employees and external partners. These advancements streamline secretarial duties, leading to increased productivity and efficiency.
One of the key benefits of electronic communication for secretaries is its role in time management and organization. Digital calendars, reminders, and task management tools help secretaries keep track of appointments, deadlines, and important events (Laudon & Laudon, 2019). This minimizes scheduling conflicts and enhances coordination between executives and employees. Furthermore, cloud-based file-sharing platforms like Google Drive and OneDrive allow secretaries to store and share documents securely, reducing reliance on physical paperwork and improving accessibility to information. As a result, secretaries can handle multiple tasks more effectively, contributing to organizational success.
Despite its numerous benefits, electronic communication presents some challenges that may affect secretarial effectiveness. Information overload is a common issue, as secretaries receive numerous emails and messages daily, making it difficult to prioritize tasks (Daft & Lengel, 2021). Additionally, the reliance on digital communication reduces face-to-face interactions, which can sometimes lead to misunderstandings or misinterpretations of messages. Security concerns also arise, as cyber threats and data breaches can compromise sensitive organizational information. Secretaries must, therefore, be trained in cybersecurity measures and adopt best practices to mitigate these risks.
The adaptability of secretaries to emerging electronic communication technologies is crucial in maintaining their effectiveness. Organizations must invest in continuous training programs to equip secretaries with the necessary digital skills (Turban et al., 2022). Familiarity with advanced communication tools, such as artificial intelligence-powered virtual assistants, can further enhance secretarial functions by automating repetitive tasks and improving efficiency. Moreover, secretaries should develop strong digital etiquette skills to maintain professionalism in virtual communications, ensuring clarity and effectiveness in all interactions. Electronic communication plays a vital role in enhancing the effectiveness of secretaries in modern organizations. By utilizing digital tools such as emails, instant messaging, and cloud storage, secretaries can improve workflow efficiency, time management, and collaboration. However, challenges such as information overload, security risks, and reduced interpersonal communication must be addressed to maximize its benefits. Through continuous training and adaptation to evolving technologies, secretaries can leverage electronic communication to optimize their roles and contribute to organizational success.
2.4 	Forms of Electronic Communication
Electronic communication refers to the exchange of information using digital tools and electronic devices. Common forms of electronic communication include email, instant messaging, video conferencing, and social media platforms (Kumar & Sharma, 2020). Email is widely used in organizational settings for formal communication, document sharing, and task delegation. Instant messaging applications like WhatsApp and Microsoft Teams allow for quick, real-time interactions, enhancing collaboration. Video conferencing tools such as Zoom and Google Meet facilitate virtual meetings, bridging geographical gaps and enabling remote work. Additionally, social media platforms like LinkedIn and Twitter serve as networking and marketing tools, expanding organizational reach and engagement (Smith, 2021).
Electronic communication encompasses various forms, including:
· Email Communication: The most widely used form, enabling fast and asynchronous communication (Turban et al., 2021).
· Instant Messaging and Chat Applications: Platforms such as WhatsApp, Slack, and Microsoft Teams facilitate real-time interactions (Dainton & Zelley, 2019).
· Video Conferencing: Tools like Zoom, Google Meet, and Microsoft Teams enable virtual meetings, reducing the need for physical meetings (Dennis et al., 2020).
· Electronic Document Sharing: Platforms like Google Drive and OneDrive facilitate document storage, retrieval, and collaborative editing (Brynjolfsson & McAfee, 2018).
· Social Media Platforms: Organizations use social media tools for internal and external communication (Kaplan & Haenlein, 2020).
2.5	Role of Electronic Communication in Enhancing Secretarial Effectiveness
Electronic communication plays a pivotal role in enhancing secretarial effectiveness by improving efficiency, accuracy, and overall workflow in an organization. Secretaries rely on electronic communication tools such as emails, instant messaging, and video conferencing to streamline administrative tasks, schedule meetings, and relay important information to executives and staff. According to Drucker (2018), the digitalization of communication has significantly reduced the time spent on manual correspondence, allowing secretaries to focus on more strategic functions. This shift has increased productivity and enabled secretaries to manage multiple tasks simultaneously, leading to improved organizational efficiency.
Moreover, electronic communication fosters better record-keeping and information management, which are crucial for secretarial responsibilities. Tools such as cloud storage, electronic databases, and document-sharing platforms ensure that important files are easily accessible and securely stored. According to Robbins and Judge (2019), the adoption of electronic communication tools minimizes paperwork, reduces errors, and enhances data retrieval speed. This development allows secretaries to efficiently manage documents, track correspondences, and maintain organizational records, thereby contributing to seamless operations within the workplace.
Additionally, electronic communication enhances collaboration and coordination within an organization, which is vital for secretarial roles. With the use of collaborative tools like Microsoft Teams, Zoom, and Google Workspace, secretaries can facilitate smooth interactions between departments and external stakeholders. As noted by Turban et al. (2020), electronic communication fosters real-time communication, reducing delays in decision-making and ensuring that tasks are executed promptly. This enhanced connectivity enables secretaries to support executives effectively, manage schedules efficiently, and contribute to organizational success through improved coordination.
Secretaries play a critical role in ensuring the smooth flow of communication within organizations. The integration of electronic communication has significantly improved their efficiency in the following ways:
Improved Information Management: Electronic communication enables secretaries to manage, store, and retrieve information with ease. Cloud-based systems allow for efficient organization and retrieval of documents, reducing the time spent searching for physical records (Laudon & Laudon, 2021).
