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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
The rapid advancement in technology has significantly transformed the functions and roles of secretaries in both private and public sector organizations. The office environment has evolved with the integration of modern office machines and equipment, thereby reshaping traditional secretarial duties. In the past, secretaries were primarily engaged in typewriting, shorthand dictation, answering telephone calls, and processing mail. However, with the advent of modern technology, these responsibilities have expanded to include the use of computers, internet facilities, and sophisticated office machines, which enhance productivity and efficiency (Mumuni& Sam, 2014). Today’s secretaries are expected to be proficient in handling various office machines, including photocopiers, fax machines, computers, printers, and duplicating machines, among others (Edwin, 2008).
In the past decades several changes have taken place in private and public offices regarding the roles and functions of the secretary due to fast technological advancement in all phases of human life especially in the office environment.  Most officesin today’s business world, be it government, industry or other human endeavours, require facts and accurate information for quick decision-making.  The office worker, including the secretary, expects certain supportfrom the organization that he/she is employed. This support can be technological (machinesand equipment) and human.  In the past, manager’s dictated memos and letters andsecretaries typed them in various offices. Most recently, institutions have developed wordprocessing centers and relied on personal computers and even electronic mail in an effort to lessen the need for secretarial support and make the secretary very productive (Ezoem, 1995; Osuala, 2004). The type of machines andgadgets that were used to produce, duplicate andstore information has undergone a great transformation to cope with the growing world technology, as a result, therole of secretaries in thebusiness set uphaschanged tremendously from that of typewriting, shorthand dictation, answering of telephone calls and processing of mails to the usage of computers and other modern gadgets (Mumuni& Sam, 2014) 
Today’s secretaries areexposed to office technology including the internet that make workmuch easier and knowledge more accessible (Edwin, 2008).  It is now easier to send messagesby telex, electronic mails (e-mails), faxand telephones. Other office gadgets available to the secretary are photo-copy machines, duplicating machines, dictating machines, printers,amongothers. Secretaries now have many technologically advanced office gadgets to easetheir jobs and enhance proficiency and productivity leading to improved access to goods and services globally (Akpomi,2003). Technological changes have altered the procedures andtechniques for office functions to include the computers, electronic mail, voice mail, and the internet.
The need for quick and accurate information in office administration has necessitated the adoption of modern office machines and equipment in organizations. Offices today, whether in government, industry, or other sectors, require real-time data for effective decision-making. This demand has led to the automation of office tasks, reducing human effort and improving efficiency (Spencer, 1981). Automation is described as the process of replacing human work with machines or systems designed to perform specific tasks automatically or repeatedly. Over time, office automation has significantly contributed to improving the performance of secretaries by streamlining their duties and allowing them to focus on more complex tasks that require human input (Ezoem, 1995; Osuala, 2004).
In the academic environment, institutions such as the University of Ilorin and Kwara State Polytechnic have embraced modern office technologies to facilitate administrative efficiency. Secretarial staff in these institutions now operate in an environment that requires proficiency in computer usage, internet-based communication, and electronic data management. These developments have made it imperative to assess the influence of office machines and equipment on the performance of secretaries, particularly in these institutions.
Despite the advantages of office automation, certain challenges persist. Some organizations lack adequate office equipment, limiting the effectiveness of secretaries. Moreover, the rapid pace of technological change necessitates continuous training for secretaries to keep up with evolving office trends. Without adequate training, secretaries may find it difficult to maximize the benefits of these technological advancements, leading to inefficiencies in office operations (Ordu&Akpomi, 2009). Therefore, this study seeks to explore the extent to which office machines and equipment influence the performance of secretaries in the office environment, with a specific focus on the University of Ilorin and Kwara State Polytechnic.
1.2	Statement of the Problem
The effectiveness of secretarial functions is highly dependent on the availability and usability of modern office machines and equipment. Many organizations have transitioned from traditional manual operations to automated office environments, yet some secretaries still struggle with outdated technology or inadequate training on modern office tools. While automation has been found to increase productivity in many sectors, the extent to which office machines contribute to secretarial performance in Nigerian institutions remains an area of concern.
Modern office technology encompasses a wide range of digital and electronic tools designed to improve efficiency, accuracy, and productivity in secretarial and administrative tasks. These technologies include, but are not limited to, computers, advanced word-processing software, cloud storage solutions, email communication platforms, and automation tools. The integration of these technologies has revolutionized traditional secretarial roles, automating repetitive tasks, enhancing communication, and promoting a paperless office environment (Ajayi, 2020).
The history of office technology has evolved in phases, beginning with manual typewriters and handwritten documentation. Secretarial duties in the early days were time-consuming and prone to errors. The introduction of the electric typewriter in the mid-20th century marked a shift toward efficiency, but it was the advent of personal computers in the 1980s and the development of sophisticated office software such as Microsoft Office and Google Workspace that truly transformed administrative work (Okonkwo, 2019).
