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ABSTRACT
The role of electronic communication in enhancing the effectiveness of secretaries within organizations has become increasingly significant in the modern workplace. As the use of digital tools, such as emails, instant messaging, video conferencing, and document sharing platforms, continues to rise, secretaries are leveraging these technologies to streamline communication, improve administrative efficiency, and ensure the smooth operation of organizational tasks. This study explores how electronic communication tools influence secretaries' productivity, time management, and overall job performance. It examines the advantages and challenges of digital communication in supporting secretarial duties, such as scheduling, correspondence, and information management. The research also highlighted the shift from traditional communication methods to digital solutions, emphasizing their impact on organizational success and the evolving role of secretaries. By analyzing the intersection of technology and office administration, this study provides valuable insights into how electronic communication is reshaping the secretarial profession and contributing to the broader effectiveness of modern organizations.
Keywords: Electronic, communication, effectiveness, secretaries, productivity

















iii

CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
In recent years, the advent of electronic communication tools has drastically transformed organizational operations. The role of secretaries, once primarily focused on clerical tasks such as managing schedules, handling correspondence, and taking minutes, has evolved significantly due to the widespread use of technology. Electronic communication—encompassing email, instant messaging, video conferencing, and other digital platforms—has fundamentally changed how secretaries interact with management, clients, and colleagues within organizations. This shift has had profound implications for their effectiveness, productivity, and overall performance in organizational settings.
The significance of secretaries in an organization extends beyond administrative support. They serve as key communication hubs within the corporate structure, facilitating the flow of information between different departments, ensuring timely responses to queries, and maintaining smooth coordination within the organization. Traditionally, secretaries had limited tools at their disposal to carry out these tasks. However, with the rise of electronic communication, secretaries now have access to a wide range of digital tools that enable faster, more efficient communication.
Research has shown that electronic communication has both positive and negative impacts on organizational communication and employee’s performance. On the one hand, it offers advantages such as instant access to information, enhanced coordination, and time-saving benefits. For secretaries, these tools streamline communication processes, allow for better management of tasks, and contribute to improved organizational efficiency. On the other hand, excessive reliance on digital communication may lead to challenges such as information overload, security risks, and the loss of face-to-face interaction, which can be crucial for building professional relationships.
Despite the growing body of literature on electronic communication and its impact on organizations, there is a lack of specific research focusing on its influence on secretarial work. Understanding the role that electronic communication plays in the effectiveness of secretaries is crucial for organizations that rely on administrative personnel for smooth operations. The integration of technology into secretarial functions not only impacts the productivity and efficiency of secretaries but also has the potential to redefine their roles and career paths.
The need to explore this subject arises from the increasing dependency on digital communication tools and their potential to shape the future of administrative support roles. By examining the impact of electronic communication on secretaries, this study aims to uncover the ways in which these tools have influenced their effectiveness and to identify strategies for maximizing their utility in organizational settings. Furthermore, understanding the challenges faced by secretaries in adapting to electronic communication can provide valuable insights for organizations looking to optimize their administrative operations in an increasingly digital world.
The emergence of electronic communication has reshaped not only the way businesses interact with customers and external partners but also how internal processes are managed. Within this context, the role of secretaries has undergone significant transformation. In the past, the secretary's duties primarily involved handling paper-based correspondence, organizing meetings, and maintaining physical files. However, with the proliferation of digital tools and platforms such as email, video conferencing, instant messaging, and collaborative cloud-based applications, the traditional roles of secretaries have expanded and become more complex. As organizations move towards more digital and remote operations, secretaries are expected to be proficient in managing communication using a variety of technologies, adapting quickly to new systems, and ensuring that information is exchanged seamlessly (O'Connor & O'Leary, 2019).