Increased Work Efficiency: With instant messaging and email, secretaries can quickly relay information, schedule meetings, and respond to inquiries without unnecessary delays (McKinney, 2020). This contributes to overall organizational productivity.
Enhanced Coordination and Scheduling: Electronic calendars and scheduling tools such as Google Calendar and Microsoft Outlook assist secretaries in organizing meetings, appointments, and deadlines efficiently (Robbins & Judge, 2019).
Cost Reduction: The use of electronic communication reduces the need for paper-based correspondence, minimizing printing and courier costs (Porter & Heppelmann, 2021).
Better Remote Work Support: With the rise of remote and hybrid work models, secretaries can efficiently manage administrative duties from any location using digital tools (Henderson & Venkatraman, 2020).
2.6	Benefits of Electronic Communication for Secretaries
Electronic communication has significantly enhanced the effectiveness of secretaries in modern organizations by improving speed and efficiency in information dissemination. Unlike traditional methods, such as memos and face-to-face communication, electronic tools like emails, instant messaging, and video conferencing enable secretaries to transmit information quickly and accurately. According to Adebayo and Ojo (2020), the ability to send and receive messages in real-time reduces delays and enhances decision-making processes, ultimately improving organizational workflow. Additionally, secretaries can schedule meetings, manage calendars, and coordinate with multiple stakeholders seamlessly, ensuring smooth operations within the workplace.
Another notable benefit of electronic communication for secretaries is improved record-keeping and document management. Digital communication platforms allow secretaries to organize, store, and retrieve documents efficiently, reducing the risk of lost files and paperwork errors. As noted by Johnson (2019), cloud-based storage systems and email archives provide easy access to past communications, ensuring transparency and accountability in business transactions. Furthermore, secretaries can use advanced software to automate repetitive tasks, such as sending reminders and generating reports, which enhances productivity and minimizes workload pressure.
Moreover, electronic communication fosters better collaboration and teamwork among secretaries and other employees within an organization. With the integration of collaborative tools such as Microsoft Teams, Google Workspace, and Slack, secretaries can effectively coordinate with colleagues, even in remote or hybrid work environments. A study by Brown and Smith (2021) highlights that organizations that utilize electronic communication experience higher levels of teamwork and operational efficiency. These tools also support secure communication, ensuring that sensitive information remains protected while being shared among authorized personnel. Ultimately, electronic communication empowers secretaries to perform their duties more effectively, contributing to the overall success of an organization.
Electronic communication has enhanced the effectiveness of secretaries in several ways:
· Efficiency and Speed: Electronic communication allows secretaries to send and receive messages instantly, reducing delays in information dissemination (Bello & Johnson, 2020).
· Improved Documentation and Record-Keeping: Emails and digital files provide an efficient way to store and retrieve information, minimizing the risks associated with paper-based records (Akinbami, 2019).
· Flexibility and Remote Work: With electronic communication, secretaries can perform their duties remotely, increasing productivity and work-life balance (Ogunleye & Ojo, 2021).
· Cost Reduction: Organizations save costs on paper, printing, and postage due to the digital nature of communication (Ekanem & Okonkwo, 2018).
2.7 	Challenges of Electronic Communication for Secretaries
Electronic communication has significantly enhanced organizational efficiency, yet it presents several challenges for secretaries. One of the primary challenges is information overload, where secretaries receive excessive emails, instant messages, and digital notifications, making it difficult to prioritize tasks and respond promptly. According to Jones and George (2020), information overload can lead to stress, errors, and reduced productivity as secretaries struggle to manage the influx of messages while handling administrative duties. This challenge is particularly critical in large organizations where secretaries act as communication hubs between different departments and executives.
Another challenge is the risk of cybersecurity threats, as electronic communication exposes sensitive organizational information to potential breaches. Secretaries often handle confidential data, and phishing attacks, malware, or hacking attempts pose a significant risk to data security. A study by Smith et al. (2021) highlights that improper handling of electronic communication tools can result in data leaks, financial losses, and reputational damage to organizations. Without proper cybersecurity training and awareness, secretaries may unknowingly fall victim to cyber threats, compromising the confidentiality and integrity of corporate communication.
Furthermore, reliance on electronic communication reduces personal interactions, which may impact relationship-building and collaboration within the workplace. Non-verbal cues, such as tone and facial expressions, are often lost in emails and instant messages, leading to potential misunderstandings. According to Robbins and Judge (2019), face-to-face communication fosters better clarity and rapport, which are crucial for secretaries managing executive schedules and coordinating team activities. Overdependence on electronic communication may thus hinder effective interpersonal relationships, making it challenging for secretaries to navigate complex workplace dynamics efficiently.
Despite the numerous benefits, electronic communication poses several challenges:
Information Overload: The high volume of emails and messages can overwhelm secretaries, affecting productivity.
Security and Privacy Issues: Cybersecurity threats such as phishing, hacking, and data breaches pose risks to electronic communication.
Dependence on Technology: Technical failures, internet disruptions, and system downtimes can hinder the effectiveness of electronic communication.
Digital Divide: Not all organizations have equal access to advanced communication technologies, creating disparities in efficiency.
Distractions and Misuse: The ease of access to electronic communication tools can lead to distractions, such as social media usage, and misuse of office resources.
Delayed Responses: Unlike in-person or telephone communication, electronic messages may not receive immediate responses, leading to inefficiencies and delays in decision-making.