Cloud computing has further improved accessibility and flexibility, allowing secretaries to retrieve and edit documents remotely. This technology ensures data security, facilitates real-time collaboration, and enhances document-sharing capabilities. Moreover, teleconferencing tools such as Zoom and Microsoft Teams have redefined workplace communication, enabling seamless interaction between geographically dispersed teams (Adebayo &Uche, 2021). The implementation of artificial intelligence (AI) in office environments is also playing a significant role in automating scheduling, data entry, and customer service tasks, leading to improved overall organizational efficiency (Eze, 2022).
Due to the rapid growth of technology in all facets of human life, particularly in the workplace, there have been a number of changes surrounding the roles and responsibilities of secretaries in private and public offices during the past few decades. Today's offices, whether in government, business, or other human endeavors, need facts and precise information to make decisions quickly. Every office employee, even the secretary, has specific expectations of the company for which they work. Both technology (machines and equipment) and human assistance may be provided. Managers used to dictate letters and memoranda, and secretaries would type them in various offices. In an effort to reduce the need for secretarial assistance and increase secretary productivity, organizations have most recently built word processing centers and depended on computers and even email (Ezoem, 1995; Osuala, 2004). To keep up with the expanding world of technology, the types of machines and devices that were used to create, copy, and store information have undergone a great transformation. As a result, the role of secretaries in the business setting has drastically changed from that of typewriting, shorthand dictation, answering phone calls, and processing mail to the use of computers and other modern devices (Mumuni& Sam 2014). Today's secretaries are exposed to office technology, such as the internet, which greatly simplifies labor and increases knowledge accessibility (Edwin, 2008). Sending messages by telex, e-mail, fax, and phone is now more convenient. The secretary can also use photocopiers, duplicating machines, dictation machines, printers, and other office equipment. Today's secretaries have access to a variety of technologically advanced office equipment to make their tasks easier, increase their expertise, and increase production, which improves global access to goods and services (Akpomi, 2003). The use of computers, electronic mail, voice mail, and the internet have all changed how office duties are performed due to technological advancements.Automation, according to Spencer (1981), is the process of replacing human labor with that carried out by devices or systems created to carry out a certain combination of tasks automatically or frequently. However, the development of automated office technology in more recent times has allowed the secretary's normal labor to move to a new level. Computers, phones, and other automated office equipment handle the majority of traditional and routine tasks.The availability of office technologies and the secretary's abilities and skills determine the efficiency and effectiveness of the secretary in any business organization (Ordu&Akpomi 2009). The value of the secretary's job and the requirement to supply the essential office supplies and equipment for the effectiveness of secretarial duties are now recognized by modern organizations.
In the University of Ilorin and Kwara State Polytechnic, secretaries play a crucial role in administrative processes. However, challenges such as inadequate office equipment, limited access to modern office machines, and lack of proper training hinder their efficiency. In some cases, organizations fail to provide necessary technological support, thereby affecting the performance of their secretarial staff. These issues raise questions about how effectively secretaries can perform their duties in an increasingly digitalized office environment.
This study, therefore, aims to investigate how office machines and equipment influence secretarial performance, assess the availability and accessibility of these tools, and explore possible measures to enhance their effectiveness in organizations, particularly in the University of Ilorin and Kwara State Polytechnic.
1.3	Objectives of the Study
The primary objective of this study is to examine the influence of office machines and equipment on the performance of secretaries. Specifically, the study aims to:
i. Assess the impact of modern office machines on secretarial productivity in the University of Ilorin and Kwara State Polytechnic.
ii. Identify the types of office machines and equipment available in the selected institutions.
iii. Evaluate the level of secretarial proficiency in handling office machines and equipment.
iv. Investigate the challenges faced by secretaries in utilizing modern office equipment.
1.4	Research Questions
To guide this study, the following research questions have been formulated:
1. How do modern office machines and equipment impact the productivity of secretaries?
2. What types of office machines and equipment are available in the University of Ilorin and Kwara State Polytechnic?
3. To what extent are secretaries proficient in handling modern office technology?
4. What challenges do secretaries face in utilizing office machines and equipment?
1.5	Significance of the Study
The findings of this study will be significant in several ways. First, it will provide valuable insights into how modern office machines and equipment influence secretarial productivity. The study will be beneficial to management in institutions such as the University of Ilorin and Kwara State Polytechnic by highlighting the need for adequate office equipment and training programs for secretarial staff. Additionally, the study will contribute to the body of knowledge on office technology and secretarial studies, serving as a reference for future research in related areas.
Furthermore, secretaries themselves will benefit from this study as it will highlight areas for improvement in their use of office machines. By understanding the impact of modern office equipment on their roles, secretaries can advocate for better resources and training opportunities to enhance their skills and efficiency.
1.6	Delimitation
The study is specifically focused on the secretarial staff in the University of Ilorin and Kwara State Polytechnic, thus excluding other administrative or academic staff members who may also use office machines. Furthermore, while the research acknowledges the role of training in secretarial efficiency, it will primarily emphasize the availability and usage of office machines rather than broader organizational training policies.
1.7	Limitations
This study may be constrained by certain limitations, including limited access to comprehensive data on office equipment usage. Some respondents may be unwilling to provide accurate information due to concerns about confidentiality. Additionally, time and financial constraints may limit the scope of data collection, making it difficult to conduct a broader analysis across multiple institutions beyond the University of Ilorin and Kwara State Polytechnic.














