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CHAPTER ONE
INTRODUCTION
1.1	Background of the Study
	Personal secretaries contribute significantly to the achievement of organizational goals, the provision of accurate information and the promotion of the companies’ image (State, 2015). Secretaries in public organizations can play an important role in improving the organizational performance by ensuring adequate communication, maintaining social interactions, adhering to codes of conduct and behaviour and demonstrating technical competence (Adam, 2015).
	Effective time management is underpinned by a range of additional skills which include planning, allocating, goal setting, delegation, monitoring and analysis of time spent, organizing, scheduling and prioritising. Time management is the capability to properly plan and organize time to maximize productivity and efficiency. It denotes the ability to use time consistently well to complete immediate tasks and to work towards long term goals. Time management is both a skill and an attitude; it requires the skill of knowing and using time management techniques, but is also dependent on being motivated and driven in order to put the plan into practice (Dumbeck 2006). Time management is about managing your day affectively so you can achieve all that you want to achieve. It is also about making use of time today, so that you can obtain larger, long-term goals whose deadline is sometime in the future.
[bookmark: _GoBack]		In the contemporary workplace, secretaries play a crucial role in ensuring the smooth running of an organization. They are tasked with a variety of administrative duties, and their ability to manage time effectively is integral to the success of the organization. Effective time management is a critical skill that allows secretaries to prioritize tasks, meet deadlines, and support the achievement of organizational goals. Time management involves the strategic allocation of time and resources to various tasks, ensuring that all duties are completed efficiently and within the required time frame. The role of secretaries has expanded significantly over time, and today they are key players in enhancing organizational productivity and ensuring the timely achievement of organizational objectives.
	In educational institutions, where the focus is often on teaching, learning, and student development, administrative support plays a vital role in ensuring that academic and operational processes run smoothly. Secretaries in these institutions are responsible for managing schedules, coordinating meetings, maintaining records, and handling a wide array of administrative tasks. Their ability to manage time effectively is especially important in environments like the College of Education, Ilorin and Kwara State Polytechnic, where multiple activities must be organized simultaneously and academic calendars must be adhered to strictly. The timely execution of tasks such as scheduling meetings, preparing documents, managing communication, and coordinating academic and administrative events directly influences the overall effectiveness of these institutions in meeting their academic and administrative goals.
	The secretarial role in these institutions is multifaceted, and time management plays a pivotal part in ensuring the smooth coordination of activities. At the College of Education, Ilorin, secretaries are involved in organizing meetings, preparing schedules for lecturers, handling student inquiries, managing academic records, and ensuring that communication between staff and students is clear and timely. Similarly, secretaries at Kwara State Polytechnic are responsible for managing the institution's daily activities, coordinating with academic and non-academic departments, ensuring the timely dissemination of important information, and assisting in the coordination of internal and external events. The ability to prioritize and allocate time to different tasks effectively is crucial in such dynamic environments, where there are often competing demands and the risk of missing important deadlines.
	Research has shown that effective time management is a key factor in enhancing employee productivity and organizational success (Zhang, 2018). Secretaries, by virtue of their position, serve as the link between different departments, staff, and sometimes even students. If they fail to manage their time well, it can lead to delays in processing important documents, missed meetings, and general disorganization, which ultimately impacts the institution’s overall efficiency. This is particularly important in institutions such as the College of Education, Ilorin, and Kwara State Polytechnic, where time-sensitive tasks, such as managing academic schedules and coordinating events, require timely and precise execution.
	The impact of poor time management is evident in both small and large institutions, and it can have significant repercussions. Missed deadlines, disorganized scheduling, delayed communications, and a failure to prioritize tasks can result in operational inefficiencies, frustration among staff, and, in an academic setting, can hinder the ability to meet educational objectives. Therefore, effective time management is not only a personal skill for secretaries but also a critical tool for improving the overall functioning of the organization. In higher education institutions like the College of Education, Ilorin, and Kwara State Polytechnic, where various departments must work together to achieve academic and administrative goals, secretaries’ ability to effectively manage time can streamline processes and ensure that resources are utilized in the most efficient manner possible. A secretary who manages time effectively helps ensure that tasks are completed on time, that communication flows smoothly between departments, and that key events and deadlines are met without delay. As a result, time management becomes an essential aspect of the secretarial role that directly impacts the institution’s productivity, reputation, and overall success.
	The role of the secretary in time management is also influenced by organizational culture and the specific demands of the institution. In the case of the College of Education, Ilorin, and Kwara State Polytechnic, the structure of the institutions, the distribution of tasks among staff, and the level of cooperation between departments all play a significant role in determining how well time is managed. The degree to which leadership supports time management practices, invests in training secretaries, and provides the necessary tools and resources can significantly affect how effectively secretaries can perform their duties.
	This study aims to explore the roles of secretaries in effective time management in these two institutions, examining how secretarial staff manage their time, the challenges they face in doing so, and how effective time management practices can contribute to the achievement of organizational goals. The findings of this study will be instrumental in identifying areas for improvement, particularly with regard to training, resource allocation, and organizational support, which will ultimately help to enhance the efficiency and success of these institutions.
1.2	Statement Problem
	Time management is a critical skill for secretaries, especially in educational institutions, where their roles are essential to the efficient functioning of the organization. Secretaries at the College of Education, Ilorin, and Kwara State Polytechnic are responsible for coordinating a variety of tasks, such as scheduling meetings, managing communication, and ensuring that academic and administrative deadlines are met. These responsibilities require them to allocate time effectively to ensure the smooth operation of the institution. However, despite the recognition of the importance of time management in enhancing organizational performance, secretaries in these institutions face significant challenges that hinder their ability to manage time effectively.
	Research has shown that poor time management in administrative roles leads to delays, confusion, and inefficiencies that impact organizational productivity (Zhang, 2018). In the case of the College of Education, Ilorin, and Kwara State Polytechnic, inadequate time management has resulted in delays in important tasks such as scheduling academic programs, coordinating departmental activities, and disseminating critical information. The lack of effective time management can disrupt the smooth flow of operations, affect communication between departments, and ultimately hinder the achievement of the institution’s academic and administrative goals. For instance, at the College of Education, Ilorin, delays in scheduling and organizing academic events can disrupt the academic calendar and frustrate both staff and students, leading to a decline in overall institutional efficiency. Similarly, at Kwara State Polytechnic, poor time management in organizing events or processing administrative tasks can damage the reputation of the institution, impact staff morale, and reduce the overall effectiveness of the institution’s operations.
	One key factor contributing to these challenges is the limited training and support provided to secretaries in the area of time management. Although modern technological tools such as digital calendars, project management software, and communication platforms have the potential to improve time management practices, secretaries in both institutions often lack the necessary skills to effectively utilize these tools (Saleemi, 2008). Without proper training, secretaries may struggle to prioritize tasks, meet deadlines, and manage communication effectively, which can lead to missed opportunities and operational inefficiencies (Graham & Bennett, 1998). Additionally, organizational culture and leadership support play a significant role in shaping how secretaries manage time. In both institutions, time management practices are often inconsistent, and there is insufficient support from leadership in terms of resources, training, and strategic planning.
	Thus, there is a need for a comprehensive investigation into how secretaries at the College of Education, Ilorin, and Kwara State Polytechnic manage their time, the challenges they face, and the impact of effective time management on organizational performance. By examining the barriers to effective time management, this study seeks to identify strategies that can enhance secretaries' performance and, by extension, improve the overall efficiency of these institutions. The findings of this study will contribute to a deeper understanding of the critical role of time management in secretarial work and offer practical recommendations for improving time management practices in these educational institutions.
1.3	Objectives of the Study
	The main objective of this study is to examine “The Roles of Secretary in Effective Time Management Towards Achieving Organizational Objectives.” Specifically, the study seeks to:
i. To explore the time management practices employed by secretaries at the College of Education, Ilorin, and Kwara State Polytechnic in executing their duties.
ii. To identify the key challenges secretaries face in managing their time effectively within these institutions.
iii. To assess the impact of effective time management by secretaries on the overall achievement of institutional goals and objectives at the College of Education, Ilorin, and Kwara State Polytechnic.
1.4	Research Questions
1. How do secretaries at the College of Education, Ilorin, and Kwara State Polytechnic manage their time in performing their duties?
2. What are the main challenges faced by secretaries in managing time effectively at the College of Education, Ilorin, and Kwara State Polytechnic?
3. How does effective time management by secretaries contribute to the achievement of organizational goals and objectives at the College of Education, Ilorin, and Kwara State Polytechnic?
1.5	Significance of the Study
This study is significant as the findings will provide valuable insights into the time management practices of secretaries at the College of Education, Ilorin, and Kwara State Polytechnic. This can help improve the efficiency and productivity of secretarial work, ultimately contributing to the institutions’ success in meeting their academic and administrative goals. The study will offer practical recommendations to enhance time management practices among secretaries, such as the introduction of training programs, the adoption of modern tools, and the creation of supportive organizational structures that encourage effective time management. The insights gained can help guide the development of effective time management systems in secretarial roles across a range of educational contexts. The study will contribute to the existing body of knowledge on secretarial work, time management, and organizational effectiveness in educational institutions. It will provide a unique perspective on the role of secretaries in achieving institutional goals, specifically in the context of Nigerian higher education.
1.6	Delimitations
	The study is delimited to examine “The Roles of Secretary in Effective Time Management Towards Achieving Organizational Objectives”. No attempt would be made to go beyond this scope.
1.7	Limitation
	The study will face several limitations, including: Sample Size, Respondent Bias, Resource Constraints and Time Constraints: 