CHAPTER THREE
METHODOLOGY
This chapter aims at discussing methods and procedures used in data collection. The following sub-headings will be discussed.
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 Method of Data Analysis
3.1	Instrument Used
The instrument used was the questionnaire, designed and administered to the secretaries in Ibadan electricity distribution company ilorin branch. The questionnaire comprises of 20 questions that are relevant to the topic” Impact of electronic communication on effectiveness of secretaries in an organization”.
3.2	Population of the Study
The researcher target populations for this study are 20 workers covered the secretaries and employees of Ibadan electricity distribution company ilorin branch, the total population selected are 20 twenty.
3.3	Sample and Sampling Techniques
The researcher used twenty (20) of the total population as sample since the total number of population is too large for the study.
3.4	Distribution and Collection Of Data
The researcher distributed twenty 20 copies of questionnaires to the researcher’s case study. With the population of the workers including secretaries of 20 copies of the questionnaires were also filled and returned from the Ibadan electricity distribution company ilorin branch. The total number of questionnaires recovered were twenty 20 and nothing were roughly filled.
1.5	Method of Data Analysis
Simple percentages used to analyze the data collected for the study figure were converted to percentage in order to make the analysis clearer to the reader. Therefore, the analysis given the next chapter was based on the data collected. 







CHAPTER  FOUR
DATA ANALYSIS
1.0 Introduction
This chapter deals with the interpretation and analysis of data collected from the respondents. It also deals with the interpretation and analysis of data.
1.1 Results
Table 4.1 Electronic communication makes it easier to respond to work-related tasks on time.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	12
	60

	Agree
	07
	35

	Disagree
	01
	05

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 1 showed that 12(60%) of the respondents strongly agreed that Electronic communication makes it easier to respond to work-related tasks on time, 7 (35%) of the respondents agreed, while only 1 (5%) of the respondent disagreed. Therefore, it seen that Electronic communication makes it easier to respond to work-related tasks on time

Table 4.2 Emails and instant messaging reduce delays in communication within the organization.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	18
	90

	Agree
	02
	10

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 2 showed that 18(90%) of the respondents strongly agreed and 2(10%) of the respondents agreed Emails and instant messaging reduce delays in communication within the organization, while was no responses for disagreed and strongly disagreed. It is therefore ascertained that Emails and instant messaging reduce delays in communication within the organization.