CHAPTER TWO
LITERATURE REVIEW
2.1 	Conceptual Review
2.1.1 	Office Machines and Equipment
In today’s dynamic office environment, the effective performance of administrative personnel particularly secretaries depends heavily on the availability and functionality of modern office machines and equipment. These tools are essential for streamlining office operations, enhancing productivity, ensuring communication flow, and reducing the physical strain associated with traditional clerical tasks. Office machines and equipment are not only facilitators of administrative efficiency but also determinants of how well secretaries can perform in their assigned roles.
Office machines and equipment can be defined as mechanical, electrical, or electronic devices used in offices to improve the efficiency of clerical, administrative, and communicative functions (Eze, 2016). They range from basic tools such as staplers and typewriters to advanced technologies like computers, photocopiers, scanners, projectors, and multifunctional printers.
According to Omoniyi and Oludayo (2019), office equipment can be classified into:
· Input Devices: Keyboards, scanners, microphones, etc.
· Output Devices: Printers, monitors, speakers, etc.
· Processing Equipment: Computers, tablets, laptops.
· Communication Devices: Intercom systems, telephones, video conferencing tools.
· Duplicating and Finishing Machines: Photocopiers, laminators, binding machines.
· Storage Equipment: Flash drives, external hard drives, and filing cabinets.
Office machines and equipment refer to the various tools and devices used in modern workplaces to enhance efficiency, productivity, and accuracy in administrative tasks. These include computers, printers, scanners, photocopiers, telephone systems, and other electronic devices that facilitate office work (Akinyemi&Olayemi, 2018). Over the years, office technology has evolved from manual typewriters to sophisticated digital tools that automate various tasks, reducing human error and increasing workflow efficiency (Okonkwo, 2019).
Computers and related software have become the backbone of modern office operations. Word processors, spreadsheets, and database management systems streamline document creation, data organization, and record-keeping. Furthermore, the introduction of cloud computing allows employees to store, retrieve, and share files remotely, promoting flexible work environments (Ajayi, 2020). Photocopiers and scanners also play essential roles in document duplication and digitalization, ensuring seamless handling of paperwork (Adebayo &Uche, 2021).
Telephone systems, email platforms, and teleconferencing tools such as Zoom and Microsoft Teams have revolutionized communication within office settings, reducing the need for face-to-face meetings and fostering real-time collaboration (Ojo, 2020). Automated answering machines and voice recognition systems further enhance business operations by streamlining communication processes. Additionally, office automation technologies, including workflow management software, help track tasks, manage deadlines, and improve coordination across departments (Eze, 2022).
Technological advancement has significantly reshaped the types and functions of office equipment used today. The traditional typewriter has given way to word processors and computer-based systems that allow for digital editing, printing, and document sharing. Similarly, manual filing systems have been largely replaced by cloud-based and electronic document management systems.
Advanced office machines now come with multiple features that support multitasking and reduce the need for multiple devices. For instance, a modern printer may include scanning, photocopying, and emailing functions. These developments have made it possible for secretaries to perform various tasks more efficiently within a shorter time frame.
2.1.2 	Secretary
A secretary is a professional responsible for handling administrative duties within an organization. Secretarial responsibilities include managing correspondence, scheduling meetings, maintaining records, and ensuring smooth office operations (Okeke et al., 2020). The role of secretaries has evolved with technological advancements, shifting from traditional clerical work to strategic administrative functions that involve the use of modern office equipment and digital tools (Adeyemi& Johnson, 2020).
A secretary is described as a person who manages communications, maintains records, and performs general clerical work for an individual, organization, etc. in the Collins English Dictionary (Complete and Unabridged 2003). According to Mayer (1997), a secretary is an executive assistant who is skilled in office procedures, shows the capacity to take on responsibility both with and without guidance, uses initiative and judgment, and takes decisions within the parameters of delegated authority. According to Armah (2015), in today's technologically advanced offices, the secretary's job is essential to an organization's advancement. This is supported by Akpomi and Ordu (2009), who think that a professional secretary's ability to operate effectively is based on their knowledge, abilities, and office supplies. Modern technology is defined by the condensed Oxford English dictionary as the use of cutting-edge methods and tools as well as the practical application of scientific knowledge. It was published in London, UK. Secretarial tasks that were previously performed manually, according to Atakpa (2010), have been automated or mechanized. Automation, according to Spencer (1981), is the process of replacing human labor with that carried out by devices or systems created to carry out a certain combination of tasksautomatically or frequently. The introduction of the word processor has made the professional path for secretaries easier.