The integration of electronic communication in organizations has allowed secretaries to perform their duties more efficiently, enhancing their productivity and ability to manage time effectively. Emails have replaced traditional memos, enabling rapid information dissemination, while instant messaging platforms offer real-time communication and collaboration with teams. Tools like video conferencing and project management software have enabled secretaries to coordinate meetings and manage tasks remotely, which is especially important in the era of hybrid or fully remote work environments (Lee & Lee, 2021). These digital tools not only streamline internal communication but also contribute to faster decision-making processes within organizations, leading to increased operational efficiency.
Beyond efficiency, electronic communication has facilitated the centralization of information, making it easier for secretaries to access, share, and store documents in digital formats. Cloud computing has further revolutionized this aspect, providing access to real-time information and documents from anywhere, thus improving coordination and workflow across departments (Schmidt & Walker, 2021). Additionally, digital communication tools have allowed secretaries to expand their roles, taking on responsibilities that were once reserved for upper management or departments like Human Resources or IT (Tuan, 2020).
However, the rapid shift towards digital communication has not come without challenges. The growing reliance on email, instant messaging, and video calls has resulted in an overwhelming volume of messages and notifications, leading to potential issues with information overload. For secretaries, this means dealing with a constant influx of communications that must be prioritized and managed carefully (Johnson, 2022). Furthermore, the reliance on electronic communication tools introduces cybersecurity concerns, especially regarding the confidentiality and privacy of sensitive information. Secretaries must be knowledgeable about secure communication practices to protect organizational data and ensure compliance with data protection regulations (Gibson & Krapels, 2017).
Another challenge faced by secretaries in an increasingly digital environment is the risk of a decline in face-to-face interactions, which can hinder the development of interpersonal skills and the fostering of professional relationships. While electronic communication offers convenience and efficiency, it may not always fully replicate the benefits of in-person communication, such as non-verbal cues, trust-building, and the development of rapport with colleagues and clients. Therefore, the study will explore not only the benefits of electronic communication but also its potential drawbacks and how secretaries can balance the use of technology with the human aspects of communication (Smith & Brown, 2018).
Moreover, the effectiveness of electronic communication depends largely on the secretary’s level of technological competence and their ability to adapt to rapidly changing tools and systems. As organizations continue to integrate new technologies, secretaries must continually upgrade their skills and keep pace with advancements. This dynamic environment has led to the need for more training and development opportunities for secretaries, focusing on both technical proficiency and the strategic use of digital communication tools to enhance their effectiveness (Schmidt & Walker, 2021).
The role of electronic communication in improving secretarial effectiveness is not just about individual productivity but also about its broader impact on organizational efficiency. By streamlining communication processes, reducing delays, and improving the accuracy of information dissemination, secretaries can contribute significantly to the overall performance of an organization. The ability of secretaries to efficiently manage electronic communication can lead to faster decision-making, better coordination between departments, and enhanced customer service (Lee & Lee, 2021).
Despite these advancements, research specific to the role of electronic communication in the effectiveness of secretaries is still underdeveloped. Most existing studies focus on broader organizational communication strategies, leaving a gap in understanding the specific implications for administrative professionals. This study seeks to fill that gap by exploring how electronic communication tools impact the day-to-day tasks, responsibilities, and overall performance of secretaries. By analyzing how these tools enhance or impede their work, this study will provide a comprehensive understanding of how secretarial roles are evolving in the digital age and offer recommendations for organizations to support their secretaries more effectively (O'Connor & O'Leary, 2019).
1.2 Statement of the Problem
The role of secretaries has undergone significant transformation in recent years, largely driven by technological advancements in electronic communication. Traditionally, secretaries were responsible for clerical tasks such as answering phone calls, scheduling meetings, and managing correspondence. However, with the introduction of electronic communication tools, such as emails, instant messaging, video conferencing, and cloud-based collaboration platforms, their responsibilities have expanded significantly. Secretaries are now expected to manage and facilitate digital communication, coordinate remote work activities, and use technological tools to enhance organizational efficiency. Despite these advancements, the integration of electronic communication into secretarial work has raised several challenges that may affect the overall effectiveness of secretaries within organizations.