Table 4.3: Electronic communication tools allow secretaries to be more accessible to management and staff. 
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	15
	75

	Agree
	05
	25

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 3 showed that 15(75%) respondents strongly agreed that Electronic communication tools allow secretaries to be more accessible to management and staff, 5(25%) respondents agreed, there was no response for disagreed or strongly disagreed. In the above result, it shows that Electronic communication tools allow secretaries to be more accessible to management and staff.


Table 4.4 Virtual meetings and video conferencing improve workflow and efficiency in office administration.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	12
	60

	Agree
	08
	40

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4 showed that 12(60%) respondents strongly agreed and 8(40%) respondents agreed that Virtual meetings and video conferencing improve workflow and efficiency in office administration  


Table 4.5 The use of electronic communication reduces the need for physical meetings, improving productivity.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	17
	85

	Agree
	03
	15

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 5 showed that 17(85%) of the respondents strongly agreed, 3(15%) of respondents agreed that the use of electronic communication reduces the need for physical meetings, improving productivity.


Table 4.6 Electronic communication helps secretaries multitask effectively.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 6 showed that, the whole of 20(100%) of the respondents strongly agreed that Electronic communication helps secretaries multitask effectively.


Table 4.7 The use of emails and digital scheduling tools enhances time management for secretarial duties.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	11
	55

	Agree
	07
	35

	Disagree
	02
	10

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
             Table 7 showed that 11(55%) respondents strongly agreed and 7(35%) respondents agreed that the use of emails and digital scheduling tools enhances time management for secretarial duties., 2(10%) respondents disagreed that the use of emails and digital scheduling tools enhances time management for secretarial duties.


Table 4.8: Online document-sharing platforms make it easier to retrieve and store information.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	15
	75

	Agree
	04
	20

	Disagree
	01
	05

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
      Table 8 showed that 15(75%) of the respondents strongly agreed and 4 (20%) of the respondents agreed that online document-sharing platforms make it easier to retrieve and store information while only 1(5%) of the respondents disagreed and no response for strongly disagreed.


Table 4.9: The ability to work remotely through electronic communication improves job performance.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	18
	90

	Agree
	02
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 9 showed that 18(90%) respondents strongly agreed that the ability to work remotely through electronic communication improves job performance, 2(10%) respondents agreed while there was no responses for disagreed or strongly disagreed.







Table 4.10 The excessive use of electronic communication leads to information overload for secretaries.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
 Table 20 showed that 20 (100%) of the respondents strongly agreed that the excessive use of electronic communication leads to information overload for secretaries


Table 4.11 Technical issues (e.g., poor network, system failures) hinder the effectiveness of electronic communication.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	10
	50

	Agree
	08
	40

	Disagree
	02
	10

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
 Table 11 showed that 10(50%) respondents strongly agreed and 8(40%) respondents agreed that Technical issues (e.g., poor network, system failures) hinder the effectiveness of electronic communication, only 2 (10%) respondents disagreed. 


Table 4.12 Dependence on electronic communication reduces face-to-face interaction, affecting teamwork.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	14
	70

	Agree
	06
	30

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
   Table 12 showed that 14(70%) of the respondents strongly agreed and 6 (30%) of the respondents agreed that Dependence on electronic communication reduces face-to-face interaction, affecting teamwork.


Table 4.13 Misinterpretation of messages due to lack of non-verbal cues creates communication barriers.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	12
	60

	Agree
	07
	35

	Disagree
	01
	05

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
  Table 13 showed that 12(60%) of the respondents strongly agreed and 7 (35%) of the respondents agreed that Misinterpretation of messages due to lack of non-verbal cues creates communication barriers while only 1 (5%) of the respondent disagreed.


Table 4.14 The need for continuous software updates and training increases workload for secretaries.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
  Table 14 stated that 20(100%) respondents strongly agreed that the need for continuous software updates and training increases workload for secretaries while there was no response for agreed, disagreed and strongly disagreed. So this is simply means that the need for continuous software updates and training increases workload for secretaries.