CHAPTER TWO
LITERATURE REVIEW
This chapter provides a comprehensive review of existing literature on time management and secretarial performance in educational institutions. It explores the theoretical and empirical frameworks related to time management in the secretarial profession, with a particular focus on secretarial roles in public sector educational institutions like the College of Education, Ilorin, and Kwara State Polytechnic. The literature review highlights the importance of time management, its impact on organizational performance, the challenges faced by secretaries, and the role of training, technology, and institutional support in improving time management practices.
2.1	The Role of Secretaries in Educational Institutions
Secretaries in educational institutions perform a variety of administrative duties that are essential for the smooth functioning of the institution. These responsibilities include managing schedules, coordinating meetings, handling correspondence, preparing documents, maintaining records, and supporting the day-to-day operations of academic and non-academic departments. The effectiveness of these administrative tasks directly impacts the overall performance of the institution, making time management a critical skill for secretaries (Adam, 2015).
According to Zhang (2015), secretaries serve as the bridge between various departments, staff, and students, and are responsible for ensuring that communication flows seamlessly. In institutions like the College of Education, Ilorin, and Kwara State Polytechnic, secretaries manage key tasks such as organizing meetings, ensuring that academic calendars are followed, and coordinating events. Their ability to manage time efficiently is essential to ensure that these tasks are completed promptly, contributing to the overall success of the institution (Adegboyega&Ufuoma, 2020).
Secretaries serve as the backbone of administrative operations within educational institutions. From primary schools to tertiary institutions, the presence of a competent and well-organized secretary is essential for the smooth functioning of academic and non-academic activities. Their roles extend far beyond clerical duties, encompassing areas such as communication management, record-keeping, student and staff coordination, and support for institutional governance. This section explores the various roles and responsibilities of secretaries in educational institutions, highlighting their importance in achieving institutional goals.
1. Administrative and Clerical Support
One of the primary functions of secretaries in educational institutions is to provide administrative and clerical support to school administrators, faculty, and other staff members. This includes handling correspondence, preparing reports, managing schedules, taking minutes during meetings, and maintaining filing systems. According to Obi (2019), secretaries are central to the effective administration of schools, as they help ensure that all documentation and communication are handled with professionalism and accuracy.
Secretaries are also responsible for organizing staff meetings, preparing meeting agendas, and following up on action items. In universities and colleges, department secretaries often handle complex scheduling involving multiple faculty members and students, requiring attention to detail and efficient time management.
2. Communication and Liaison Duties
Effective communication is a cornerstone of any educational institution, and secretaries play a critical role in facilitating both internal and external communication. They serve as the first point of contact for parents, students, staff, and external bodies such as examination boards and education ministries. Secretaries are often responsible for answering phone calls, responding to emails, and drafting official letters on behalf of the institution.
In larger institutions, secretaries may be tasked with managing institutional communication strategies, including newsletters, social media updates, and public announcements. As Eze and Uba (2020) noted, secretaries act as “institutional ambassadors,” helping to project a positive image of the school or university through professional communication.
3. Record-Keeping and Data Management
Secretaries are charged with maintaining accurate and up-to-date records of students, staff, and institutional activities. This includes student enrollment data, academic performance records, staff attendance, meeting minutes, and financial records. The confidentiality and integrity of these records are paramount.
Modern educational secretaries are expected to be proficient in digital record-keeping systems, such as Student Information Systems (SIS) and Learning Management Systems (LMS). This shift from manual to digital documentation has enhanced the efficiency and accessibility of institutional data. According to Okojie (2018), data management by secretaries contributes significantly to decision-making processes in schools and universities.
4. Support for Academic Operations
In higher education settings, secretaries play a key role in academic operations. They may assist in the coordination of course registration, examination schedules, faculty meetings, and submission of grades. They often serve as a link between academic departments and the registrar’s office, ensuring that academic policies and procedures are followed.
Additionally, secretaries may help in the preparation and dissemination of course materials, examination papers, and departmental memos. In research institutions, secretaries also support grant applications, conference arrangements, and academic collaborations.
5. Office and Resource Management
Secretaries manage office supplies, coordinate equipment repairs, and ensure that the work environment is conducive for productivity. In many institutions, secretaries act as inventory officers, tracking the use and availability of resources such as teaching aids, stationery, and furniture.
They are also often involved in budgeting and financial monitoring. For example, secretaries in departmental offices may be tasked with processing financial requests, managing petty cash, and preparing reports on departmental expenditures. Their involvement in resource management supports the smooth day-to-day operations of the institution.
6. Student Interaction and Support
In most educational institutions, secretaries are in frequent contact with students. They assist with admission inquiries, course registrations, transcript requests, and complaint resolution. Their ability to communicate effectively and handle student concerns with empathy and professionalism greatly contributes to student satisfaction and institutional image.
Furthermore, secretaries play a role in organizing student activities such as orientations, academic seminars, and graduation ceremonies. They provide logistical support that ensures these events are well-coordinated and impactful.
7. Compliance and Regulatory Documentation
Educational institutions are subject to various regulatory requirements from ministries, accreditation agencies, and external bodies. Secretaries are often responsible for compiling and submitting compliance reports, maintaining documentation required for inspections, and ensuring that records align with standards.
In tertiary institutions, secretaries may prepare data for accreditation exercises and maintain compliance with academic calendars and program requirements. Their attention to detail and organizational ability are crucial in ensuring that the institution meets its obligations.
8. ICT Integration and Digital Proficiency
With the advancement of technology, secretaries are increasingly required to integrate ICT tools into their daily operations. They use computers for word processing, spreadsheets for data analysis, email and cloud platforms for communication, and specialized software for records management. As Adebayo and Ogunleye (2021) emphasized, ICT competency is now a fundamental requirement for secretarial effectiveness in educational institutions.
The use of online meeting platforms such as Zoom or Google Meet has also become common, especially in organizing virtual meetings or supporting online learning systems. Secretaries are expected to set up these platforms, coordinate participation, and provide technical support where needed.
9. Human Relations and Conflict Resolution
Secretaries often serve as mediators in resolving minor conflicts among staff or between staff and students. Their position as neutral administrators allows them to play a facilitative role in promoting a harmonious work environment. Their interpersonal skills help build trust and maintain cordial relationships within the school community.
Secretaries who demonstrate emotional intelligence and good listening skills often help de-escalate tensions and foster cooperation among various departments or teams.