While electronic communication tools have streamlined many processes, the growing reliance on digital communication has resulted in information overload, where secretaries are inundated with excessive messages and notifications. This can negatively impact their productivity, time management, and ability to prioritize tasks effectively (Johnson, 2022). Furthermore, the pressure to be constantly available through various communication platforms, such as email and instant messaging, may contribute to stress and burnout among secretaries (Smith & Brown, 2018). There is also the concern that electronic communication tools may lead to a loss of personal touch, as face-to-face communication is reduced, making it harder to build rapport with colleagues and clients (Tuan, 2020).
Moreover, the shift to digital platforms has introduced additional challenges, such as the need for secretaries to develop and continuously update their technological skills to keep pace with new software and communication tools (Schmidt & Walker, 2021). This can lead to a skills gap, particularly in organizations where secretaries are not provided with adequate training or support in using these new tools. In addition, security and confidentiality concerns arise as secretaries manage sensitive organizational information via digital communication platforms, raising the risk of data breaches or unauthorized access (Gibson & Krapels, 2017).
While much has been written about the broader effects of digital communication on organizational productivity, little research has focused on the specific role that electronic communication plays in enhancing or hindering the effectiveness of secretaries. This gap in research leaves organizations with insufficient understanding of how digital tools affect the performance of secretaries, as well as how these tools can be optimized to improve their overall effectiveness. Furthermore, the challenges that secretaries face in adapting to these tools have not been sufficiently explored, and the impact on job satisfaction, stress levels, and career progression remains under-examined.
Thus, the problem this study seeks to address is to understand the specific role that electronic communication tools play in the effectiveness of secretaries within organizations. By identifying the benefits and challenges associated with these tools, the study aims to provide insights into how electronic communication can be leveraged to enhance the productivity and performance of secretaries. Furthermore, it will explore the support and training that secretaries require to adapt to these technological changes, ensuring that organizations can optimize their administrative operations and maintain effective communication within their teams.
1.3 Objectives of the Study:
The main objective of this study is the role of electronic communication on the effectiveness of secretaries in an organization. Specifically, the study aims to:
1. Examine the impact of electronic communication tools on the efficiency and productivity of secretaries.
2. Identify the challenges secretaries face in adapting to and using electronic communication tools in their daily tasks
3. Assess the role of electronic communication in improving coordination and collaboration between secretaries and other departments or teams within an organization.
4. Investigate the impact of electronic communication on job satisfaction, stress levels, and professional development of secretaries. 

5.  Evaluate the security and confidentiality risks associated with the use of electronic communication tools by secretaries. 
1.4 Research Questions
In line with the objectives of this study, the following research questions have been formulated to guide the investigation into the role of electronic communication on the effectiveness of secretaries in an organization:
1. What is the impact of electronic communication on the efficiency and productivity of secretaries in performing their task?
2. What are the primary challenges that secretaries face when adapting to and using electronic communication tools in their daily responsibilities?
3. to what extent does electronic communication enhance coordination and collaboration between secretaries and other departments or teams within an organization?
4. what is the extent of electronic communication tools on job satisfaction, stress levels, and professional development among secretaries?
5. What are the security and confidentiality risks associated with the use of electronic communication tools by secretaries?
1.5 Significance of the Study
The findings from this study the role of electronic communication on effectiveness of secretaries in an organization will have significant implications both for secretaries and for organizations as a whole. By examining how electronic communication tools impact the daily operations of secretaries and their interactions with other departments, this research can offer valuable insights that benefit both the administrative staff and the broader organizational structure.