Table 4.15 Electronic communication poses risks to the confidentiality of sensitive office information.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	16
	80

	Agree
	04
	20

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
     Table 15 showed that 16 (80%) of the respondents strongly agreed 4(20%) of the respondents agreed that Electronic communication poses risks to the confidentiality of sensitive office information while there was no responses for the disagreed and strongly disagreed.


Table 4.16 The use of emails and cloud storage improves the security of organizational documents.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	13
	65

	Agree
	07
	35

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 16 stated that 13(65%) of the respondents strongly agreed and 7(35%) of the respondents agreed that the use of emails and cloud storage improves the security of organizational documents, while there was no response for disagreed and strongly disagreed.


Table 4.17 Cybersecurity threats (e.g., hacking, phishing) affect the efficiency of secretarial duties.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	10
	50

	Agree
	08
	40

	Disagree
	02
	10

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 17 showed that 10(50%) respondents strongly agreed and 8 (40%) respondents agreed that Cybersecurity threats (e.g., hacking, phishing) affect the efficiency of secretarial duties, only 2(10%) respondents disagreed that Cybersecurity threats (e.g., hacking, phishing) affect the efficiency of secretarial duties.


Table  4.18 Strict electronic communication policies ensure better data management and privacy protection.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	11
	55

	Agree
	07
	35

	Disagree
	02
	10

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 18 clear stated that 11(55%) respondents strongly agreed and 7(35%) respondents agreed that Strict electronic communication policies ensure better data management and privacy protection, 2 (10%) respondents disagreed that Strict electronic communication policies ensure better data management and privacy protection


Table 4.19 Organizations provide adequate training on secure electronic communication practices.
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	17
	85

	Agree
	03
	15

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
  The table 19 stated that 17(85%) of the respondents strongly agreed that Organizations provide adequate training on secure electronic communication practices, 3(15%) of the respondents agreed that Organizations provide adequate training on secure electronic communication practices.


Table 4.20: Organizations that embrace electronic communication experience improved secretarial efficiency
	Choices
	No. of Response 
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
  Table 20 showed that 20(100%) of the respondents strongly agreed that organizations that embrace electronic communication experience improved secretarial efficiency.








CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1  Summary 
This research “Impact of electronic communication on effectiveness of secretaries in an organization” Ibadan electricity distribution company ilorin branch were used as case study for this study work.
In chapter one, insight was given to what electronic communication was really about, meaning of electronic communication and secretary. Chapter two, the review of literature on Concept of Secretary, The Role of Secretaries in an Organization, Concept of Electronic Communication, Forms of Electronic Communication, Role of Electronic Communication in Enhancing Secretarial Effectiveness, Benefits of Electronic Communication for Secretaries, and Challenges of Electronic Communication for Secretaries
 In chapter three, it described the ways methods, procedures followed in the process of collecting data. The data collected were presented in chapter four.
In chapter four, showed the statistical result of data analysis, it also deals with interpretation of data.
5.2 	Conclusion
Based on the analysis of the findings, indicated that Impact of electronic communication on effectiveness of secretaries in an organization has great and positive impact on the secretaries, employees, manager, client and customer for positive engagement in an organization.  
 	The impact of electronic communication on the effectiveness of secretaries in an organization is profound, as it enhances efficiency, accuracy, and overall productivity. Electronic communication tools such as emails, instant messaging, and video conferencing have significantly transformed the way secretaries perform their duties. These tools allow for faster information dissemination, reducing delays and ensuring that important messages reach the intended recipients promptly. As a result, secretaries can manage their tasks more efficiently, improving workflow and contributing to organizational success.
Moreover, electronic communication reduces the reliance on paper-based documentation, leading to better record-keeping and organization. Secretaries can now store, retrieve, and share documents effortlessly using cloud storage, emails, and management software. This transition not only saves time but also minimizes the risks associated with physical document loss or misplacement. The ease of access to information allows secretaries to respond quickly to requests, enhancing their effectiveness in managing administrative tasks.
Additionally, the integration of electronic communication tools enables secretaries to multitask and coordinate activities more effectively. With features like automated scheduling, reminders, and task management software, secretaries can manage meetings, appointments, and deadlines efficiently. These tools help in minimizing errors and ensuring that organizational processes run smoothly. Furthermore, real-time communication allows secretaries to collaborate with colleagues and executives regardless of their physical locations, increasing flexibility and adaptability in the workplace.
However, despite the numerous benefits, electronic communication also presents challenges such as cybersecurity threats, digital overload, and the need for continuous skill upgrades. Secretaries must be trained to use modern communication tools effectively and be aware of data security practices to prevent breaches. Organizations should invest in training programs to equip secretaries with the necessary digital skills, ensuring that they can maximize the advantages of electronic communication while mitigating potential risks.
Electronic communication has significantly enhanced the effectiveness of secretaries by improving efficiency, accuracy, and collaboration in organizations. While it offers numerous advantages, organizations must address challenges such as cybersecurity and digital competency to fully harness its potential. With the right training and technological support, secretaries can continue to play a vital role in ensuring seamless administrative operations in the modern workplace.
5.3 	Recommendations
Based on the findings of this research, the following recommendation are made:
· Organizations should provide regular training for secretaries on the use of modern electronic communication tools such as emails, video conferencing, instant messaging, and collaborative platforms to improve efficiency.
· Employers should invest in secure and reliable electronic communication systems to protect sensitive organizational information and ensure smooth operations.
· Secretaries should be trained to manage electronic communication effectively, avoiding distractions from excessive emails and messages while prioritizing urgent tasks.
· Organizations should implement cloud-based collaboration tools (e.g., Microsoft Teams, Slack, Google Workspace) to enhance teamwork and workflow management.
· Companies should establish guidelines for the appropriate use of electronic communication tools, ensuring professionalism and efficiency in correspondence.
· While electronic communication improves efficiency, secretaries should also maintain personal interactions for tasks that require a human touch, such as handling confidential matters or resolving conflicts.
· Organizations should adopt strategies like email filtering and priority tagging to help secretaries manage large volumes of electronic messages effectively.
· With electronic communication enabling remote work, organizations should provide secretaries with the necessary tools and policies to work efficiently from different locations.
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APPENDIX I
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