10. Contribution to Institutional Goals
By performing their roles effectively, secretaries contribute significantly to the overall mission and vision of educational institutions. Their efforts in communication, administration, and coordination help the institution achieve objectives such as academic excellence, student satisfaction, and operational efficiency.
Without capable secretarial support, academic staff would be burdened with administrative tasks, reducing the time and energy they can devote to teaching and research. Secretaries, therefore, act as enablers of academic success and institutional progress.
2.2	Time Management in the Workplace
Time management is a critical skill in the modern workplace, particularly in administrative and secretarial roles where multiple tasks must be handled simultaneously with precision and efficiency. It encompasses the ability to plan, prioritize, and execute tasks within specific timeframes to enhance productivity and reduce stress. For secretaries, who serve as organizational anchors for scheduling, communication, and record-keeping, effective time management is indispensable.
According to Claessens, van Eerde, Rutte, and Roe (2007), time management in the workplace is the process of planning and exercising conscious control over the amount of time spent on specific activities to increase effectiveness, efficiency, and productivity. Time is an invaluable organizational resource; hence, its effective utilization significantly influences individual and corporate performance. Secretaries, as administrative professionals, must manage appointments, meetings, correspondence, and deadlines — often under tight schedules — which requires mastery of time management practices.
The increasing integration of Information and Communication Technology (ICT) tools into office operations has revolutionized how time is managed in the workplace. Tools such as electronic calendars, task managers, email schedulers, and automated reminders have streamlined planning and reduced the amount of time spent on manual coordination (Mancini, 2015). Secretaries who are proficient in ICT are better positioned to manage time effectively, as they can automate routine tasks and monitor deadlines more efficiently.
A study by Macan (1994) proposed a time management behavior model which includes setting goals and priorities, using time management mechanisms (e.g., to-do lists and planners), and preference for organization. The model indicates that these behaviors contribute to perceived control over time and reduced job-induced tension. In the context of secretarial duties, these behaviors can significantly influence the secretary's capacity to respond promptly to office demands and manage multiple tasks without compromising quality.
Furthermore, effective time management enhances task delegation, decision making, and overall job performance (Aeon & Aguinis, 2017). In offices where secretaries utilize digital tools such as Microsoft Outlook, Google Workspace, or enterprise-level scheduling software, there is greater organizational coherence, fewer missed appointments, and a more professional work environment. ICT skills help in reducing redundancy and streamlining workflows, which in turn saves time and reduces the risk of burnout.
However, the lack of time management skills can lead to several challenges, including missed deadlines, poor work quality, increased stress, and workplace conflicts. Secretaries who struggle to manage their time effectively may experience job dissatisfaction and underperformance, which can negatively impact the entire organization (Van der Meer, Jansen, & Torenvlied, 2010). Conversely, secretaries with good time management skills are more likely to be proactive, organized, and efficient, thereby improving their personal effectiveness and the performance of their teams.
The role of organizational culture in supporting effective time management must also be emphasized. Organizations that provide training in time management and encourage the use of ICT tools promote a culture of accountability and efficiency. Support from supervisors and access to appropriate technological tools enhances the ability of secretaries to manage their time well. Moreover, the integration of time management training into professional development programs can significantly improve organizational productivity (Lakein, 1973).
Time management is a crucial aspect of secretarial work, especially in environments where multiple tasks must be completed within strict deadlines. Dumbeck (2006) defines time management as the ability to plan and organize time effectively to maximize productivity. In the context of secretarial duties, it involves prioritizing tasks, managing multiple deadlines, and ensuring that all responsibilities are completed on time. Effective time management enables secretaries to meet deadlines, avoid delays, and contribute to the overall efficiency of the institution.
In educational institutions like the College of Education, Ilorin, and Kwara State Polytechnic, secretaries face numerous time-sensitive tasks. These include scheduling lectures, coordinating administrative functions, preparing reports, and maintaining communication between departments. The ability to manage time effectively ensures that these tasks are executed without delay, thereby supporting the institution's academic and operational objectives (State, 2015).
2.3	Challenges in Time Management for Secretaries
Despite the critical role that time management plays in the effectiveness of secretaries, several challenges can hinder their ability to manage time effectively. According to Adegboyega and Ufuoma (2020), common challenges include an overwhelming workload, inadequate training, and the lack of proper time management tools. These factors can lead to missed deadlines, disorganized schedules, and a general reduction in productivity. At the College of Education, Ilorin, and Kwara State Polytechnic, secretaries often face the additional challenge of coordinating between different departments with varying demands, further complicating their time management efforts.
While time management is a vital skill for secretaries, its effective implementation often faces several challenges that hinder optimal performance. Secretaries serve as the nerve center of organizational operations — coordinating schedules, managing communication, and ensuring smooth office functions. However, the increasing complexity of administrative tasks, coupled with evolving technology and workplace dynamics, presents significant obstacles to time management.
One major challenge is task overload. Secretaries are frequently assigned multiple responsibilities, many of which are time-sensitive and require meticulous attention. These can include managing calendars, organizing meetings, drafting correspondences, filing records, handling visitor protocols, and providing support to various departments. When the volume of tasks exceeds the available time or resources, it leads to pressure, reduced productivity, and errors (Linden & Ghiselli, 2020). Task overload can also stem from understaffing or unrealistic expectations from supervisors.
Another significant obstacle is constant interruptions, which prevent secretaries from focusing on high-priority assignments. According to Mark, Gudith, and Klocke (2008), frequent interruptions in the workplace reduce concentration and increase the time required to complete tasks. For secretaries, interruptions may come in the form of phone calls, walk-in inquiries, spontaneous meetings, or urgent requests. These disruptions can fragment workflow and delay the completion of scheduled duties, making effective time management difficult.
Poor prioritization skills also hinder time management among secretaries. Without the ability to distinguish between urgent and important tasks, secretaries may waste time on low-impact activities. Covey’s Time Management Matrix (1989) highlights the importance of categorizing tasks based on urgency and importance. Secretaries who fail to apply such frameworks may find themselves constantly reacting to immediate demands rather than proactively planning their work.
Lack of adequate ICT skills can amplify time management challenges. In today's digital office environment, many secretarial tasks are performed using software tools such as Microsoft Office Suite, calendar scheduling apps, and document management systems. Secretaries who are not proficient in these tools may spend excessive time completing tasks that could otherwise be streamlined. As Olaniyi and Adegoke (2014) point out, the digital divide in office environments can lead to inefficiencies and mismanagement of time.
Inadequate planning tools or improper use of available planning systems also contribute to time management difficulties. While ICT has introduced advanced scheduling tools, secretaries who do not use them effectively may revert to manual methods that are less efficient and more error-prone. Additionally, organizations that do not provide regular training or upgrades for their ICT systems risk impeding their administrative staff’s ability to manage time productively.
Multitasking, often praised as a desirable skill, can paradoxically be a barrier to effective time management. Research by Rubinstein, Meyer, and Evans (2001) indicates that multitasking can reduce productivity and increase mistakes due to the cognitive load required to switch between tasks. Secretaries, due to the dynamic nature of their roles, are often compelled to multitask, which can lead to burnout and reduced quality of work.
Stress and burnout also present notable challenges. The cumulative effect of tight deadlines, constant interruptions, and unrealistic workloads often leads to emotional exhaustion. Stress impairs cognitive functioning, decision-making, and the ability to adhere to time management plans. According to Quick et al. (1997), stress significantly reduces an employee’s capacity to manage time effectively, particularly when organizational support is lacking.
Poor communication and delegation practices within organizations can impact a secretary’s ability to manage time. When roles and expectations are not clearly defined, secretaries may take on unnecessary responsibilities or duplicate efforts. Inadequate delegation from superiors or unclear instructions further complicates task execution and time allocation (Dodd & Sundheim, 2005).
Zhang (2015) argues that poor time management in educational institutions can have a significant negative impact on the institution’s performance. Delays in academic scheduling, miscommunication between staff and students, and disorganized administrative functions can result in operational inefficiencies and a decline in academic performance. Furthermore, secretaries may not always have the necessary training in time management practices or the tools needed to implement effective time management strategies (Saleemi, 2008).
2.4	The Impact of Effective Time Management on Organizational Performance
Effective time management by secretaries can directly contribute to the achievement of organizational goals. In educational institutions, efficient time management ensures that administrative functions are completed on time, communication flows smoothly, and academic schedules are adhered to. This, in turn, enhances overall institutional productivity, improves staff morale, and contributes to achieving academic objectives.
In a study by Zhang (2018), it was found that secretaries who employed effective time management strategies were able to complete tasks more efficiently, resulting in higher levels of organizational performance. Effective time management also enables secretaries to prioritize tasks, reduce stress, and meet deadlines, which are essential for maintaining the smooth functioning of educational institutions like the College of Education, Ilorin, and Kwara State Polytechnic.
Moreover, the timely execution of administrative tasks and the coordination of academic activities lead to a more efficient allocation of resources and improved institutional outcomes. By ensuring that tasks are completed within the allocated time frame, secretaries help to avoid bottlenecks and delays, ensuring that the institution’s goals are met in a timely manner (Saleemi, 2008).