 Secretary: This study is particularly important to secretaries as it will provide critical insights into how the adoption of electronic communication tools, such as emails, instant messaging, and video conferencing, can improve their productivity and efficiency (Lee & Lee, 2021). By understanding the relationship between electronic tools and secretarial tasks, secretaries can optimize their workflows, manage their time more effectively, and enhance the quality of their work, which could ultimately lead to improved job performance and increased professional reputation (Gibson & Krapels, 2017). Furthermore, the study will underscore the importance of continuous professional development and acquiring new technical skills to remain relevant in a digital workplace. Understanding how to leverage digital tools effectively will contribute to their career growth and the enhancement of their technical competencies (Johnson, 2022). Moreover, the study will address common challenges that secretaries face, such as information overload and the stress associated with being constantly available, providing strategies to manage these challenges and improve job satisfaction. The findings will also help secretaries better manage their work-life balance by offering insights into the most effective ways to utilize electronic communication tools, reducing stress, and increasing job satisfaction (Smith & Brown, 2018).
 Organization: For organizations, the study will demonstrate how electronic communication tools enhance operational efficiency. By improving communication flows and task management, secretaries contribute significantly to organizational effectiveness, allowing information to be exchanged quickly and accurately (Schmidt & Walker, 2021). This can improve decision-making, streamline operations, and increase overall productivity. The research will also highlight the ways in which secretaries use digital tools to coordinate activities and facilitate collaboration across different departments. This increased coordination can enhance interdepartmental relationships and ensure smoother workflows within the organization (Tuan, 2020). Additionally, the study will examine how organizations can benefit from cost and time savings by reducing the need for physical meetings and travel, which will be especially valuable in remote and hybrid work settings (Schmidt & Walker, 2021). Furthermore, the research will address the issue of data security and confidentiality, providing recommendations for organizations to implement effective security measures and ensuring that secretaries are equipped with the knowledge to protect sensitive information. This is crucial in today’s digital age, where cyber threats are a growing concern (Gibson & Krapels, 2017). Finally, the study will provide valuable insights for organizations undergoing digital transformation, offering guidance on how to support secretaries in adapting to and embracing new communication tools, which will ultimately lead to better overall organizational agility (Lee & Lee, 2021).
1.6 Delimitation
This study on "The Role of Electronic Communication on the Effectiveness of Secretaries in an Organization" is confined to specific parameters to ensure focus and manageability. The research will be delimited to secretaries working in medium to large organizations that have integrated electronic communication tools such as email, instant messaging, video conferencing, and collaboration platforms into their daily operations. The study will not include secretaries in small organizations where such technological tools may not be as widely adopted or where communication may rely more on traditional methods.
The research will focus primarily on secretarial roles within the organization, excluding other office staff who may also interact with communication tools. Additionally, the study will examine secretaries' use of electronic communication tools from a productivity and efficiency perspective.
This study will also be delimited to organizations within Ilorin metropolis. the study will primarily explore the impact of electronic communication on secretarial effectiveness, not on the broader organizational structure, meaning that the study will not analyze organizational outcomes like profitability or market performance. The research will not address the impact of other factors that may influence secretarial effectiveness, such as personal traits, managerial support, or external factors like economic conditions, as the focus will remain on the role of electronic communication tools. The study adopted case study approach to select two organizations as a case study for data collection purpose.   Lastly, only quantitative data will be collected through surveys. 
1.7 Limitation
While this study "The Role of Electronic Communication on the Effectiveness of Secretaries in an Organization" provides valuable insights, but there are some limitations that may affect the results and generalizability of the findings.  the study will focus only on secretaries in corporate to large organizations, which may limit the applicability of the findings to smaller organizations or those that do not extensively use electronic communication tools. In organizations where traditional communication methods are still prevalent, the role of electronic communication may not be as significant, which could impact the relevance of the study in such settings.
Another limitation is the geographical constraint of the study. This study focused on organizations in Ilorin metropolis, the findings may not be representative of global trends or applicable to organizations in different cultural or technological contexts. Different regions may have varying access to technology or differing attitudes toward digital communication, which could influence how secretaries use electronic communication tools.
The study is also limited by its focus on productivity and efficiency, which may overlook other critical aspects of secretarial effectiveness, such as job satisfaction, work-life balance, and personal skills development. Moreover, the research will not explore in-depth factors such as managerial support, training programs, or the organizational culture, all of which can also affect secretarial effectiveness and their use of electronic communication.











