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ABSTRACT
The role of secretaries in organizing meetings and conferences is crucial for the smooth functioning of an organization. Secretaries act as the central hub for managing logistics, coordinating schedules, preparing materials, and ensuring effective communication among all participants. Their responsibilities include scheduling meeting times, sending invitations, arranging venues, preparing agendas, and handling travel and accommodation logistics for attendees. Furthermore, secretaries ensure that all required documents and resources are available, manage the timing of events, and take accurate minutes during the proceedings. In conferences, secretaries often serve as a liaison between speakers, participants, and organizers, ensuring that the event runs seamlessly. Their ability to multitask, attention to detail, and strong organizational skills are essential in managing the complexities of these events. This paper explores the various tasks secretaries undertake, the skills required for these roles, and their overall contribution to the efficiency and success of organizational meetings and conferences. The research emphasizes the importance of secretarial support in fostering effective communication, decision-making, and organizational growth through well-organized events.
Keywords: Secretaries, Meetings, Conferences, Organizational Support, Event Coordination
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
In any organization, efficient management of meetings and conferences is essential to ensure seamless operations and communication. The role of secretaries in organizing these events has become increasingly vital as organizations strive to optimize time, resources, and productivity. Secretaries are often considered the backbone of administrative functions, particularly when it comes to arranging meetings, conferences, and other organizational events. Their role involves not only managing logistics but also acting as a liaison between management, staff, and external participants.
Historically, the role of a secretary has evolved from a simple administrative assistant to a multifaceted position with more responsibility in event planning and organizational coordination. Secretaries are tasked with overseeing meeting schedules, preparing agendas, managing invitations, coordinating travel arrangements, and ensuring that venues are adequately prepared (Cameron, 2017). This evolution reflects broader changes in organizational needs, including the demand for greater efficiency, effective communication, and timely decision-making in a competitive business environment (Barker, 2018).
In the context of conferences, secretaries play an even more significant role by managing not just internal stakeholders but also external speakers, participants, and sponsors (Jones & Sargent, 2019). They are responsible for managing the flow of information, ensuring logistical arrangements such as catering, audiovisual equipment, and accommodations, and maintaining a smooth event schedule. The efficiency of an event often hinges on the secretary's ability to manage these complex tasks while remaining responsive to unforeseen changes.
Understanding the pivotal role secretaries play in organizing meetings and conferences is essential for appreciating their contribution to organizational success. This study aims to explore the various roles and responsibilities of secretaries in these contexts and examine how their organizational and communication skills contribute to the effectiveness of business operations.
In any organization, the effective management of meetings and conferences is critical to achieving organizational goals, ensuring clear communication, and fostering collaboration among team members, clients, and stakeholders. The role of secretaries in organizing these events is often underappreciated, yet it is central to their success. Secretaries serve as key coordinators who ensure that meetings and conferences are conducted smoothly, on schedule, and within budget. Their contributions are essential to the overall efficiency of an organization, as they bridge the communication gap between various departments, stakeholders, and external participants.
Secretaries have traditionally been responsible for administrative duties such as handling correspondence, managing office schedules, and maintaining records. However, over time, their roles have expanded to include significant involvement in organizing events, particularly meetings and conferences. Their tasks include coordinating schedules, preparing agendas, organizing meeting logistics, arranging transportation, managing registrations, and liaising with external speakers or vendors (Cameron, 2017). In conferences, secretaries are tasked with organizing the physical and digital infrastructure needed for a successful event, such as securing conference venues, managing technical equipment, handling attendee registrations, and ensuring that all participants receive timely and relevant information.
Despite their importance, there is limited research specifically focused on the roles secretaries play in organizing meetings and conferences. Most existing literature on secretarial functions tends to focus on general administrative duties, without providing a comprehensive understanding of the scope of their involvement in event coordination. This study aims to fill this gap by exploring the diverse roles secretaries play in organizing meetings and conferences and examining how their work contributes to the overall success and efficiency of organizational events. The findings of this research will underscore the indispensable value of secretaries in enhancing organizational operations through effective meeting and conference management.
1.2 Statement of the Problem
The role of secretaries in organizing meetings and conferences within organizations has become increasingly significant in today’s fast-paced business environment. However, despite their crucial contributions, the full extent of their roles and the impact of their work on organizational success are often overlooked or underestimated. Secretaries are essential in managing various aspects of meetings and conferences, including scheduling, logistics, communication, and coordination with stakeholders. Yet, there is a lack of comprehensive studies that specifically address the depth of their responsibilities in these contexts. Most research on secretarial roles tends to focus on traditional administrative duties such as handling correspondence, managing office schedules, or maintaining records, with little attention given to event planning and management (Cameron, 2017).
As organizations continue to grow and adapt to technological advancements, the expectations placed on secretaries have expanded beyond administrative tasks. The organization of successful meetings and conferences requires more than just basic logistical support; it demands high-level planning, communication skills, and problem-solving abilities (Jones & Sargent, 2019). With the increasing frequency of both in-person and virtual events, secretaries are often tasked with coordinating complex schedules, ensuring technological compatibility, and managing communication between diverse teams and external stakeholders. These responsibilities, though critical to the success of events, are rarely fully acknowledged or understood within organizational structures.
This lack of recognition can lead to inadequate support for secretaries in the workplace, which can impact the efficiency and effectiveness of organizational events. The absence of clear guidelines or research on the subject also contributes to inconsistent practices across organizations, with some secretaries receiving little formal training in event management or being burdened with unrealistic expectations. Therefore, this study aims to explore the various roles and responsibilities of secretaries in organizing meetings and conferences, emphasizing the importance of their work and the challenges they face. The findings will help highlight the need for better recognition, support, and training for secretaries in this area, contributing to improved organizational outcomes.
The role of secretaries in organizing meetings and conferences within organizations is both critical and multifaceted. However, the full scope of their contributions often remains underappreciated and inadequately understood. Secretaries are tasked with a broad range of responsibilities, from managing schedules and coordinating logistics to liaising with internal and external stakeholders. While these duties are essential to the success of meetings and conferences, there is limited research focused on how secretaries perform these tasks, particularly within modern organizational contexts where the complexity of events has increased due to globalization, technological advancements, and shifting workplace dynamics.
This study aims to fill the gap in existing literature by focusing on the crucial and often overlooked role secretaries play in organizing meetings and conferences. By exploring their diverse responsibilities, challenges, and the competencies required for successful event management, the research seeks to provide a deeper understanding of their contributions to organizational success. The findings of this study are expected to highlight the importance of supporting secretaries in their roles through better training, clear guidelines, and recognition of their contributions, ultimately leading to more efficient and effective organizational events.
1.3 Objectives of the Study
The primary aim of this study is to explore and analyze the roles of secretaries in organizing meetings and conferences within organizations. This research seeks to understand the complexities of their responsibilities, the skills required for effective event coordination, and the challenges they face in these tasks. The following are the specific objectives of the study:
1. To Identify the Key Roles and Responsibilities of Secretaries in Organizing Meetings and Conferences

2. To Examine the Skills and Competencies Required by Secretaries in Organizing Meetings and Conferences

3. To Investigate the Challenges Faced by Secretaries in Organizing Meetings and Conferences

4. To Explore the Impact of Secretaries' Work on the Success of Organizational Meetings and Conferences

5. To Recommend Strategies for Improving the Support and Training of Secretaries in Event Organization

6. To Investigate the Role of Technology in Enhancing the Effectiveness of Secretaries in Organizing Meetings and Conferences

1.4 Research Questions
The purpose of this study is to explore the roles of secretaries in organizing meetings and conferences within organizations, focusing on their tasks, skills, challenges, and the impact of their work on organizational success. To guide the research and ensure a thorough understanding of the topic, the following research questions have been formulated:
1. What are the key roles and responsibilities of secretaries in organizing meetings and conferences within an organization?