2.5	Technology and Tools for Time Management
In today’s digital age, the use of technology and modern tools plays a crucial role in improving time management practices. According to Dumbeck (2006), tools such as digital calendars, project management software, and communication platforms can help secretaries manage their time more effectively. These tools enable secretaries to organize tasks, set reminders, track deadlines, and communicate more efficiently, reducing the likelihood of errors or missed appointments.
However, as noted by Graham and Bennett (1998), the lack of training in the use of such tools is a significant barrier to effective time management. Secretaries in educational institutions often lack the skills and resources to utilize modern time management technologies effectively, which can lead to inefficiencies and poor organizational performance. Therefore, training programs that focus on equipping secretaries with the skills to use time management tools are crucial for improving the overall efficiency of secretarial work.
2.2 Theoretical Framework
This study is informed by two key theoretical frameworks: Time Management Theory and Task Management Theory.
2.2.1 Time Management Theory
Time Management Theory emphasizes the importance of planning and organizing time to achieve specific goals and maximize productivity. It posits that individuals can enhance their efficiency and effectiveness by setting clear objectives, prioritizing tasks, and allocating sufficient time to each task. In the context of secretarial work, time management theory suggests that secretaries who plan and organize their time effectively are better equipped to meet deadlines, prioritize their workload, and contribute to the overall success of the institution (Dumbeck, 2006).
2.2.2 Task Management Theory
Task Management Theory focuses on the process of managing tasks and ensuring that they are completed within the specified time frame. According to this theory, individuals must be able to break down large tasks into smaller, manageable components, prioritize tasks based on their importance, and allocate appropriate resources to ensure that each task is completed on time. In educational institutions, secretaries are required to manage a variety of administrative and academic tasks simultaneously, making task management a critical component of their overall time management strategy (Zhang, 2015).
2.3 Empirical Review
Several studies have examined the role of time management in secretarial performance, with a particular focus on its impact on organizational effectiveness. Zhang (2018) found that secretaries who employed effective time management strategies were able to complete tasks more efficiently, contributing to the achievement of organizational goals. Similarly, Adegboyega and Ufuoma (2020) highlighted the importance of time management in improving the efficiency of secretaries in public sector organizations. Their study found that secretaries who were trained in time management practices and equipped with modern tools were able to manage their time more effectively, leading to improved organizational performance.
In a study by Saleemi (2008), it was noted that secretaries in Nigerian institutions faced significant challenges in managing their time due to a lack of training and inadequate tools. The study emphasized the need for better training programs and the integration of technology to support time management practices. Similarly, Graham and Bennett (1998) highlighted the challenges faced by secretaries in managing multiple tasks simultaneously and the importance of organizational support in overcoming these challenges.
2.4 Gaps in the Literature
While existing literature has provided valuable insights into the role of time management in secretarial performance, there remains a gap in research specifically focused on the time management practices of secretaries in Nigerian educational institutions. Most studies have either focused on the private sector or have not adequately addressed the unique challenges faced by secretaries in public sector educational institutions. This study seeks to fill this gap by exploring the time management practices of secretaries at the College of Education, Ilorin, and Kwara State Polytechnic.