· Impact on Secretarial Efficiency
The availability and effective use of modern machines directly affect the productivity of secretaries. Studies by Okoye and Nwankwo (2020) indicate that organizations that invest in up-to-date machines and provide regular training experience higher levels of secretarial efficiency. Secretaries who are skilled in using machines such as Microsoft Office applications, digital filing systems, and multifunction printers often outperform their counterparts who rely on manual systems.
Moreover, the use of communication technologies such as emails, intercoms, and virtual meeting tools like Zoom and Microsoft Teams has enabled secretaries to collaborate more easily and manage complex schedules effectively.
Secretaries are often the first point of contact in an organization, handling communication with clients, partners, and employees. They are tasked with managing emails, answering phone calls, and organizing documents. With the advent of office technology, secretaries now rely on word processing software, spreadsheets, and database management systems to execute their duties effectively (Eze&Nwankwo, 2021).



A secretary is a key administrative professional responsible for managing office activities, facilitating communication, and supporting the smooth operation of an organization. Traditionally, the role of the secretary involved clerical tasks such as typing, filing, and taking dictation. However, in today’s dynamic and technologically advanced work environment, the role has evolved significantly to encompass a broader range of responsibilities, including office management, information processing, and the use of modern communication technologies.
According to Oladunjoye and Akinlabi (2018), a secretary is a trained individual who possesses a blend of clerical, administrative, and managerial skills, enabling them to handle sensitive information, manage schedules, and act as the communication link between management and staff or external parties.
· Functions and Responsibilities of a Secretary
The functions of a secretary typically include:
· Document Preparation: Typing, formatting, editing, and printing official documents.
· Information Management: Maintaining files, records, and databases.
· Communication Handling: Receiving visitors, answering calls, and managing emails.
· Schedule Management: Organizing meetings, appointments, and travel arrangements.
· Office Coordination: Liaising with other departments to ensure efficient office operations.
As emphasized by Ukonu (2020), the secretary is often regarded as the "nerve center" of the office, due to their pivotal role in coordinating communication, organizing workflows, and ensuring the timely execution of managerial decisions.
In addition to their administrative functions, secretaries are increasingly involved in managerial and decision-making roles. Many organizations require them to oversee office budgets, coordinate events, and manage human resource-related functions such as employee scheduling and record-keeping (Usman & Bello, 2021). The use of artificial intelligence (AI) and automation tools further enhances their productivity by reducing the workload associated with repetitive tasks (Akinyemi&Olayemi, 2018).
The professional development of secretaries is crucial in ensuring their effectiveness in modern office environments. Many institutions offer training programs in office management, digital literacy, and business communication to equip secretaries with the skills needed to adapt to evolving workplace demands (Ajayi, 2020).
· Types of Secretaries
Secretaries may serve in various capacities, including:
· Personal/Executive Secretary: Provides one-on-one support to executives or managers.
· Legal Secretary: Specializes in legal documentation and court processes.
· Medical Secretary: Works in hospitals or clinics handling patient records and appointments.
· Company Secretary: In corporate governance, ensures compliance with legal and regulatory requirements.
Qualities of an Effective Secretary
To perform effectively, secretaries are expected to demonstrate:
· Professionalism
· Confidentiality
· Strong Communication Skills
· Proficiency in ICT tools
· Attention to detail
· Time management and organizational ability
2.1.3 	Performance of Secretaries in the Office
The performance of secretaries in an office setting is determined by their efficiency in executing administrative tasks, their ability to adapt to technological advancements, and their contribution to organizational productivity. Effective secretarial performance ensures smooth office operations, improved communication, and enhanced record management (Adebayo &Uche, 2021).
The integration of modern office technology significantly impacts secretarial performance. Computerized systems, automated scheduling tools, and digital record-keeping enhance accuracy and reduce the time spent on manual documentation. A study by Akinyemi and Olayemi (2018) found that secretaries who use office automation tools experience higher job satisfaction and efficiency.
Communication plays a key role in the performance of secretaries. The use of email, instant messaging, and teleconferencing facilitates seamless information exchange within an organization. Secretaries who are proficient in using digital communication platforms are better equipped to manage correspondences, schedule meetings, and coordinate office activities effectively (Okonkwo, 2019).
Moreover, the ability of secretaries to manage office equipment such as printers, copiers, and telephone systems contributes to their overall performance. Secretaries who possess technical skills in troubleshooting office machines ensure minimal disruptions in workflow and maintain operational efficiency (Eze, 2022).
Professional development and training programs play a crucial role in enhancing the performance of secretaries. Organizations that invest in continuous training initiatives enable secretaries to stay updated with new technologies and administrative best practices. Research by Adeyemi and Johnson (2020) suggests that secretaries who undergo regular skill enhancement programs demonstrate higher productivity levels and contribute significantly to organizational growth.
Performance refers to the execution of tasks and duties to meet set objectives and contribute to organizational goals. In the context of secretarial work, performance is generally measured by speed, accuracy, reliability, quality of communication, and ability to manage office tools and relationships (Okolocha & Ile, 2012).
Performance indicators for secretaries may include:
· Timely and accurate preparation of documents
· Effective communication with internal and external stakeholders
· Efficient scheduling and meeting coordination
· Confidentiality in handling sensitive information
· Professionalism and interpersonal skills
2.2 	Theoretical Review
2.2.1	 Resource-Based View (RBV) Theory
The Resource-Based View (RBV) theory was propounded by Jay Barney in 1991. The theory posits that an organization gains a sustainable competitive advantage through its unique internal resources, which must be valuable, rare, inimitable, and non-substitutable (Barney, 1991). These resources include human capital, technology, organizational culture, and intellectual property, all of which contribute to long-term business success.
In the context of office administration, the RBV theory emphasizes the importance of office machines, equipment, and human resources, such as secretarial expertise, in enhancing organizational performance (Adeyemi& Johnson, 2020). Organizations that effectively manage their internal resources, including investing in modern office technology and professional training, position themselves for sustained competitive advantage (Eze, 2022).
The Resource-Based View (RBV) theory posits that an organization's sustainable competitive advantage is derived from its internal resources, which must be valuable, rare, inimitable, and non-substitutable (Barney, 1991). In the context of office administration, office machines, equipment, and secretarial expertise serve as strategic resources that contribute to organizational success.
Organizations that effectively invest in modern office technology and human capital development optimize administrative efficiency and gain a competitive edge. Secretaries, as key human resources, play a crucial role in ensuring effective office operations, data management, and communication (Adeyemi& Johnson, 2020). The RBV framework suggests that secretarial skills combined with advanced office equipment create a synergy that enhances workplace productivity (Eze, 2022).
Furthermore, RBV emphasizes the importance of continuous investment in training and technological innovation to maintain a firm's strategic advantage (Usman & Bello, 2021). Companies that fail to upgrade their office infrastructure or invest in employee development risk losing efficiency and competitive positioning in the long run (Adebayo &Uche, 2021).
The Resource-Based View (RBV) theory posits that organizations gain competitive advantage by effectively utilizing unique resources, including human capital and technology. Modern office technology serves as a strategic resource that enhances secretarial efficiency, leading to improved organizational performance (Barney, 1991). Research by Adeyemi and Johnson (2020) highlights that companies that invest in office automation tools and employee training experience greater administrative efficiency and higher levels of employee satisfaction.
2.3	Empirical Review
Several empirical studies have examined the impact of modern office technology on secretarial efficiency.
A study by Akinyemi and Olayemi (2018) investigated the role of computerization in enhancing secretarial duties in Nigeria. Their research found that the use of modern office software significantly reduced workload, improved documentation accuracy, and facilitated better data management. Secretaries using advanced office technology reported higher job satisfaction and productivity levels.
Okeke et al. (2020) conducted research on office automation and employee productivity in the banking sector. Their study revealed that automated filing systems, email communication, and cloud storage increased the speed and accuracy of administrative tasks, resulting in enhanced efficiency. They also noted that digital tools reduced the risk of data loss and improved information retrieval processes.
Eze and Nwankwo (2021) explored the challenges associated with implementing modern office technology in corporate organizations. The study identified key barriers such as inadequate training, resistance to change, and high maintenance costs of digital infrastructure. To mitigate these challenges, the authors recommended ongoing professional development programs and organizational policies that support technological adaptation.



