RESEARCH QUESTIONNAIRE
Dear sir/Madam,
	I am a student of Office Technology and Management in Kwara State Polytechnic, Ilorin conducting a research and writing a project on “IMPACT OF ELECTRONIC COMMUNICATION ON EFFECTIVENESS OF SECREATERIES IN AN ORGANIZATION”.
	The research is to serve as a partial fulfillment of the requirements for the award of National Diploma. Please kindly tick ( ) the correct answer in the appropriate place provided. All information supplied will be kept confidential as the data is for academic purpose only. 
				
Yours faithfully,
				AJEWOLE DANIEL OLUWASEMILORE
ND/23/OTM/FT/0008


QUESTIONNAIRE
1. Electronic communication makes it easier to respond to work-related tasks on time.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
2. Emails and instant messaging reduce delays in communication within the organization.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
3. Electronic communication tools allow secretaries to be more accessible to management and staff.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
4. Virtual meetings and video conferencing improve workflow and efficiency in office administration.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
5. The use of electronic communication reduces the need for physical meetings, improving productivity.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
6. Electronic communication helps secretaries multitask effectively.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
7. The use of emails and digital scheduling tools enhances time management for secretarial duties.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
8. Online document-sharing platforms make it easier to retrieve and store information.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
9. The ability to work remotely through electronic communication improves job performance.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
10. The excessive use of electronic communication leads to information overload for secretaries.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
11. Technical issues (e.g., poor network, system failures) hinder the effectiveness of electronic communication.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
12. Dependence on electronic communication reduces face-to-face interaction, affecting teamwork.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
13. Misinterpretation of messages due to lack of non-verbal cues creates communication barriers.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
14. The need for continuous software updates and training increases workload for secretaries.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
15. Electronic communication poses risks to the confidentiality of sensitive office information.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
16. The use of emails and cloud storage improves the security of organizational documents.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
17. Cybersecurity threats (e.g., hacking, phishing) affect the efficiency of secretarial duties.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
18. Strict electronic communication policies ensure better data management and privacy protection.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
19. Organizations provide adequate training on secure electronic communication practices.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )
20. Organizations that embrace electronic communication experience improved secretarial efficiency.
Strongly Agree (     )		Agree (    )		Neutral (    ) 
Disagree (    ) 			Strongly Disagree (      )