CHAPTER THREE
METHODOLOGY
This chapter deals with the method and procedures for data collection that was used in carrying out the study.
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; "The Roles of Secretary in Effective Time Management Towards Achieving Organizational Objectives" was designed by the researcher which was used as a tool for data gathering for the study. The items in the questions are placed in four points rating scale of "SA-Strongly Agreed 4, A-Agreed 3. D-Disagreed 2, and SD-Strongly Disagreed 1" respectively.
3.2	Population of the study
The population for this study comprised of College of Education, Ilorin, and Kwara State Polytechnic, Ilorin. There are numbers of secretaries in the case study but the researcher make use of from 25 secretaries at Micheal Imodu National Institute for Labour Studies, Ilorin and 35 secretaries at University of Ilorin, Ilorin.
3.3	Sample and Sampling Technique
The researcher used all the total population as sample size. The total number of population is sizeable to manage for the study.
3.4	Distribution and collection of data
The questionnaires designed were distributed by hand personally by the researcher. Sixty (60) copies of the questionnaire were distributed to the secretaries in the both case study. The researcher went back after one week to retrieve all the questionnaire.
3.5	Reliability
The researcher first tested the instrument in order to make sure the instrument elicited the desired responses from the respondents. The instrument used in this research work is reliable, as the question method will reveal information from the case study.
3.6	Validity
The content validity of the instrument was determined by the supervisor. The supervisor critically examine the instrument with respect to its fitness for the study. 