CHAPTER THREE
METHODOLOGY
The research methodology for this study involved the procedure for collection of all necessary data and information for the study. Therefore, the chapter will be presented under the following sub-headings: -
3.1	Instrument Used
3.2	Population of the Study
3.3	Sample and Sampling Techniques
3.4	Distribution and Collection of Data
3.5	Reliability
3.6	Validity
3.7	Method of Data Analysis
3.1	Instrument Used
The questionnaire tagged, "The Influence of Office Machines and Equipment on the Performance of Secretaries'" was used because the researcher believed that it would afford the researcher the opportunity to obtained facts from a large number of people which could facilitate analysis. The items in the questionnaire are placed in four point rating scale of "SA - Strongly Agree 4, A = Agree 3, D = Disagree 2, and SD = Strongly Disagree 1" respectively.


3.2	Population of the Study
The population for this study was secretaries University of Ilorin, Ilorin and Kwara State Polytechnic, Ilorin. The total number of twenty (20) secretaries from University of Ilorin, Ilorin and twenty (20) secretaries from Kwara State Polytechnic, Ilorin are selected.
3.3	Sample and Sampling Techniques
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 questionnaire designed was distributed by hand personally by the researcher. A total number of forty (40) questionnaires were distributed University of Ilorin, Ilorin and Kwara State Polytechnic, Ilorin. The researcher returned to collect them back after one week. 
3.5	Reliability
The researcher first tested the instrument in order to make sure the instrument bring out the desired responses from the respondents. The instrument is used in this research work is reliable, as the question method will review information from the case.



3.6	Validity
In other to be sure the instrument measured what is suppose to, it was properly checked by the researcher. He critically examines the items of the instrument with the knowledge he had during his ND programme and accepted its use for the study. 
3.7	Method of Data Analysis
The data collect was classified and manually analyzed with the aid of a calculator, figure collected were converted into percentage to make the analysis clearer. Therefore, the analysis was based on 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:	Office machines are shared adequately among staff.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	50

	Agree
	20
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 20(50%) of the respondents strongly agreed that office machines are shared adequately among staff, 20(50%) respondents agreed with the statement, while none of the respondents responded to disagreed and strongly disagreed respectively. This implied that office machines are shared adequately among staff.