CHAPTER TWO
 LITERATURE REVIEW
The advent of electronic communication tools has profoundly impacted administrative roles, particularly that of the secretary. As organizations evolve to incorporate digital technologies, secretaries are increasingly central to the effective use of communication tools in enhancing organizational efficiency. This literature review seeks to examine the role of electronic communication on effectiveness of secretaries in an organization. Therefore, the review will be conducted under the following sub headings
2.1 Evolution of Secretarial Roles in the Digital Age
2..2 The Role of Electronic Communication Tools in Enhancing Secretarial Effectiveness
2.3 Electronic communication Enhance Productivity and Efficiency
2.4 Electronic communication Streamlined Communication
2.5 Challenges of Electronic Communication
2.1 Evolution of Secretarial Roles in the Digital Age
The role of secretaries has dramatically shifted in the digital age, particularly due to the proliferation of electronic communication tools. As organizations increasingly rely on digital communication methods, secretaries have been tasked with adapting to and mastering new technologies to enhance their effectiveness. Electronic communication, such as email, instant messaging, and video conferencing, has transformed the way secretaries manage tasks and coordinate activities within organizations. These technologies have not only increased the speed and efficiency of communication but have also enabled secretaries to take on more complex responsibilities, moving beyond traditional administrative duties (Benkler, 2006; Borgman, 2007).
Email, for instance, has become the cornerstone of professional communication, allowing secretaries to handle large volumes of correspondence in a timely manner. The ability to send and receive messages almost instantaneously enables secretaries to respond to requests, schedule appointments, and resolve issues more efficiently (Benkler, 2006). Unlike traditional mail or phone calls, which required more time to process and respond to, email allows for immediate communication, ensuring that executives and team members are always informed and can act quickly. This has made secretaries more integral to the functioning of an organization, as they now play a central role in managing digital correspondence and streamlining communication between departments and external stakeholders (Borgman, 2007; Castells, 2010).
In addition to email, the rise of instant messaging platforms such as Slack, Microsoft Teams, and other collaboration tools has further improved communication within organizations. These platforms allow secretaries to engage in real-time conversations with colleagues, managers, and clients, facilitating quicker decision-making and task management (Thurlow, Lengel, & Tomic, 2004). For example, secretaries can now manage multiple conversations simultaneously, coordinate tasks, and resolve issues without the delays associated with email. The immediacy of instant messaging tools has allowed secretaries to function more proactively, anticipating needs and addressing concerns before they escalate (Benkler, 2006). As a result, secretaries are not only administrative support staff but also key facilitators of real-time communication and decision-making (Hampton, 2016).
Moreover, video conferencing tools like Zoom and Microsoft Teams have enabled secretaries to manage virtual meetings, which have become increasingly common in the digital era. Virtual meetings allow executives to connect with team members, clients, and stakeholders from across the globe, and secretaries play a crucial role in coordinating these meetings, scheduling appointments, and ensuring that all necessary participants are available (Castells, 2010). The ability to arrange virtual meetings without the need for physical presence has enhanced flexibility and productivity, making it easier for organizations to stay connected despite geographic distances. Secretaries, therefore, not only facilitate the logistics of meetings but also ensure smooth communication by handling any technical issues and providing support to executives and attendees (Borgman, 2007; Benkler, 2006).
The effectiveness of secretaries in an organization has also been bolstered by the use of cloud-based document management systems. Tools like Google Drive, Dropbox, and SharePoint have enabled secretaries to organize and store files digitally, improving the accessibility and security of information. These platforms allow for real-time collaboration, making it easier for secretaries to share documents with colleagues and executives and ensure that everyone is working with the most up-to-date information (Borgman, 2007). The transition from paper-based filing systems to digital platforms has significantly increased the efficiency of administrative tasks, as secretaries no longer have to manually retrieve or organize paper documents. Instead, they can quickly search for and access files, which helps reduce time spent on administrative tasks and frees them up to focus on more strategic responsibilities (Borgman, 2007; Benkler, 2006).