2. What skills and competencies are required by secretaries to effectively organize meetings and conferences?

3. What challenges do secretaries face in organizing meetings and conferences, and how do they overcome them?

4. How does the work of secretaries contribute to the success of organizational meetings and conferences?

5. How can organizations improve the support and professional development of secretaries in event management?

6. What role does technology play in enhancing the effectiveness of secretaries in organizing meetings and conferences?

1.5 Significance of the Study
This study focuses specifically on the roles of secretaries in organizing meetings and conferences, with an emphasis on their administrative and logistical responsibilities. It aims to examine in detail the various tasks secretaries perform in planning and coordinating events, the essential skills they need to be effective, the challenges they encounter, and how their work influences overall organizational outcomes. The research primarily targets medium to large organizations within the Ilorin metropolis, as these settings tend to have more formalized and structured event coordination processes.
The study excludes broader secretarial duties that are not directly related to event organization, such as general office management or routine correspondence. It also limits its scope by not including smaller organizations where event coordination may be less formal or where secretarial roles differ significantly. The focus is on secretaries who manage both in-person and virtual events, highlighting the increasing importance of technology in facilitating seamless communication and coordination.
1.6 Delimitation of the Study
This study focuses specifically on the roles of secretaries in organizing meetings and conferences within organizations, with particular emphasis on their administrative and logistical responsibilities. The scope of the research is delimited to examining the tasks secretaries perform, the skills required for effective event coordination, the challenges they face, and the impact of their work on organizational outcomes.
The study will not delve into the broader range of administrative duties typically performed by secretaries, such as handling daily correspondence or general office management, unless these tasks are directly related to the organization of meetings and conferences. Furthermore, the research will focus primarily on secretaries working within medium to large organizations in Ilorin metropolis, as these environments tend to have more structured event coordination processes, which are necessary for an in-depth analysis. Smaller organizations or those without formal event management processes may not be representative of the challenges and responsibilities explored in this study.
Additionally, the research will be confined to organizational settings where secretaries are responsible for both in-person and virtual events, with a particular focus on the evolving role of technology in event organization. The study will not examine other administrative positions or roles that may have overlapping responsibilities in event planning, such as event managers or administrative assistants.
Finally, the study will primarily rely on quantitative data collected through surveys with secretaries and organizational managers. The study will adopt case study approach where two organizations will be selected as a case study for purpose of data collection.
1.7 Limitation of the Study
This study offers valuable insights into secretaries’ roles in organizing meetings and conferences but has some limitations. It focuses mainly on medium to large organizations, which may not reflect smaller or less formal settings. The use of quantitative surveys limits the depth of understanding, and the sample may not represent all industries or regions. The rapid pace of technological change means findings on digital tools may quickly become outdated. Financial and resource constraints affecting event coordination are not addressed. Lastly, the study centers on secretaries and may overlook other important roles like event managers or external providers.