	Table 4.2:	Machines help me produce high-quality and error-free documents.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	38

	Agree
	20
	50

	Disagree
	05
	12

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.2 above indicated that, 15(38%) of the respondents strongly agreed, 20(50%) agreed, while 5(12%) of the respondents disagreed with the statement that machines help me produce high-quality and error-free documents and there was no respondents for strongly disagreed. 
	Therefore, one can say that machines help me produce high-quality and error-free documents.




	Table 4.3:	Office equipment reduces physical stress in completing tasks.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	50

	Agree
	10
	25

	Disagree
	06
	15

	Strongly Disagree
	04
	10

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.3 above revealed that, 20(50%) of the respondents strongly agreed that office equipment reduces physical stress in completing tasks, 10(25%) agreed, while 6(15%) respondents disagreed and 4(10%) of the respondents strongly disagreed with the statement.
	It is obvious to conclude office equipment reduces physical stress in completing tasks t.




Table 4.4:	Organization regularly updates or replaces obsolete machines.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	50

	Agree
	16
	40

	Disagree
	04
	10

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.4 above showed that, 20(50%) of the respondents strongly agreed that organization regularly updates or replaces obsolete machines, 16(40%) of the respondents agreed with the statement, while 4(10%) respondents disagreed and there was no respondents for strongly disagreed.
	Therefore, it is safe to conclude organization regularly updates or replaces obsolete machines.




Table 4.5:	Lack of office machines can lead to missed deadlines and errors.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	24
	60

	Agree
	06
	15

	Disagree
	10
	25

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.5 above indicated that, 24(60%) of the respondents strongly agreed, 6(15%) respondents agreed with the statement that lack of office machines can lead to missed deadlines and errors, while 10(25%) respondents disagreed and there was no respondents for strongly disagreed.
	This implies that lack of office machines can lead to missed deadlines and errors.




	Table 4.6:	The use of modern equipment increases the speed of secretaries work.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	22
	55

	Agree
	10
	25

	Disagree
	04
	10

	Strongly Disagree
	04
	10

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.6 above revealed that, 22(55%) of the respondents are strongly agreed, 10(25%) of the respondents agreed with the notion that the use of modern equipment increases the speed of secretaries work, while 4(10%) respondents disagreed and 4(10%) of the respondents strongly disagreed with the notion.
	It is safe to conclude that the use of modern equipment increases the speed of secretaries work.



	Table 4.7:	Office machines enhance multitasking and time management.
	Options
	Number of Respondents
	Percentages  %

	Strongly Agree
	14
	35

	Agree
	20
	50

	Disagree
	06
	15

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.7 above showed that, 14(35%) of the respondents strongly agreed, 20(50%) of the respondents agreed with the statement that office machines enhance multitasking and time management, while 6(15%) respondents disagreed and there was no respondents for strongly disagreed.
	This implies that office machines enhance multitasking and time management.




	Table 4.8:	The presence of functioning equipment improves secretaries’ job satisfaction.
	Options
	Number of Respondents
	Percentages  %

	Strongly Agree
	20
	50

	Agree
	08
	20

	Disagree
	08
	20

	Strongly  disagree 
	04
	10

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.8 above indicated, 20 (50%) of the respondents strongly agreed, 8(20%) agreed with the statement, while 8 (20%) respondents disagreed with the notion that the presence of functioning equipment improves secretaries’ job satisfaction and 4(10%) respondents strongly disagreed. 
	It is obvious to say that the presence of functioning equipment improves secretaries’ job satisfaction.



	Table 4.9:	Malfunctioning equipment slows down secretaries’ productivity.
	Options
	Number of Respondents
	Percentages  %

	Strongly Agree
	20
	50

	Agree
	20
	50

	Disagree
	00
	0.00

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.9 above revealed that, 20(50%) of the respondents are strongly agreed, 20(50%) of the respondents agreed with the statement that malfunctioning equipment slows down secretaries’ productivity, while none of the respondents disagreed and strongly disagreed respectively.
	Therefore, one can conclude that malfunctioning equipment slows down secretaries’ productivity.



	Table 4.10:	The performance of secretaries is directly linked to the quality of machines used.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	40

	Agree
	16
	40

	Disagree
	08
	20

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.10 above indicated that, 16 (40%) of the respondents strongly agreed, 16(40%) of the respondents agreed with the statement that the performance of secretaries is directly linked to the quality of machines used, while 8(20%) respondents disagreed and there was no respondents for strongly disagreed.
	It is safe to conclude that the performance of secretaries is directly linked to the quality of machines used.


Table 4.11:	Secretaries encounter challenges using some machines due to lack of training.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	50

	Agree
	08
	20

	Disagree
	06
	15

	Strongly  disagree 
	06
	15

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.11 above showed that, 20(50%) of the respondents strongly agreed with the statement that secretaries encounter challenges using some machines due to lack of training, 8(20%) of the respondents agreed while 6(15%) respondents disagreed and 6(15%) respondents strongly disagreed with the notion.
	Therefore, one can conclude that secretaries encounter challenges using some machines due to lack of training.