As digital tools continue to evolve, secretaries are expected to master a variety of software platforms and applications to stay effective in their roles. These tools include project management software such as Asana, Trello, and Monday.com, which allow secretaries to track tasks, deadlines, and project progress (Benkler, 2006). These platforms improve team communication and help secretaries manage multiple projects simultaneously, ensuring that deadlines are met and everyone involved stays informed. The increased use of digital tools has transformed secretaries into key players in project management and decision-making processes, as they are often the ones who ensure the smooth flow of information and keep projects on track (Borgman, 2007; Thurlow, Lengel, & Tomic, 2004).
The internet has also facilitated faster access to information, which allows secretaries to be more proactive in their roles. In the past, gathering information for a report or preparing documents for meetings could be a time-consuming process. However, with online databases, search engines, and digital libraries, secretaries can now access a vast array of resources quickly, enabling them to compile accurate and up-to-date information (Castells, 2010). For example, secretaries preparing a presentation for an executive can easily access the latest market reports, industry news, and company data online, ensuring that their work is both relevant and timely (Borgman, 2007). This easy access to information has also empowered secretaries to become more proactive in supporting the strategic goals of executives and providing valuable insights (Benkler, 2006).
2.2 The Role of Electronic Communication Tools in Enhancing Secretarial Effectiveness
Electronic communication tools have become indispensable in today’s workplace, playing a critical role in enhancing the effectiveness and efficiency of secretaries. The integration of these tools into daily office operations has reshaped the functions of secretaries, enabling them to manage tasks more effectively and communicate with colleagues, clients, and stakeholders in real-time. The significance of these tools is evident in their ability to improve productivity, streamline workflows, and facilitate decision-making, thus making them an essential part of secretarial work (Afsar & Umair, 2020; Hargittai, 2021). This section explores the various electronic communication tools that secretaries utilize, their impact on secretarial roles, and the challenges associated with their use.
Email has revolutionized communication in the workplace, serving as the primary mode of interaction for secretaries. It has replaced traditional communication methods such as postal mail, allowing for faster, more efficient exchange of information (Roberts & Williams, 2019). According to Hargittai (2021), email serves as a vital tool for secretaries to manage organizational correspondence, schedule appointments, and send official documents. Secretaries often act as gatekeepers to an executive's inbox, ensuring that only relevant and important messages are prioritized. Furthermore, email allows secretaries to maintain a clear, organized record of communications, which can be useful for tracking important conversations and ensuring follow-up actions. According to Dube and Usher (2021), email's asynchronous nature allows secretaries to coordinate work more flexibly while maintaining a clear communication trail, a critical aspect of professional administration.
The widespread use of email also enables secretaries to perform tasks such as managing group communications, coordinating schedules, and facilitating cross-departmental collaboration. Email’s efficiency in dealing with both internal and external communications allows secretaries to streamline administrative workflows and reduce response time, which is crucial for maintaining productivity in fast-paced business environments (Afsar & Umair, 2020). This adaptability is particularly valuable in global business environments, where time-zone differences and the need for prompt responses can significantly impact workflow (Dube & Usher, 2021).
In addition to email, instant messaging platforms like Slack and Microsoft Teams have become essential for secretaries in managing real-time communication. These platforms offer a more immediate form of interaction compared to email, which is especially valuable in fast-paced work environments (Benkler, 2006; Afsar & Umair, 2020). According to Thurlow, Lengel, and Tomic (2004), these instant messaging tools are essential for enhancing collaboration, as they allow secretaries to quickly address time-sensitive issues, clarify information, and provide updates to team members or executives without the delay of email responses. Instant messaging also facilitates the quick exchange of information, allowing secretaries to coordinate schedules, distribute tasks, and manage requests instantaneously (Afsar & Umair, 2020). This real-time interaction significantly improves productivity and communication flow, as the need for formal meetings or emails is reduced, facilitating quicker decision-making and problem-solving processes (Benkler, 2006; Roberts & Williams, 2019).