CHAPTER TWO
LITERATURE REVIEW
[bookmark: _GoBack]This chapter reviews literature on secretaries’ roles in organizing meetings and conferences. Secretaries have evolved from traditional office tasks to key planners and coordinators of complex events. The review covers their skills, challenges, impact on organizations, the influence of technology, and future trends in the profession. Therefore, the chapter is presented as follows:
2.1 Introduction to the Role of Secretaries in Organizations
The evolving role of secretaries is a direct response to the broader transformations occurring in organizational practices, particularly in the areas of technology, globalization, and management strategies. Historically confined to clerical tasks, secretaries are now seen as crucial strategic partners, contributing significantly to organizational efficiency and productivity (Bailey, 2021; Robinson, 2021). Technological advancements have been instrumental in reshaping the role, with automation reducing the need for basic administrative work and allowing secretaries to focus on more dynamic and sophisticated responsibilities (Nguyen, 2021). As office functions have become increasingly digitized, secretaries now utilize advanced software tools to manage tasks such as scheduling, email correspondence, and document preparation, often with a higher degree of technical expertise (Olowu, 2018).
The rise of digital communication tools, such as email and cloud-based platforms, has particularly altered how secretaries coordinate and communicate within the organization. They are now responsible for managing virtual meeting logistics, facilitating seamless communication across time zones, and ensuring that all participants have the necessary resources for remote engagement (Kutsyuruba et al., 2019). As a result, secretaries are expected to possess a strong understanding of digital tools and platforms, as their role in managing and coordinating meetings and communications has expanded beyond traditional office settings (Jenkins & Thompson, 2022).
In parallel, the expansion of businesses into global markets has further elevated the importance of secretaries within organizations. As companies operate across multiple regions, secretaries have taken on increasingly complex roles that require cross-cultural competence and the ability to coordinate logistics for international meetings, conferences, and travel arrangements. The need for effective communication and collaboration across borders has made secretaries integral to facilitating these processes, often acting as the key liaison between executives, clients, and teams (Robinson, 2021). Their capacity to navigate different cultural norms and manage multilingual or multicultural teams has become a vital skill in today’s globalized business environment (Bailey, 2021; Kutsyuruba et al., 2019).
Furthermore, the expansion of organizational responsibilities has placed secretaries in positions that demand advanced problem-solving abilities and management skills. Beyond basic clerical functions, secretaries are now tasked with handling project management duties, overseeing team coordination, and sometimes contributing to decision-making processes at the executive level (Nguyen, 2021). This increased responsibility is evident in the way modern secretaries contribute to executive workflows, from managing sensitive information to preparing reports and presentations that support organizational decision-making (Olowu, 2018; Jenkins & Thompson, 2022).
The rise of remote work and the growing use of collaborative technologies have further transformed the role of secretaries. With virtual meetings, cloud-based document sharing, and real-time collaboration tools becoming integral parts of organizational workflows, secretaries now find themselves managing a diverse range of tasks that span across time zones, teams, and communication platforms. This shift has not only demanded a higher level of technical competence but also a deeper understanding of organizational dynamics, including the coordination of virtual teams and the management of remote work logistics (Nguyen, 2021). In this context, secretaries play an essential role in ensuring that communication remains fluid and that employees have the resources they need to collaborate effectively in a virtual environment (Olowu, 2018).
2.2 The Changing Role of Secretaries in Modern Organizations
The role of secretaries in modern organizations has undergone a significant transformation, evolving from a traditional administrative support role to a more strategic, multifaceted position. Historically, secretaries were responsible for basic clerical tasks such as typing, managing correspondence, scheduling appointments, and maintaining filing systems. However, as technological advancements and organizational demands have increased, the role of secretaries has expanded to include a wide range of responsibilities, making them key players in the efficient operation of contemporary organizations (Stewart, 2018). Secretaries now manage internal and external communications, contribute to project management, and oversee complex meetings and events (Stewart, 2018). This shift in responsibilities has positioned secretaries as vital partners in ensuring that businesses operate smoothly and efficiently.
One of the most significant drivers of this transformation is the integration of digital tools. The adoption of personal computers, email systems, office software like Microsoft Office, and cloud-based platforms such as Google Workspace and Microsoft 365 has greatly streamlined traditional administrative tasks (Buhler, 2020). These digital tools have automated time-consuming processes, allowing secretaries to focus on higher-level tasks such as coordinating meetings, managing digital calendars, and ensuring effective communication across teams. As a result, secretaries can now perform their duties with increased speed and accuracy, significantly contributing to improved organizational productivity (Buhler, 2020). The use of such tools also enables secretaries to work more collaboratively with teams, clients, and external stakeholders, particularly in global organizations, where seamless communication is crucial (Harris, 2021).
The rise of collaboration tools and project management software, such as Trello, Asana, Slack, and Microsoft Teams, has further expanded the role of secretaries, allowing them to become more active participants in managing projects and overseeing task completion (Whitehead, 2022). Secretaries are now not only responsible for scheduling meetings and maintaining calendars but also for tracking project progress, managing deadlines, and coordinating communication across departments. This shift has made them integral to the success of projects, as they help ensure that resources are available, team members are aligned, and objectives are met (Stone, 2019). Secretaries’ involvement in project management highlights their growing importance in the strategic operation of organizations, with their ability to manage multiple tasks, foster collaboration, and streamline workflows being key to organizational success (Stone, 2019; Whitehead, 2022).
Moreover, secretaries’ responsibilities have expanded to include logistical tasks such as managing office supplies, coordinating meeting rooms, and overseeing the schedules of senior leadership teams (Stone, 2019). These responsibilities require secretaries to be highly organized and detail-oriented, as they are often tasked with ensuring that executives and team members have the resources they need to operate effectively. The logistical demands of modern organizations require secretaries to adopt a more proactive approach, anticipating needs and solving problems before they arise (Buhler, 2020). This shift has led to the development of new skills and competencies, as secretaries must manage both routine tasks and more complex logistical challenges with a high degree of efficiency (Harris, 2021).
As businesses increasingly adopt remote work and operate in global markets, secretaries also play a crucial role in managing cross-border communications and coordinating virtual meetings. The rise of virtual communication platforms like Zoom, Microsoft Teams, and Skype has further expanded the secretarial role, requiring secretaries to facilitate meetings and ensure that all participants, regardless of location, can engage effectively (Buhler, 2020; Harris, 2021). This ability to coordinate virtual meetings and manage time-zone differences is especially important in global organizations where teams may be spread across multiple countries (Harris, 2021). Secretaries’ proficiency in handling these virtual platforms and managing global communication logistics makes them indispensable in today’s interconnected business environment.
The evolving role of secretaries is also reflective of broader organizational changes, where businesses are increasingly focusing on efficiency, collaboration, and innovation. Secretaries now play a key role in driving organizational success, as their involvement extends beyond simple administrative tasks to encompass strategic management, project coordination, and cross-functional communication (Stewart, 2018). By embracing technology and adapting to the complex needs of modern organizations, secretaries have become essential partners in ensuring that businesses remain competitive and capable of meeting the challenges of an increasingly digital and globalized business world (Buhler, 2020; Whitehead, 2022).
2.3 Key Roles and Responsibilities of Secretaries in Organizing Meetings and Conferences
In the modern business landscape, the role of secretaries in organizing meetings and conferences has evolved significantly, reflecting a broader shift in organizational priorities towards efficiency, collaboration, and strategic management (Stewart, 2018; Whitehead, 2022). Traditionally, secretaries were tasked with basic administrative duties such as booking meeting rooms, managing calendars, and handling paperwork for events. However, with the increased complexity of business operations and the growing demand for more streamlined, efficient processes, secretaries now play a crucial role in the entire lifecycle of meetings and conferences—from initial planning through to post-event follow-up (Buhler, 2020; Harris, 2021; Robinson, 2021).
A major change in the secretary’s role is their involvement in event logistics. Secretaries are now responsible for coordinating every aspect of event logistics, including selecting and securing venues, arranging travel and accommodations, and managing catering and technology needs (Nguyen, 2021; Harris, 2021). This expanded responsibility requires secretaries to manage multiple moving parts simultaneously, ensuring all elements are in place and aligned with the objectives of the event (Stone, 2019; Stewart, 2018). They are tasked with overseeing the setup of audiovisual equipment and ensuring that technology such as microphones, projectors, and video conferencing tools are ready for use (Robinson, 2021; Buhler, 2020). The rise of virtual and hybrid events has only added to this complexity, as secretaries now must ensure that all participants, both in-person and remote, have access to the necessary digital platforms and tools (Nguyen, 2021; Whitehead, 2022).
In addition to logistics, secretaries play a critical role in managing communications before, during, and after meetings and conferences. They are responsible for sending out invitations, handling RSVPs, preparing and distributing agendas, and confirming event details with all stakeholders (Stewart, 2018; Harris, 2021). Their communication role also extends to internal coordination, ensuring that all organizational teams are aligned regarding the event’s objectives, roles, and expectations (Whitehead, 2022; Stone, 2019). Furthermore, secretaries must ensure that key information is conveyed in a timely and efficient manner, including follow-up emails, post-event surveys, and reminders for upcoming meetings (Robinson, 2021; Nguyen, 2021). Effective communication, particularly across multiple time zones and between diverse stakeholders, has become a cornerstone of the modern secretary’s responsibilities (Buhler, 2020; Harris, 2021).
Technology management has become another central aspect of the secretary’s role. In today’s digital era, meetings and conferences are increasingly conducted online or in hybrid formats. Secretaries now need to be proficient in using a wide range of digital platforms such as Zoom, Microsoft Teams, and WebEx to coordinate remote participation, troubleshoot technical issues, and ensure that presentations run smoothly (Harris, 2021; Stone, 2019). Their role in managing the technological aspects of events includes ensuring that audio and video equipment function properly and that digital resources such as presentations and handouts are accessible to all participants (Nguyen, 2021; Whitehead, 2022). This technological proficiency is essential to ensuring seamless communication, regardless of the format of the event (Buhler, 2020; Robinson, 2021).