3.7	Method of Data Analysis
The information collected were classified and manually analyzed with the aid of a calculator, figure collected were converted into percentages to make the analysis clearer. Therefore, the analysis was based on the data collected from the respondents and this will be presented in the next chapter.












CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction 
	This chapter deals with statistical analysis of data collected through questionnaires. It also deals with the interpretation and analysis of data.
4.2	Results 
	Table 4.1:	Effective time management improves the quality of secretarial work.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	50

	Agree
	20
	33

	Disagree
	06
	10

	Strongly Disagree
	04
	7

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 30(50%) of the respondents strongly agreed with the statement that effective time management improves the quality of secretarial work, 20(33%) respondents agreed with the statement, while 6(10%) respondents disagreed and 4(7%) of the respondents strongly disagreed with the statement. 
	This implied that effective time management improves the quality of secretarial work.
	Table 4.2:	Managing time properly helps secretaries meet deadlines.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	24
	40

	Agree
	16
	27

	Disagree
	12
	20

	Strongly Disagree
	08
	13

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.2 above revealed that, 24(40%) of the respondents strongly agreed with the notion that managing time properly helps secretaries meet deadlines, 16(27%) respondents agreed, while 12(20%) respondents disagreed and 8(13%) of the respondents strongly disagreed with the statement.
	Therefore, one can say that managing time properly helps secretaries meet deadlines.





Table 4.3:	Time management contributes to achieving organizational targets. 
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	28
	47

	Agree
	14
	23

	Disagree
	12
	20

	Strongly Disagree
	06
	10

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.3 above indicated that, 28 (47%) of the respondents strongly agreed with the notion that time management contributes to achieving organizational targets, 14(23%) respondents agreed, while 12(20%) respondents disagreed and 6(10%) of the respondents strongly disagreed with the notion.
	It is obvious to conclude that time management contributes to achieving organizational targets.





Table 4.4:	Time management enhances the image of the institution.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	40
	67

	Agree
	20
	33

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.4 above showed that, 40 (67%) of the respondents strongly agreed with the notion that time management enhances the image of the institution, 20(33%) respondents agreed, while none of the respondents for disagreed and strongly disagreed respectively.
	It is clear to conclude that time management enhances the image of the institution.





	Table 4.5:	Good time management leads to better team collaboration.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	26
	43

	Agree
	18
	30

	Disagree
	12
	20

	Strongly Disagree
	04
	7

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.5 indicated that, 26 (43%) of the respondents strongly agreed, 18(30%) respondents agreed with the statement that good time management leads to better team collaboration, while 12(20%) disagreed and 4(7%) of the respondents strongly disagreed with the notion.
	This implies that good time management leads to better team collaboration.





	Table 4.6:	Time management is the courage on the part of an individual not to procrastinate.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	50

	Agree
	20
	33

	Disagree
	10
	17

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.6 revealed that, 30(50%) of the respondents strongly agreed, 20(33%) respondents agreed with the notion that time management is the courage on the part of an individual not to procrastinate, while 10(17%) disagreed while there was no respondents for strongly disagreed.
	It is safe to conclude that time management is the courage on the part of an individual not to procrastinate.





	Table 4.7:	A secretary needs to manage his time effectively in order to do the right thing at the right time.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	40
	66

	Agree
	10
	17

	Disagree
	10
	17

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.7 showed that, 40(66%) of the respondents strongly agreed with the notion that a secretary needs to manage his time effectively in order to do the right thing at the right time, 10(17%) respondents agreed with the notion, while 10(17%) disagreed and there was no respondents for strongly disagreed with the statement.
	Therefore, it is obvious to conclude that a secretary needs to manage his time effectively in order to do the right thing at the right time.





	Table 4.8:	Time cannot be managed or controlled but an individual has to manage himself.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	50

	Agree
	30
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.8 revealed that, 30(50%) of the respondents strongly agreed with the notion that communication skills bridge the gap of misunderstand in an organization, 30(50%) respondents agreed with the notion, while none of the respondents responded to disagreed and strongly disagreed respectively.
	This implies that time cannot be managed or controlled but an individual has to manage himself.





	Table 4.9:	Those who don’t plan cannot manage their time effectively.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	44
	73

	Agree
	16
	27

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.9  indicated that, 44(73%) of the respondents strongly agreed with the statement that those who don’t plan cannot manage their time effectively, 16(27%) respondents agreed with the notion, while none of the respondents responded to disagreed or strongly disagreed respectively.
	It is obvious to conclude that those who don’t plan cannot manage their time effectively.





	Table 4.10:	Efficiency is one of the outcomes of time management for an organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	50

	Agree
	20
	33

	Disagree
	06
	10

	Strongly Disagree
	04
	7

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.10  showed that, 30(50%) of the respondents strongly agreed with the statement that efficiency is one of the outcomes of time management for an organization, 20(33%) respondents agreed, while 6(10%) respondents disagreed and 4(7%) of the respondents strongly disagreed.
	Therefore, one can conclude that efficiency is one of the outcomes of time management for an organization.





	Table 4.11:	Managing time reduces uncertainty and ineffectiveness in an organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	60
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.11  revealed that, 60(100%) of the respondents strongly agreed with the statement that managing time reduces uncertainty and ineffectiveness in an organization, while there was no respondents for agreed, disagreed and strongly disagreed respectively.
	It is clear to conclude that managing time reduces uncertainty and ineffectiveness in an organization.