Video conferencing tools such as Zoom, Microsoft Teams, and Google Meet further revolutionize the role of secretaries in today’s digital era. These tools have made remote communication and meetings more accessible, allowing secretaries to organize virtual meetings with internal teams, clients, or stakeholders (Benkler, 2006; Afsar & Umair, 2020). As organizations increasingly embrace hybrid and remote work models, secretaries are now tasked with ensuring the seamless execution of virtual meetings, from scheduling to troubleshooting technical issues. These platforms enable collaboration in real-time, regardless of participants' geographical locations, making them indispensable for modern organizations (Afsar & Umair, 2020). In addition to facilitating meetings, these tools enable secretaries to share presentations, documents, and other media during virtual discussions, which enhances the overall effectiveness of communication (Benkler, 2006).
Cloud-based platforms like Google Drive, Dropbox, and OneDrive also play a crucial role in modern secretarial work. These platforms allow secretaries to store and manage documents digitally, making it easier to share files, collaborate with teams, and access documents from any location (Borgman, 2007). As organizations increasingly rely on digital document management, secretaries are now responsible for ensuring that all important files are securely stored, easily accessible, and up to date (Benkler, 2006). This helps improve the efficiency of secretarial work by reducing time spent searching for physical documents and minimizing the risk of lost or misplaced files (Borgman, 2007). According to Roberts and Williams (2019), cloud platforms also offer features like real-time editing and version control, further improving workflow efficiency and enhancing collaboration between team members.
Although these electronic communication tools offer numerous benefits, they also present certain challenges for secretaries. One challenge is the information overload that can result from constant communication across multiple platforms (Afsar & Umair, 2020; Thurlow, Lengel, & Tomic, 2004). The high volume of emails, instant messages, and notifications can be overwhelming, making it difficult for secretaries to prioritize tasks effectively. To overcome this, secretaries must develop strong organizational skills and time-management strategies to filter important information and avoid burnout (Thurlow, Lengel, & Tomic, 2004). Additionally, these tools require continuous monitoring, which can contribute to the stress of maintaining multiple communication channels at once (Benkler, 2006).
2.3 Electronic communication Enhance Productivity and Efficiency
In today’s fast-paced business environment, secretaries are tasked with managing a variety of administrative responsibilities that require exceptional multitasking, attention to detail, and time management skills. The adoption of various electronic tools and technologies has significantly contributed to improving the productivity and efficiency of secretarial work. These tools streamline everyday tasks, simplify communication, and enable better management of resources, all of which lead to enhanced overall performance (Roberts & Williams, 2019; Afsar & Umair, 2020). This section will explore how technological advancements, particularly in digital tools and automation, are enhancing productivity and efficiency in secretarial roles, as well as the challenges and strategies involved in maximizing their potential.
The integration of digital tools into secretarial roles has revolutionized the way administrative tasks are carried out. Traditional tasks, such as scheduling meetings, filing documents, and managing emails, are now made more efficient through software solutions. For example, cloud-based tools like Google Drive, Dropbox, and Microsoft OneDrive allow secretaries to manage files securely and access them from anywhere, significantly reducing the time spent on document retrieval and storage. These platforms offer several advantages, including real-time updates and enhanced collaboration, allowing teams to work on documents simultaneously, regardless of their physical location (Liu, 2018; Benkler, 2006). According to Afsar and Umair (2020), cloud storage platforms also provide secure backups, reducing the risks associated with physical document storage, such as damage or loss, thus contributing to a smoother workflow. The accessibility and ease of use offered by cloud platforms are fundamental in a business world that increasingly demands flexibility and real-time collaboration (Hargittai, 2021).