Furthermore, the secretary’s role now often includes financial management tasks such as budget creation, cost tracking, and liaising with vendors to negotiate pricing and terms for services like catering, travel, and accommodations (Whitehead, 2022; Stewart, 2018). Secretaries must manage the financial aspects of organizing events, ensuring all costs remain within budget while still achieving the event’s goals (Nguyen, 2021). Their responsibilities may also include securing contracts with external vendors and processing payments, making their role critical to financial accountability and transparency (Harris, 2021; Buhler, 2020).
Post-event follow-up is another important area where secretaries contribute significantly. They are responsible for compiling and distributing meeting minutes, tracking action items, and ensuring that decisions made during the conference are documented and communicated to relevant stakeholders (Stone, 2019; Stewart, 2018). Their role in post-event analysis involves gathering feedback from attendees to evaluate the event’s success and identifying areas for improvement (Nguyen, 2021; Robinson, 2021). Secretaries also track and ensure the completion of follow-up actions or deliverables arising from the event, ensuring that organizational objectives are met (Whitehead, 2022; Harris, 2021).
In many organizations, secretaries are tasked with creating and managing event timelines to ensure all tasks are completed on schedule. From booking venues months in advance to ensuring timely delivery of materials, the secretary's ability to manage time and prioritize tasks is central to the success of meetings and conferences (Stone, 2019; Nguyen, 2021). This requires a strong understanding of the event's purpose, as well as adaptability to handle schedule changes and unforeseen challenges (Robinson, 2021; Buhler, 2020). Their ability to keep everything on track is particularly critical when organizing large-scale events involving multiple stakeholders.
Secretaries now also serve as the primary point of contact for both internal and external stakeholders during the event planning process. This has evolved into a relationship management function that is key to maintaining strong connections with clients, vendors, and other external parties (Harris, 2021; Whitehead, 2022). Secretaries often manage contracts, negotiate service terms, and oversee vendor performance, ensuring that all aspects of the event meet expectations (Stewart, 2018; Robinson, 2021). Their ability to coordinate between different parties has become one of their most valuable competencies in successful event execution.
As meetings and conferences increasingly adopt hybrid formats, secretaries must be adept at managing events that integrate both in-person and virtual participation. This includes optimizing digital platforms for engagement, supporting seamless transitions for presenters, and ensuring all participants have access to resources regardless of location (Nguyen, 2021; Harris, 2021). By bridging the gap between physical and digital interaction, secretaries create inclusive environments that support collaboration and communication (Buhler, 2020; Whitehead, 2022).
Additionally, the emphasis on sustainability and corporate social responsibility (CSR) has expanded the secretary's role to include environmentally conscious event planning. This may involve selecting green venues, reducing paper use, and choosing sustainable catering options (Robinson, 2021; Harris, 2021). Secretaries also track environmental impact and ensure waste is properly managed, reflecting the organization’s CSR values through practical actions (Stone, 2019; Buhler, 2020).
2.4 Skills and Competencies Required by Secretaries for Event Management
The evolving role of secretaries in organizing meetings and conferences requires a diverse skill set, blending technical expertise with strong interpersonal abilities. As organizations face more complex and technology-driven environments, secretaries must be equipped with both hard and soft skills to manage events effectively. This section examines the essential skills and competencies required by secretaries for event management, highlighting their ability to adapt to new technologies, particularly in the context of virtual and hybrid events, as well as the importance of strong communication, organizational, and problem-solving abilities.
One of the key competencies required by secretaries in event management is proficiency in various digital tools and software. As meetings and conferences increasingly rely on technology, secretaries must be adept at using tools for scheduling, collaboration, and communication. Software such as Microsoft Office, Google Workspace, and project management tools like Asana or Trello have become integral to event planning, helping secretaries manage tasks, timelines, and resources efficiently (Buhler, 2020; Whitehead, 2022). These tools allow secretaries to track progress, manage event logistics, and ensure deadlines are met (Harris, 2021). In addition to these organizational tools, proficiency in virtual meeting platforms such as Zoom, Microsoft Teams, and WebEx is critical. With the rise of remote work and hybrid meetings, secretaries need to be capable of managing these platforms, troubleshooting technical issues, and ensuring seamless communication between in-person and virtual attendees (Nguyen, 2021). They must also be skilled at setting up and managing breakout rooms, ensuring that all participants have the resources they need, and addressing any technical glitches that may arise during the event (Buhler, 2020). Their ability to oversee these digital components directly impacts the success of hybrid and virtual events, highlighting the growing importance of technical skills in event management (Stewart, 2018).
Another crucial competency for secretaries is strong organizational and time management skills. Effective event management requires the ability to plan and coordinate multiple moving parts, often simultaneously. Secretaries are responsible for organizing all logistical elements, such as booking venues, arranging transportation, managing registrations, and coordinating schedules. To do so efficiently, they must have a keen eye for detail and be able to prioritize tasks based on deadlines and importance (Stewart, 2018; Whitehead, 2022). Time management is particularly critical in events where numerous stakeholders are involved, and timelines must be strictly adhered to. Secretaries often work under tight deadlines and must ensure that tasks are completed on time, such as sending out invitations, confirming speakers or vendors, and preparing event materials (Harris, 2021). The ability to break down complex tasks into smaller, manageable steps and maintain a clear schedule for each stage of the event planning process is essential for success (Stone, 2019). Effective time management allows secretaries to maintain control over the event and prevent any last-minute rush or oversights that could disrupt the proceedings (Harris, 2021).
In addition to technical and organizational skills, secretaries need excellent communication and interpersonal skills to effectively manage the relationships and interactions involved in event planning. As the primary point of contact for both internal and external stakeholders, secretaries must possess strong verbal and written communication abilities. They are responsible for drafting emails, coordinating with vendors, liaising with speakers, and conveying important event information to attendees (Stewart, 2018). Clear communication is critical to ensuring that everyone involved in the event is informed, prepared, and aligned with the event’s objectives (Whitehead, 2022). Interpersonal skills are equally important, as secretaries often serve as the face of the organization in external communications. They must be able to build and maintain positive relationships with vendors, clients, speakers, and event attendees (Robinson, 2021). This requires a high level of professionalism, tact, and diplomacy, especially when negotiating contracts, resolving conflicts, or managing sensitive information (Nguyen, 2021). In this context, secretaries must also possess cultural awareness, as they may work with international stakeholders, requiring sensitivity to different communication styles, time zones, and expectations (Robinson, 2021). Their ability to maintain these relationships ensures that events proceed smoothly, even when there are changes or challenges along the way (Buhler, 2020).
Another key competency for secretaries is the ability to problem-solve and remain adaptable in the face of unexpected challenges. Event planning is often unpredictable, and secretaries must be able to think on their feet when faced with last-minute changes, such as venue issues, technical difficulties, or scheduling conflicts (Buhler, 2020). Their ability to stay calm under pressure, quickly identify solutions, and adapt to changes ensures that events proceed smoothly, even when obstacles arise (Stewart, 2018). This skill is particularly important in virtual and hybrid events, where technical problems may require immediate attention (Harris, 2021). Adaptability also extends to new technologies and evolving business practices. As businesses continue to innovate, secretaries must stay up-to-date with emerging technologies, software, and tools that can improve event management efficiency (Stone, 2019). For instance, the use of artificial intelligence (AI) in event planning tools or data analytics to track event performance is becoming more common, and secretaries must be open to learning and incorporating such technologies into their workflow (Nguyen, 2021). The ability to adapt to these advancements is essential for maintaining the effectiveness of event management processes (Buhler, 2020).
Financial management is another important competency for secretaries involved in event planning. Many secretaries are responsible for creating and managing event budgets, ensuring that costs remain within allocated limits while still meeting the event’s objectives. This includes negotiating with vendors, securing quotes for services, and tracking expenses throughout the event planning process (Stone, 2019). Secretaries must have a strong understanding of budgeting, cost management, and financial reporting to ensure the event is both successful and financially viable (Stewart, 2018). Their ability to manage these financial aspects ensures that resources are used effectively, and the organization gets the best value for its investment (Robinson, 2021).
The evolving role of secretaries in event management requires a unique blend of technical, organizational, communication, and problem-solving skills. As businesses continue to integrate advanced technologies and operate in increasingly complex environments, secretaries must be equipped to manage virtual, hybrid, and in-person events effectively. From mastering digital tools and virtual meeting platforms to managing budgets and fostering relationships with stakeholders, secretaries’ ability to adapt and develop new competencies is essential for the success of modern business events (Buhler, 2020; Harris, 2021; Stewart, 2018). Their diverse skill set allows them to play a crucial role in ensuring that meetings and conferences are well-executed, aligned with organizational goals, and responsive to changing demands.
In particular, digital fluency is no longer just a helpful skill but an essential requirement for secretaries involved in event management. With the increasing reliance on technology, secretaries must be able to navigate cloud-based systems, communication tools, and event planning software that can significantly enhance their ability to execute events efficiently. Tools like Eventbrite and Cvent are now commonly used to manage event registrations and ticketing, while other platforms like Slack or Microsoft Teams facilitate real-time communication with colleagues, clients, and attendees (Harris, 2021). Furthermore, social media platforms are increasingly incorporated into event promotion, requiring secretaries to manage social media accounts, create event posts, and engage with attendees digitally, ensuring that communication is continuous before, during, and after the event (Whitehead, 2022). The ability to utilize these platforms effectively can help elevate the impact of an event and improve attendee experience, which directly reflects on the organization’s public image and reputation (Nguyen, 2021).