	Table 4.12:	Overwhelming workload hinders effective time management
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	50

	Agree
	20
	33

	Disagree
	10
	17

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.12 indicated that, 30(50%) of the respondents strongly agreed with the statement that overwhelming workload hinders effective time management, 20(33%) respondents agreed with the notion while 10(17%) of the respondents disagreed and there was no respondents strongly disagreed.
	Therefore, one can say that overwhelming workload hinders effective time management.





	Table 4.13:	Lack of time management training affects my performance.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	50

	Agree
	30
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.13 revealed that, 30(50%) of the respondents strongly agreed with the notion that lack of time management training affects my performance, 15(50%) respondents agreed with the statement while none of the respondents disagreed and strongly disagreed respectively.
	It is safe to conclude that lack of time management training affects my performance.





	Table 4.14:	Stress negatively impacts my time management skills.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	24
	40

	Agree
	18
	30

	Disagree
	12
	20

	Strongly Disagree
	06
	10

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.14 showed that, 24(40%) of the respondents strongly agreed, 18(30%) respondents agreed with the statement, while 12(20%) of the respondents disagreed with the notion that stress negatively impacts my time management skills and 6(10%) respondents strongly disagreed.
	Therefore, one can say that stress negatively impacts my time management skills.





	Table 4.15:	Lack of administrative support affects my ability to manage time.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	28
	47

	Agree
	14
	23

	Disagree
	12
	20

	Strongly Disagree
	06
	10

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.15 revealed that, 28(47%) of the respondents strongly agreed, 14(23%) respondents agreed with the statement, while 12(20%) of the respondents disagreed with the notion that lack of administrative support affects my ability to manage time and 6(10%) respondents strongly disagreed.
	This implies that lack of administrative support affects my ability to manage time.





	Table 4.16:	Prudent management of resources is guaranteed when is consciously managed.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	32
	53

	Agree
	18
	30

	Disagree
	10
	17

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.16 revealed that, 32(53%) of the respondents strongly agreed with the statement that prudent management of resources is guaranteed when is consciously managed, 18(30%) respondents agreed with the statement, while 10(17%) of the respondents disagreed and there was no respondents for strongly disagreed.
	It is obvious to conclude that prudent management of resources is guaranteed when is consciously managed.





	Table 4.17:	Meeting affords individual an opportunity or what is to be done, when and how.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	24
	40

	Agree
	18
	30

	Disagree
	12
	20

	Strongly Disagree
	06
	10

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.17 showed that, 24(40%) of the respondents strongly agreed with the notion that meeting affords individual an opportunity or what is to be done, when and how, 18(30%) respondents agreed, while 12(20%) of the respondents disagreed and 6(10%) of the respondents strongly disagreed with the statement. 
	One can conclude that meeting affords individual an opportunity or what is to be done, when and how.





	Table 4.18:	Low productivity is a likely result for not managing time efficiently.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	60
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.18 revealed that, 60(100%) of the respondents strongly agreed with the statement that low productivity is a likely result for not managing time efficiently while none of the respondents responded to agreed, disagreed and strongly disagreed respectively. 
	This implies that low productivity is a likely result for not managing time efficiently.





	Table 4.19:	A man must know how to prioritize his tasks so as to manage time efficiently.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	50

	Agree
	18
	30

	Disagree
	12
	20

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.19 indicated that, 30(50%) of the respondents strongly agreed with the notion that a man must know how to prioritize his tasks so as to manage time efficiently, 18(30%) respondents agreed, while 12(20%) of the respondents disagreed and there was no respondents for strongly disagreed with the notion. 
	It is safe to conclude that a man must know how to prioritize his tasks so as to manage time efficiently.





	Table 4.20:	Knowing what to do is a preparation for planning to manage time.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	60
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	60
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.20 showed that, 60(100%) of the respondents strongly agreed with the notion that knowing what to do is a preparation for planning to manage time while none of the respondents responded to agreed, disagreed and strongly disagreed respectively. 
	This implies that knowing what to do is a preparation for planning to manage time.





CHAPTER FIVE
SUMMARY, CONCLUSION, AND RECOMMENDATIONS
5.1 	Summary
This study was conducted to investigate the time management practices of secretaries at the College of Education, Ilorin, and Kwara State Polytechnic. The need for this investigation stemmed from the crucial role secretaries play in ensuring the smooth functioning of administrative activities and the increasing demands for greater efficiency, productivity, and professional excellence in the education sector.
The research objectives were carefully crafted to explore three major areas: how secretaries manage their time in performing their duties, the major challenges faced by secretaries in managing time effectively, and how effective time management contributes to the achievement of organizational goals and objectives. A descriptive survey design was employed, and data were collected through structured questionnaires distributed to 60 respondents across both institutions.
The demographic data revealed a fair distribution of gender, age, marital status, religion, and years of experience, suggesting a broad and representative sample. Findings from the first research question showed that secretaries largely adopt positive time management practices such as daily scheduling, prioritization of tasks, goal setting, and avoidance of multitasking. However, some challenges such as poor adherence to schedules were also noted.
Regarding the second research question, frequent interruptions, workload overload, stress, inadequate training, and lack of administrative support emerged as the major obstacles to effective time management among secretaries. These challenges highlighted both systemic and individual factors hindering efficient time use.
For the third research question, it was observed that effective time management by secretaries significantly contributes to organizational success by ensuring timely task completion, improving service delivery, enhancing institutional reputation, and fostering collaboration among staff members.
Overall, the study revealed that while secretaries demonstrated commendable time management skills, several challenges persisted, which, if addressed, could further enhance their performance and the achievement of organizational objectives.