Table 4.12:	Secretaries daily tasks depend heavily on machines such as computers, printers, and scanners	
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	75

	Agree
	10
	25

	Disagree
	00
	0.00

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.12 above indicated that, 30(75%) of the respondents strongly agreed, 10(25%) of the respondents agreed with the notion that secretaries daily tasks depend heavily on machines such as computers, printers, and scanners, while none of the respondents responded to disagreed and strongly disagreed respectively. 
	This implies that secretaries daily tasks depend heavily on machines such as computers, printers, and scanners.



Table 4.13:	Secretaries office should be well-equipped with modern office machines.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	00
	0.00

	Agree
	10
	25

	Disagree
	26
	65

	Strongly  disagree 
	04
	10

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.13 above revealed that, 10(25%) of the respondents agreed with the statement that secretaries office should be well-equipped with modern office machines, 26 (65%) respondent disagreed while 4(10%) respondents strongly disagreed with the notion and there was no respondents for strongly agreed.
	It is safe to conclude that secretaries office should be well-equipped with modern office machines.



	Table 4.14:	Proper use of machines increases my accuracy and efficiency.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	14
	35

	Agree
	16
	40

	Disagree
	06
	15

	Strongly  disagree 
	04
	10

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.14 above showed that, 14 (35%) of the respondents strongly agreed, 16(40%) agreed with the statement that proper use of machines increases my accuracy and efficiency, while 6(15%) respondents disagreed and 4(10%) of the respondents strongly disagreed with the statement.
	Therefore, one can conclude that proper use of machines increases my accuracy and efficiency.



Table 4.15:	The availability of machines improve the productivity of the secretary
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	50

	Agree
	10
	25

	Disagree
	10
	25

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.15 above indicated that, 20 (50%) of the respondent strongly agreed with the notion that w the availability of machines improve the productivity of the secretary, 10(25%) respondents agreed, while 10 (25%) disagreed and there was no respondents for strongly disagreed.
	This implies that the availability of machines improve the productivity of the secretary.



Table 4.16:	The use of computer regularly increases the speed of the secretary in other to meet deadline.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	26
	65

	Agree
	06
	15

	Disagree
	08
	20

	Strongly  disagree 
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.16 above revealed that, 26 (65%) of the respondents strongly agreed, 6(15%) respondents agreed with the statement that the use of computer regularly increases the speed of the secretary in other to meet deadline, while 8 (20%) respondents disagreed with the statement and there was no respondents for strongly disagreed.
	Therefore, it is safe to conclude that that the use of computer regularly increases the speed of the secretary in other to meet deadline.



Table 4.17:	The use of electronic filing systems improves the efficiency of the organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	00
	0.00

	Agree
	10
	25

	Disagree
	20
	50

	Strongly  disagree 
	10
	25

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.17 above showed that, 10 (25%) of the respondents agreed, 20(50%) of the respondents disagreed with the statement, while 10 (25%) of the respondents strongly disagreed with the statement that the use of electronic filing systems improves the efficiency of the organization and there was no respondents for strongly agreed with the statement.
	One can conclude that the use of electronic filing systems improves the efficiency of the organization.


Table 4.18:	Secretaries perform better when they work with up-to-date office technology.
	Options
	Number of Respondents
	Percentages %

	Strongly agree
	22
	55

	Agree
	10
	25

	Disagree
	08
	20

	Strongly disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.18 above indicated that, 22 (55%) of the respondents strongly agreed with the statement that secretaries perform better when they work with up-to-date office technology, 10(25%) respondents agreed while 8(20%) respondents disagreed and there was no respondents for strongly disagreed.
	It is safe to say that secretaries perform better when they work with up-to-date office technology.



Table 4.19:	Secretaries must have access to all the office equipment needed to perform her duties.
	Options
	Number of Respondents
	Percentages %

	Strongly agree
	00
	0.00

	Agree
	08
	20

	Disagree
	20
	50

	Strongly disagree
	12
	30

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table, 4.19 above revealed that, 8(20%) of the respondents agreed with the notion that secretaries must have access to all the office equipment needed to perform her duties, 20(50%) respondents disagreed while 12(30%) respondents strongly disagreed and there was no respondents for strongly agreed.
	It is obvious to conclude that secretaries must have access to all the office equipment needed to perform her duties.



Table 4.20:	Secretaries must be able to adapt quickly on how to operate new technological equipment.
	Options
	Number of Respondents
	Percentages %

	Strongly agree
	20
	50

	Agree
	20
	50

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	40
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.20 above showed that, 20 (50%) of the respondents strongly agreed with the statement that secretaries must be able to adapt quickly on how to operate new technological equipment, 20(50%) respondents agreed while none of the respondents responded to disagreed and strongly disagreed respectively.	
	Therefore, it is clear to conclude that secretaries must be able to adapt quickly on how to operate new technological equipment.