Moreover, effective secretarial roles in event management often involve leadership responsibilities. In many cases, secretaries must coordinate teams, manage the collaboration of multiple departments, and guide stakeholders through the planning and execution phases (Stone, 2019). Secretaries are increasingly tasked with managing virtual and hybrid teams, working across time zones, and ensuring everyone is on the same page (Buhler, 2020). This shift in responsibilities highlights the need for strong leadership, flexibility, and adaptability as secretaries manage diverse teams with varied skill sets and priorities (Stewart, 2018). They must not only act as communication hubs but also facilitate coordination across diverse teams, ensuring that all aspects of event planning are handled efficiently and in line with the organization's goals.
Additionally, critical thinking and problem-solving skills are paramount when unforeseen circumstances arise during event planning. For instance, if a venue becomes unavailable at the last minute or a speaker cancels, secretaries must be able to quickly devise solutions without disrupting the event’s flow (Buhler, 2020). Secretaries are often tasked with keeping the event running smoothly, whether it involves changing logistics, adjusting schedules, or addressing technical issues. In the age of virtual and hybrid events, troubleshooting technical problems, such as poor connectivity or audio-visual challenges, requires prompt and effective action, which has become a cornerstone of secretarial duties (Nguyen, 2021). These situations not only require technical know-how but also demand resilience and a proactive approach to ensure that attendees have a positive experience, which is critical to maintaining the organization's professional image (Harris, 2021).
2.5 Challenges Faced by Secretaries in Organizing Meetings and Conferences
Organizing meetings and conferences is an integral part of secretarial responsibilities, requiring a unique combination of skills, such as effective organizational abilities, attention to detail, and multitasking. Despite their crucial role, secretaries face numerous challenges that can impact their performance and the overall success of events. These challenges range from managing time and resources to handling technical issues, navigating stakeholder relationships, and balancing multiple competing priorities. Moreover, the growing demands of event planning, particularly in the era of hybrid and virtual events, often result in significant pressure, stress, and burnout. This section explores these challenges in detail and provides strategies that secretaries can implement to overcome them.
One of the most common challenges faced by secretaries is managing time effectively. Organizing a successful meeting or conference requires a significant amount of coordination, such as booking venues, preparing materials, and confirming logistics. With so many moving parts, the secretaries are under constant pressure to stay on top of deadlines, which can be difficult when unexpected issues arise (Buhler, 2020). This time management challenge becomes even more complex when organizing hybrid or virtual events, where time zone differences and the coordination of both in-person and remote attendees must be managed (Nguyen, 2021). Time pressure also increases when tight deadlines coincide with last-minute changes or technical issues (Harris, 2021). To mitigate these issues, secretaries can implement efficient time management techniques such as using project management software (e.g., Trello, Asana) to track tasks, prioritize responsibilities, and allocate resources accordingly (Stewart, 2018). These tools help maintain organization and ensure deadlines are met, even during times of high pressure.
Resource management is another significant challenge secretaries face when organizing events. Whether it's human resources, such as managing event staff, or material resources, such as coordinating with vendors and securing venues, efficient resource allocation is key to a successful event. Budget constraints and vendor negotiations can further complicate this process, requiring secretaries to manage costs while still providing high-quality experiences for attendees (Robinson, 2021). Effective resource management involves both financial savvy and strong communication skills, as secretaries often must negotiate with vendors and resolve any resource-related challenges that arise during the event planning process (Whitehead, 2022). To address this, secretaries must develop strong financial management skills, use budget-tracking tools, and establish early communication with vendors to secure all necessary resources well in advance (Buhler, 2020).
As organizations increasingly rely on digital platforms to host meetings and conferences, technical issues present another substantial challenge for secretaries. Virtual and hybrid events are especially susceptible to technical glitches, such as connectivity problems, difficulties with audiovisual equipment, or platform failures. Secretaries are often expected to manage these platforms, troubleshoot any problems that occur, and ensure the smooth delivery of the event for all participants (Harris, 2021). This includes the need to ensure all virtual attendees have access to the meeting, troubleshoot issues on the fly, and provide technical support during the event (Nguyen, 2021). For example, with the widespread use of video conferencing tools such as Zoom or Microsoft Teams, secretaries need to ensure that all technical aspects, such as screen sharing, participant management, and breakout rooms, function as expected (Whitehead, 2022). To minimize the impact of technical challenges, secretaries can conduct rehearsals before the event, familiarize themselves with the technology, and ensure a support system is in place to address issues as they arise (Buhler, 2020).
Another critical challenge involves managing relationships with multiple stakeholders, both internal and external. Secretaries must coordinate with event organizers, clients, vendors, and speakers, each of whom may have different expectations and requirements (Stone, 2019). Effective communication is essential to avoid misunderstandings, missed opportunities, or last-minute changes that can jeopardize the event's success (Robinson, 2021). For example, securing speakers for a conference involves understanding their schedules and preferences, while working with vendors requires careful negotiation and managing contracts to ensure that all services are delivered on time (Stewart, 2018). In managing these relationships, secretaries need to be diplomatic, organized, and proactive in addressing potential concerns (Harris, 2021). Maintaining consistent communication with all stakeholders, providing regular updates, and setting clear expectations are key strategies for preventing conflicts and ensuring everyone is on the same page (Nguyen, 2021).
The rising demands of hybrid and virtual events also exacerbate the issue of stress and burnout for secretaries. The scope of their responsibilities in organizing these events—ensuring smooth logistics, managing multiple technology platforms, coordinating teams, and addressing any last-minute changes—can lead to significant pressure, especially when balancing these duties with their day-to-day responsibilities (Buhler, 2020). Research has shown that the intense workload of event management can result in exhaustion and reduced productivity if not managed properly (Stewart, 2018). To avoid burnout, secretaries need to establish work-life boundaries, delegate tasks when possible, and practice self-care (Harris, 2021). Organizations can help by providing resources for stress management, offering mental health support, and encouraging breaks to help their staff recharge (Stone, 2019). Additionally, the use of digital tools and automation can alleviate the burden of manual tasks, allowing secretaries to focus on higher-level problem-solving and creative solutions for event execution (Robinson, 2021).
2.6 The Impact of Secretaries on the Success of Meetings and Conferences
Secretaries have a profound and often underappreciated impact on the success of meetings and conferences, as their role encompasses a wide array of responsibilities that directly contribute to the seamless execution of these events. Their ability to manage logistics, communication, and coordination not only ensures that meetings and conferences run smoothly but also plays a significant role in achieving broader organizational goals (Robinson, 2021). The level of preparation and organization that secretaries bring to these events has a direct influence on the efficiency and effectiveness of the meetings, making them indispensable to the overall success of conferences and organizational outcomes (Buhler, 2020; Stewart, 2018).
One of the most crucial aspects of a secretary’s role in meetings and conferences is their management of logistics. From selecting and securing venues to arranging catering, transportation, and accommodation for attendees, secretaries are responsible for ensuring that all logistical elements are coordinated and executed flawlessly (Harris, 2021; Kutsyuruba et al., 2019). Their attention to detail in handling these tasks ensures that participants have a positive experience, which in turn contributes to the overall success of the event (Stewart, 2018). Secretaries also manage event schedules, coordinate speaker presentations, and ensure that the necessary equipment and technology are available and functioning properly. Without their meticulous organization, meetings and conferences can easily run off track, leading to delays or interruptions that affect the overall experience (Nguyen, 2021; Robinson, 2021). As such, secretaries are the backbone of the operational side of event planning, ensuring that every logistical detail is addressed and that the event progresses smoothly.
Effective communication is another area in which secretaries make a significant impact on the success of meetings and conferences. They are often the central point of contact for both internal and external stakeholders, ensuring that all participants are informed and prepared for the event (Robinson, 2021). This involves managing communication with attendees, vendors, and speakers, ensuring that the necessary information is relayed in a timely and accurate manner. Secretaries are also responsible for drafting and sending out invitations, reminders, agendas, and other important documents, which ensures that all participants have the information they need to engage effectively in the event (Harris, 2021; Whitehead, 2022). By maintaining clear and effective communication throughout the event planning process, secretaries help prevent misunderstandings, reduce confusion, and keep the event on track, thereby increasing its chances of success (Stone, 2019). Communication is, therefore, a critical component of their role, ensuring that all stakeholders are aligned with the event's objectives and progress (Bailey, 2021).
Moreover, secretaries play a key role in fostering collaboration among the various teams and stakeholders involved in organizing a meeting or conference. They serve as a central hub of communication, acting as the liaison between departments, external partners, and event participants to ensure smooth coordination and alignment with the event's objectives (Robinson, 2021). Their strategic position enables them to bridge the gap between different organizational units, ensuring that each part of the event is effectively integrated and that teams are working toward a common goal. By doing so, secretaries help prevent miscommunication and streamline the planning process, which is particularly important when coordinating large-scale or complex events (Buhler, 2020; Stewart, 2018).
For example, secretaries may coordinate between the marketing team, the finance department, and external vendors to ensure that the event is well-publicized, within budget, and executed according to the event's strategic vision (Buhler, 2020). They ensure that the marketing department is promoting the event in a way that aligns with the organization’s goals, while simultaneously ensuring that the finance team is tracking costs and staying within the allocated budget (Harris, 2021). At the same time, secretaries manage relationships with external vendors such as event coordinators, catering services, and technology providers, ensuring that these external stakeholders are fully aligned with the event’s objectives and standards (Nguyen, 2021). Their ability to coordinate all these efforts under one unified strategy is essential for the success of any event, especially when balancing multiple moving parts.