5.2	Conclusion
Based on the findings of the study, it can be concluded that time management practices among secretaries at the College of Education, Ilorin, and Kwara State Polytechnic are relatively commendable but not without gaps. Secretaries have embraced strategies such as daily scheduling, prioritization, and goal setting in managing their duties. Nevertheless, the existence of challenges such as frequent interruptions, lack of formal training, stress, and inadequate support systems significantly undermines the full potential of these time management practices.
The effectiveness of secretarial performance is directly linked to the degree of time management skills they possess. Secretaries who effectively manage their time are more likely to contribute positively to their organization's achievement of goals and objectives, enhancing operational efficiency and service delivery. Therefore, it is essential that organizations recognize the importance of providing a supportive environment and continuous training opportunities for their secretarial staff.
Ultimately, this study confirms that effective time management is not just a personal skill but an organizational asset. By investing in the time management capabilities of secretaries, educational institutions can achieve higher administrative effectiveness, improved productivity, and better overall institutional performance.
5.3	Recommendations
In view of the findings and conclusions drawn from the study, the following recommendations are proposed to enhance the time management practices of secretaries and promote organizational success:
1. Training and Development Workshops:
There should be regular organization of training sessions and workshops on time management for secretaries. These programs should focus on practical skills such as prioritization, delegation, goal setting, managing interruptions, and use of technology for scheduling. This recommendation is consistent with Smith et al. (2018), who emphasized the role of continuous professional development in enhancing administrative efficiency.
2. Provision of Technological Tools:
Management should ensure that secretaries have access to modern time management tools such as digital planners, reminder apps, and task management software. This would assist them in organizing and scheduling tasks more effectively, as supported by Williams (2019) who stated that technological aids significantly reduce time wastage in the workplace.
3. Structured Work Environment:
Efforts should be made to minimize frequent interruptions by establishing structured communication protocols. For instance, internal memos or official communication channels could be utilized instead of walk-ins for non-urgent matters. As Green, Jones, and Thomas (2020) suggested, reducing unnecessary interruptions enhances productivity and time management.
4. Administrative Support:
Institutions should ensure that secretaries receive adequate support from their supervisors. Clear job descriptions, realistic deadlines, and regular feedback sessions should be provided. Robbins and Judge (2019) argued that administrative support systems are crucial in enabling employees to maximize their time management capabilities.
5. Stress Management Programs:
Institutions should introduce stress management initiatives such as counseling services, wellness programs, and workload balancing measures. As Ayodele (2020) noted, high-stress levels negatively impact time management and employee productivity; thus, efforts to manage stress are critical to promoting effective time usage.
6. Delegation of Duties:
Managers and heads of departments should learn to delegate tasks appropriately to secretaries. Overloading secretaries with multiple responsibilities reduces their ability to manage time effectively. Kothari (2016) asserted that proper task distribution helps in reducing burnout and enhancing organizational efficiency.
7. Evaluation and Monitoring:
There should be periodic evaluation of secretaries’ time management practices through appraisals and feedback mechanisms. This would help in identifying areas of improvement and providing targeted interventions. George and Jones (2018) emphasized that monitoring and feedback play critical roles in sustaining high-performance work behaviors.
8. Creation of Time Management Policies:
Organizations should develop and implement clear policies on time management expectations for all staff, including secretaries. Such policies should outline strategies for managing tasks, meeting deadlines, handling interruptions, and using planning tools effectively.
9. Encouraging Personal Development:
Secretaries should also be encouraged to engage in personal development activities such as reading books on time management, attending online courses, and setting personal time management goals to complement organizational efforts.
10. Recognition and Motivation:
Secretaries who demonstrate excellent time management skills should be recognized and rewarded. Positive reinforcement serves as motivation for others to emulate best practices in managing time efficiently.
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APPENDIX I
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND SOFT SKILLS 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 Soft Skills Technology, Kwara State Polytechnic, Ilorin. I am at present conducting a research and writing a project on “ROLES OF SECRETARY IN EFFECTIVE TIME MANAGEMENT TOWARDS ACHIEVING ORGANIZATIONAL GOALS AND OBJECTIVES”: A case study of College of Education and Kwara State Polytechnic.
The exercise is important in partial fulfillment of the requirements for the award of Higher National Diploma in Office Technology and Management of the institution.
Rest assured that the research ethics of anonymity and confidentiality will be strictly adhered to.
Yours faithfully, 
ADELABUBUSOLAOPEYEMI
HND/23/OTM/FT/0088


APPENDIX II
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND SOFT SKILLS TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/ Madam
RESEARCH QUESTIONNAIRE
This questionnaire is designed to solicit information from you on “ROLES OF SECRETARY IN EFFECTIVE TIME MANAGEMENT TOWARDS ACHIEVING ORGANIZATIONAL GOALS AND OBJECTIVES”: A case study of College of Education and Kwara State Polytechnic.
Kindly complete the questions below.
Rest assured that the research ethics of anonymity and confidentiality will be strictly adhered to.


Yours faithfully, 

ADELABUBUSOLAOPEYEMI
HND/23/OTM/FT/0088



QUESTIONNAIRE

1) Effective time management improves the quality of secretarial work.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
2) Managing time properly helps secretaries meet deadlines.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
3) Time management contributes to achieving organizational targets. 
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
4) Time management enhances the image of the institution.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
5) Good time management leads to better team collaboration.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
6) Time management is the courage on the part of an individual not to procrastinate.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
7) A secretary needs to manage his time effectively in order to do the right thing at the right time.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
8) Time cannot be managed or controlled but an individual has to manage himself.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
9) Those who don’t plan cannot manage their time effectively.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
10) Efficiency is one of the outcomes of time management for an organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
11) Managing time reduces uncertainty and ineffectiveness in an organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
12) Overwhelming workload hinders effective time management
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )


13) Lack of time management training affects my performance.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
14) Stress negatively impacts my time management skills.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
15) Lack of administrative support affects my ability to manage time.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
16) Prudent management of resources is guaranteed when is consciously managed. (a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
17) Meeting affords individual an opportunity or what is to be done, when and how.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
18) Low productivity is a likely result for not managing time efficiently.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
19) A man must know how to prioritize his tasks so as to manage 
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
20) Knowing what to do is a preparation for planning to manage time.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