CHAPTER FIVE
SUMMARY, CONCLUSION, AND RECOMMENDATIONS
This chapter presents the summary of the study, the conclusion based on findings, and recommendations that are relevant to the influence of office machines and equipment on the performance of secretaries in the University of Ilorin and Kwara State Polytechnic. 
5.1	Summary
The study investigated the influence of office machines and equipment on the performance of secretaries in the University of Ilorin and Kwara State Polytechnic. For the first objective, findings revealed that modern office machines such as computers, printers, and photocopiers play a significant role in enhancing secretaries' productivity by helping them carry out tasks faster and more accurately, thereby reducing workload and improving output. This aligns with the view of Aina (2012), who emphasized the transformative effect of office technology on productivity.
Regarding the second objective, it was observed that both institutions have a variety of essential office machines and equipment such as desktop computers, printers, scanners, and photocopiers. However, more advanced technologies like digital voice recorders, electronic filing systems, and high-end multifunctional machines were found to be limited, reflecting moderate investment in office automation (Ojo&Salau, 2018).
In line with the third objective, most secretaries demonstrated basic to moderate proficiency in operating modern office machines, with many still lacking deeper competence in handling advanced software and tools due to insufficient training. Akintayo and Oladipupo (2016) similarly found that skill gaps in digital literacy among secretaries often restrict their efficiency in tech-driven office environments.
Lastly, under the fourth objective, several challenges were identified, including frequent power interruptions, limited training, machine faults, and lack of timely technical support. These challenges were found to significantly affect the smooth utilization of office equipment, a problem also documented by Ezoem (2011) in studies of Nigerian tertiary institutions.
5.2	Conclusion
Based on the findings, it can be concluded that office machines and equipment are essential tools that have a direct impact on secretarial productivity. Their effective use allows secretaries to perform tasks more efficiently and with less stress, which contributes to overall organizational effectiveness.
Furthermore, while both institutions are equipped with standard machines, the lack of more advanced office equipment may limit the full benefits of modern technology, especially in a digital work environment. This moderate availability suggests a need for greater infrastructural development.
Another conclusion drawn is that although many secretaries have developed a fair level of proficiency in using office machines, there is still a pressing need to improve their competence, especially with emerging technologies. Without adequate training, secretaries may not be able to maximize the potential of available machines.
Finally, the study concludes that recurring operational issues such as machine breakdowns, power failure, and lack of support systems present serious barriers to the optimal use of office equipment. Unless these challenges are addressed, the productivity and efficiency gains from such equipment will continue to be undermined.
5.3	Recommendations
It is recommended that management of the University of Ilorin and Kwara State Polytechnic continue to invest in modern office machines and equipment, while ensuring that existing machines are well-maintained and upgraded regularly. Emphasis should be placed on acquiring equipment that enhances speed, accuracy, and communication efficiency for secretaries.
Additionally, both institutions should consider expanding their technological infrastructure by procuring more sophisticated machines and devices that are in line with global standards. This would allow secretaries to handle a wider range of responsibilities and adapt better to technological changes.
To address the knowledge gap, regular training and re-training programs should be organized to improve the digital literacy and technological proficiency of secretaries. Institutions should also encourage secretaries to enroll in external ICT certification programs as part of their professional development.
Finally, it is recommended that adequate support systems be put in place to handle the common operational problems faced by secretaries. This includes having standby power sources, establishing technical support units, and creating a preventive maintenance schedule to ensure that machines are functional and available when needed.
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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 “THE INFLUENCE OF OFFICE MACHINES AND EQUIPMENT ON THE PERFORMANCE OF SECRETARY IN THE OFFICE.”
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,
 
AJIBOYE RACHEAL OLUWADAMILOLA
HND/23/OTM/FT/0086

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 “THE INFLUENCE OF OFFICE MACHINES AND EQUIPMENT ON THE PERFORMANCE OF SECRETARY IN THE OFFICE.”
Kindly complete the questions below.
Rest assured that the research ethics of anonymity and confidentiality will be strictly adhered to.

Yours faithfully, 

AJIBOYE RACHEAL OLUWADAMILOLA
HND/23/OTM/FT/0086







QUESTIONNAIRE
1. Office machines are shared adequately among staff
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
2. Machines help me produce high-quality and error-free documents
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
3. Office equipment reduces physical stress in completing tasks
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
4. Organization regularly updates or replaces obsolete machines.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
5. Lack of office machines can lead to missed deadlines and errors.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
6. The use of modern equipment increases the speed of secretaries work
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )


7. Office machines enhance multitasking and time management
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
8. The presence of functioning equipment improves secretaries job satisfaction
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
9. Malfunctioning equipment slows down my productivity
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
10. The performance of secretaries is directly linked to the quality of machines used
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
11. Secretaries encounter challenges using some machines due to lack of training.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )


12. Secretaries daily tasks depend heavily on machines such as computers, printers, and scanners. 
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
13. Secretaries office should be well-equipped with modern office machines.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
14. Proper use of machines increases my accuracy and efficiency
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
15. The availability of machines improve the productivity of the secretary
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
16. The use of computer regularly increases the speed of the secretary in other to meet deadline.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )


17. The use of electronic filing systems improves the efficiency of the organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
18. Secretaries perform better when they work with up-to-date office technology.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
19. Secretaries must have access to all the office equipment needed to perform her duties.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
20. Secretaries must be able to adapt quickly on how to operate new technological equipment.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )				(d) Strongly disagree (   )