CHAPTER THREE
METHODOLOGY
[bookmark: _Hlk185934427]This chapter presents the research methodology adopted for the study on "The Roles of Secretaries in Organizing Meetings and Conferences in an Organization." The methodology is conducted as follows:
3.1 Instrument Used
The instrument used for this study is a structured questionnaire designed by the researcher. The questionnaire was designed to collect quantitative data from secretaries and managers involved in organizing meetings and conferences. The questionnaire contains closed questions to allow participants to express their views on the roles and responsibilities of secretaries in event management. The instrument was divided into sections focusing on:
· Roles and Responsibilities: Questions aimed at identifying the tasks and duties secretaries handle when organizing meetings and conferences.
· Skills and Competencies: Questions to assess the skills secretaries require for event management.
· Challenges and Impact: Inquiries about the challenges secretaries face and the perceived impact of their work on meeting and conference success.
The questionnaire was pre-tested on a small group to ensure clarity and relevance of the questions before the full survey distribution.
3.2 Population of the Study
The population of this study consists of secretaries and administrative staff working in organizations across various sectors, particularly those who are involved in organizing meetings and conferences. The study also includes managers and supervisors who interact with secretaries in event planning and coordination. The target population was chosen because they are directly involved in oversee the roles that secretaries play in organizing and managing meetings and conferences.
The organizations selected for the study range from large corporations, government establishments, and educational institutions to non-profit organizations. This broad selection ensures that the findings are representative of the diverse responsibilities and experiences of secretaries in different organizational contexts. In all the total number of 201 respondents was identified for the study
3.3 Sample and Sampling Techniques
A stratified random sampling technique was used to select participants for the study. Stratified sampling was chosen to ensure that all relevant subgroups within the population are represented. The strata for this study include: Secretaries/administrative assistants, Managers and event planners involved in meetings or conferences in organizations
From each stratum, a random sample of participants was selected, ensuring diversity in terms of organizational roles, experience levels, and industries. The sample size for the study was determined based on the total population and the need for sufficient responses to draw meaningful conclusions. The target sample size was 150 respondents, with an expected distribution of approximately 100 secretaries and 50 managers.
3.4 Distribution and Collection of Data
The data collection process involved the distribution of the structured questionnaires to the participants personally by the researcher and with the help of research assistants from organizations selected for the study. To facilitate efficient data collection, an introductory letter explaining the study's purpose, objectives, and confidentiality measures was provided alongside the questionnaire.  2-weeks was allocated for the completion and return of the questionnaires, with reminders sent in the second week to encourage participation. The total number of 150 questionnaires was distributed but 75 questionnaire was duly completed and returned making 50% returned rate.
3.5 Reliability
Reliability refers to the consistency and stability of the research instrument in measuring what it is intended to measure. To ensure reliability, the questionnaire was pre-tested with a small group of 10 participants who are similar to the target respondents. The feedback from this pre-test was used to refine the instrument by clarifying ambiguous questions and ensuring that the responses would be consistent. In addition, Cronbach’s alpha coefficient was used to assess the internal consistency of the questionnaire. A Cronbach's alpha score of 0.80 or higher is considered acceptable, ensuring that the items in the questionnaire reliably measure the different dimensions of the roles and responsibilities of secretaries.
3.6 Validity
Validity refers to the extent to which the instrument measures what it is intended to measure. To ensure the validity of the research instrument, the questionnaire was developed based on a thorough review of relevant literature, to ensure that it covers all critical aspects of secretaries' roles in organizing meetings and conferences. The validity was further evaluated by consulting with experts in organizational management and administrative roles, including senior secretaries and event managers as well as lecturers in Office Technology and Management department. Their feedback confirmed that the instrument was appropriate for assessing the roles, skills, and challenges faced by secretaries in event management. Additionally, a pilot study was conducted to assess the clarity and relevance of the questionnaire items, and the results were used to make necessary adjustments to the instrument before the full-scale study.
3.7 Method of Data Analysis
Data collected from the questionnaires will be analyzed using descriptive statistics, such as frequencies, and percentages, will be used to analyze closed-ended questions. This will help in summarizing the responses and identifying trends in the roles, skills, challenges, and impact of secretaries in organizing meetings and conferences.





CHAPTER FOUR
DATA ANALYSIS

4.1 Introduction
This chapter presents the analysis of survey data from 75 respondents on the role of secretaries in organizing meetings and conferences. The results, shown in tables with response frequencies and percentages, highlight perceptions of secretaries' contributions to successful event management. These findings will inform conclusions on the evolving role of secretaries in organizational settings.

4.2 Results
Table 4.1: Secretaries Play an Important Role in Scheduling Meetings and Conferences
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	28
	37.3%

	Agree
	30
	40%

	Disagree
	12
	16%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025
Table 4.1 showed that 28 (37.3%) respondents strongly agreed and 30 (40%) respondents agreed that secretaries play an important role in meetings and conferences scheduling. However, 12 (16%) respondents disagreed, and 5 (6.7%) respondents strongly disagreed, suggesting some differences in opinions on the secretary’s role in this process.
Table 4.2: Secretaries Are Crucial in Communicating Meeting and Conference Details
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	33
	44%

	Agree
	32
	42.7%

	Disagree
	7
	9.3%

	Strongly Disagree
	3
	4%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

 Table 4.2 revealed that 33 (44%) respondents strongly agreed and 32 (42.7%) respondents agreed that secretaries are crucial in communicating meetings and conferences details. Only 7 (9.3%) disagreed, and 3 (4%) strongly disagreed with this view.


Table 4.3: Secretaries Are Involved in Preparing Meetings Agendas
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	35
	46.7%

	Agree
	25
	33.3%

	Disagree
	10
	13.3%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

Table 4.3 showed that 35 (46.7%) respondents strongly agreed and 25 (33.3%) agreed that secretaries are involved in preparing meetings agendas. However, 10 (13.3%) disagreed, and 5 (6.7%) strongly disagreed with the statement, indicated a slight disagreement among some respondents.



Table 4.4: Secretaries Coordinate Meeting Logistics
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	40
	53.3%

	Agree
	25
	33.3%

	Disagree
	5
	6.7%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

Table 4.4 indicated that 40 (53.3%) respondents strongly agreed and 25 (33.3%) agreed that secretaries are highly involved in coordinating meeting logistics. Only 5 (6.7%) disagreed, and another 5 (6.7%) strongly disagreed, this suggested that most respondents agreed with the statement.



Table 4.5: Secretaries Prepare and Distribute Meeting Materials
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	30
	40%

	Agree
	35
	46.7%

	Disagree
	5
	6.7%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

Table 4.5 showed that 30 (40%) respondents strongly agreed and 35 (46.7%) agreed that secretaries play a major role in preparing and distributing meeting materials. Only 5 (6.7%) respondents disagreed, and another 5 (6.7%) strongly disagreed with the statement.



Table 4.6: Secretaries Effectively Manage Meeting Time
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	25
	33.3%

	Agree
	30
	40%

	Disagree
	15
	20%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

Table 4.6 showed that 25 (33.3%) respondents strongly agreed and 30 (40%) agreed that secretaries effectively manage meeting time. However, 15 (20%) respondents disagreed, and 5 (6.7%) respondents strongly disagreed respectively.



Table 4.7: Secretaries Manage Travel Arrangements for Meetings
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	20
	26.7%

	Agree
	40
	53.3%

	Disagree
	10
	13.3%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

Table 4.7 revealed that 20 (26.7%) respondents strongly agreed and 40 (53.3%) respondents agreed that secretaries manage travel arrangements for meetings. However, 10 (13.3%) respondents disagreed, and 5 (6.7%) respondents strongly disagreed with the statement.



Table 4.8: Secretaries Are Involved in Post-Meeting Evaluation
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	25
	33.3%

	Agree
	30
	40%

	Disagree
	15
	20%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

Table 4.8 showed that 25 (33.3%) respondents strongly agreed and 30 (40%) agreed that secretaries are involved in post-meeting evaluations. 15 (20%) respondents disagreed, and 5 (6.7%) respondents strongly disagreed with the statement respectively.



Table 4.9: Secretaries Effectively Communicate with Participants Before and After Events
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	30
	40%

	Agree
	35
	46.7%

	Disagree
	5
	6.7%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

 Table 4.9 indicated that 30 (40%) respondents strongly agreed and 35 (46.7%) agreed that secretaries effectively communicate with participants before and after events. Only 5 (6.7%) disagreed, and another 5 (6.7%) strongly disagreed with the statement.



Table 4.10: Secretaries Handle Post-Event Documentation
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	25
	33.3%

	Agree
	40
	53.3%

	Disagree
	5
	6.7%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

 Table 4.10 showed that 25 (33.3%) respondents strongly agreed and 40 (53.3%) agreed that secretaries handle post-event documentation. Only 5 (6.7%) respondents disagreed, and another 5 (6.7%) strongly disagreed with the statement.



Table 4.11: Secretaries Manage Virtual or Hybrid Meetings Effectively
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	35
	46.7%

	Agree
	30
	40%

	Disagree
	5
	6.7%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

Table 4.11 showed that 35 (46.7%) respondents strongly agreed and 30 (40%) agreed that secretaries manage virtual or hybrid meetings effectively. Only 5 (6.7%) disagreed, and 5 (6.7%) strongly disagreed respectively.



Table 4.12: Secretaries Are Involved in Event Budget Management
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	20
	26.7%

	Agree
	35
	46.7%

	Disagree
	10
	13.3%

	Strongly Disagree
	10
	13.3%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

 Table 4.12 showed that 20 (26.7%) respondents strongly agreed and 35 (46.7%) agreed that secretaries are involved in event budget management. However, 10 (13.3%) respondents disagreed, and 10 (13.3%) strongly disagreed with the question.



Table 4.13: Secretaries Coordinate Speaker and Presenter Engagements
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	30
	40%

	Agree
	35
	46.7%

	Disagree
	5
	6.7%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

Table 4.13 revealed that 30 (40%) respondents strongly agreed and 35 (46.7%) agreed that secretaries coordinate speaker and presenter engagements. Only 5 (6.7%) disagreed, and another 5 (6.7%) strongly disagreed with this assertion.



Table 4.14: Secretaries Handle Conflict During Events
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	15
	20%

	Agree
	35
	46.7%

	Disagree
	15
	20%

	Strongly Disagree
	10
	13.3%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

 Table 4.14 showed that 15 (20%) respondents strongly agreed and 35 (46.7%) agreed that secretaries handle conflict during events. However, 15 (20%) disagreed, and 10 (13.3%) strongly disagreed respectively, this suggested a mixed opinion on this statement.



Table 4.15: Secretaries Effectively Manage Event with Technology
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	40
	53.3%

	Agree
	30
	40%

	Disagree
	5
	6.7%

	Strongly Disagree
	0
	0%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

Table 4.15 showed that 40 (53.3%) respondents strongly agreed and 30 (40%) agreed that secretaries effectively manage event with technology. and only 5 (6.7%) disagreed while None of the respondents strongly disagreed with the statement.



Table 4.16: Secretaries Ensure Participant Satisfaction During Events
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	25
	33.3%

	Agree
	40
	53.3%

	Disagree
	5
	6.7%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

 Table 4.16 showed that 25 (33.3%) respondents strongly agreed and 40 (53.3%) agreed that secretaries are responsible for ensuring participants satisfaction during events. Only 5 (6.7%) disagreed, and 5 (6.7%) strongly disagreed respectively.



Table 4.17: Secretaries Manage Event Follow-Up Activities
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	20
	26.7%

	Agree
	35
	46.7%

	Disagree
	10
	13.3%

	Strongly Disagree
	10
	13.3%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

Table 4.17 revealed that 20 (26.7%) respondents strongly agreed and 35 (46.7%) agreed that secretaries play a significant role in managing post-event follow-up activities. However, 10 (13.3%) respondents disagreed, and 10 (13.3%) strongly disagreed with the statement.



Table 4.18: Organizational Skills Are Essential for Secretaries in Event Management
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	40
	53.3%

	Agree
	30
	40%

	Disagree
	5
	6.7%

	Strongly Disagree
	0
	0%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

 Table 4.18 showed that 40 (53.3%) respondents strongly agreed and 30 (40%) agreed that organizational skills are essential for secretaries in event management. None of the respondents strongly disagreed, while only 5 (6.7%) disagreed with the statement.



Table 4.19: Secretaries Effectively Handle Multitasking During Events
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	35
	46.7%

	Agree
	25
	33.3%

	Disagree
	10
	13.3%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

 Table 4.19 showed that 35 (46.7%) respondents strongly agreed and 25 (33.3%) agreed that secretaries can effectively handle multitasking during events. 10 (13.3%) respondents disagreed, while 5 (6.7%) strongly disagreed respectively.



Table 4.20: Secretaries Play an Essential Role in Communicating with Stakeholders
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	30
	40%

	Agree
	35
	46.7%

	Disagree
	5
	6.7%

	Strongly Disagree
	5
	6.7%

	Total
	75
	100%


Source: Researcher’s fieldwork 2025

 Table 4.20 revealed that 30 (40%) respondents strongly agreed and 35 (46.7%) agreed that secretaries play an essential role in communicating with stakeholders. 5 (6.7%) respondents disagreed, while 5 (6.7%) strongly disagreed respectively.



CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 SUMMARY
This study the roles of secretaries in organizing meetings and conferences within organizations. Secretaries are often at the heart of administrative operations, facilitating seamless communication, scheduling, and logistical support for various organizational activities. The research was conducted through a survey of 75 respondents, gathering their perspectives on the secretarial role in meeting and conference organization, focusing on tasks such as scheduling, agenda preparation, logistical coordination, communication with participants, and post-event follow-up. The results highlighted the significant contribution of secretaries in these areas, with most respondents recognizing their pivotal role in ensuring smooth operations and success.
The study findings indicated that secretaries are primarily responsible for managing meeting logistics, preparing agendas, coordinating with participants, managing post-event documentation, and ensuring effective communication before and after meetings. Moreover, the survey suggested that secretaries are also involved in virtual meetings, event technology management, and handling budget-related tasks for conferences. While most respondents agreed on the importance of secretaries, some differences in opinion existed, particularly regarding their involvement in conflict resolution and handling event-related challenges.



5.2 CONCLUSION
The research confirmed that secretaries play an indispensable role in organizing meetings and conferences within an organization. From the initial stages of scheduling and coordinating logistics to the post-event tasks such as follow-up and documentation, their contributions are critical for smooth and efficient execution. Secretaries' skills in multitasking, communication, and organization are crucial for ensuring that events run without a hitch. Furthermore, the findings suggested that secretaries are becoming increasingly involved in managing virtual meetings and the technological aspects of events, reflecting the evolving demands of the modern workplace.
However, while most respondents acknowledged the significant role of secretaries, there was some variation in opinions about their involvement in conflict management and post-event evaluations. This highlighted the need for organizations to consider enhancing the role of secretaries in these areas to further improve their effectiveness in organizing meetings and conferences.
5.3 RECOMMENDATIONS
1. Enhanced Training in Event Management and Technology: Organizations should provide secretaries with regular training on event management, including virtual meetings, conference tools, and technology integration. This will enable them to adapt to new event formats and handle technological challenges more effectively.
2. Empowering Secretaries to Manage Conflict: Secretaries should be empowered to take a more active role in handling conflicts that arise during meetings or events. Providing conflict resolution training and encouraging a proactive approach to problem-solving will help them address issues efficiently.
3. Increased Involvement in Post-Event Evaluations: Organizations should involve secretaries more actively in post-event evaluations and feedback collection. Their involvement in assessing the success of meetings and conferences can provide valuable insights into areas for improvement, enhancing future events.
4. Support for Multitasking and Time Management: Given the multiple tasks secretaries juggle during events, organizations should provide tools and resources to help manage time effectively. This could include task management software or dedicated support during large-scale events.
5. Clearer Role Definition and Responsibilities: Organizations should clearly define the roles and responsibilities of secretaries in event planning and coordination. This will ensure that expectations are aligned, and secretaries can efficiently perform their tasks without overlapping or confusion in responsibilities.
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Dear Sir/Ma,

RESEARCH QUESTIONNAIRES
	This is a research instrument of elicit information relevant for research work titled the Roles of Secretaries in Organizing Meetings and Conferences in an Organization.
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QUESTIONNAIRE
1. Secretaries Play an Important Role in Scheduling Meetings and Conferences
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Secretaries Are Crucial in Communicating Meeting and Conference Details
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Secretaries Are Involved in Preparing Meeting Agendas
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Secretaries Coordinate Meeting Logistics
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Secretaries Prepare and Distribute Meeting Materials
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Secretaries Effectively Manage Meeting Time
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Secretaries Manage Travel Arrangements for Meetings
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Secretaries Are Involved in Post-Meeting Evaluation
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Secretaries Effectively Communicate with Participants Before and After Events
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Secretaries Handle Post-Event Documentation
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Secretaries Manage Virtual or Hybrid Meetings Effectively
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Secretaries Are Involved in Event Budget Management
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Secretaries Coordinate Speaker and Presenter Engagements
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Secretaries Handle Conflict During Events
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Secretaries Effectively Manage Events with Technology
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Secretaries Ensure Participant Satisfaction During Events
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Secretaries Manage Event Follow-Up Activities
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Organizational Skills Are Essential for Secretaries in Event Management
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Secretaries Effectively Handle Multitasking During Events
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Secretaries Play an Essential Role in Communicating with Stakeholders
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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