Furthermore, cloud storage platforms have proven invaluable for improving the overall efficiency of secretarial tasks. According to Liu (2018), these platforms also provide secure backups, reducing the risks associated with physical document storage, such as damage, theft, or loss. With cloud storage, secretaries are able to ensure the safety of important files, as data is stored off-site and can be easily recovered if needed. This reduces downtime and the potential for costly disruptions, particularly in a fast-paced business environment (Benkler, 2006). Additionally, cloud platforms offer real-time version control, enabling secretaries to track changes made to documents, monitor progress, and avoid duplication or errors in the content (Roberts & Williams, 2019).

The accessibility and ease of use offered by cloud platforms are fundamental in a business world that increasingly demands flexibility and real-time collaboration (Hargittai, 2021). As organizations continue to embrace digital transformation, the use of cloud-based tools has become indispensable for secretaries, as these tools not only streamline document management but also enhance their ability to collaborate efficiently with team members, regardless of their geographic location (Afsar & Umair, 2020). Moreover, these tools help reduce the physical storage space required for filing documents and eliminate the time-consuming process of manually organizing, retrieving, and updating paper-based files (Thurlow, Lengel, & Tomic, 2004).

In addition to enhancing collaboration, cloud-based platforms also improve the transparency and accountability of the work process. By enabling easy access to shared folders and documents, secretaries can quickly check the status of ongoing tasks, ensuring that deadlines are met and responsibilities are clearly defined. This helps to eliminate confusion and ensures that all relevant parties are aligned on project progress (Liu, 2018). Furthermore, with the use of cloud-based project management tools like Trello and Asana, secretaries can oversee tasks in real time, assign responsibilities, and track progress, which ultimately improves workflow efficiency (Afsar & Umair, 2020).

Similarly, tools like Microsoft Outlook and Google Calendar have streamlined scheduling and appointment management. These platforms not only help secretaries manage their executives' calendars but also send automated reminders, reducing the risk of scheduling errors or missed appointments (Roberts & Williams, 2019). Automated scheduling tools, such as Calendly, allow secretaries to coordinate meeting schedules without the need for constant back-and-forth communication with clients or team members (Johnson & Carter, 2020). This automation saves significant time and effort, as secretaries can simply share a scheduling link with clients or colleagues to find mutually available times, eliminating the need for lengthy email exchanges. As a result, secretaries can allocate more time to higher-level tasks, such as strategic planning and executive support, instead of focusing on administrative minutiae (Thurlow, Lengel, & Tomic, 2004).
In addition to calendar management, the use of task management software such as Asana, Trello, and Monday.com has transformed how secretaries organize projects and track progress. These tools allow for seamless task assignment, progress tracking, and real-time collaboration across teams (Afsar & Umair, 2020; Liu, 2018). By using these platforms, secretaries can ensure that tasks are completed on time and that nothing falls through the cracks, which is crucial for maintaining an organized and efficient office environment. These tools can also integrate with email and calendar platforms, providing a centralized location for communication and project management, further simplifying the workload of secretaries (Benkler, 2006).
Additionally, automation tools have become indispensable in increasing the efficiency of secretarial tasks. Routine administrative tasks, such as email filtering, document management, and reporting, can now be automated with tools like Zapier or IFTTT (If This Then That), which connect different apps and automate workflows (Johnson & Carter, 2020). For instance, secretaries can set up automated workflows to move files between cloud storage platforms, send out meeting reminders, or even automatically respond to frequently asked questions. This type of automation significantly reduces the time spent on repetitive tasks and allows secretaries to focus on more strategic and value-added activities (Thurlow, Lengel, & Tomic, 2004).
Moreover, the adoption of electronic communication tools such as Slack, Microsoft Teams, and Zoom has further enhanced productivity by enabling more efficient and streamlined communication. As Benkler (2006) noted, these tools enable real-time collaboration across teams and departments, making it easier for secretaries to manage communications, coordinate tasks, and resolve issues in a timely manner. With the ability to instantly message colleagues, organize video conferences, and share files, secretaries can support the smooth flow of communication and collaboration, even when team members are working remotely or across different time zones (Hargittai, 2021). The ability to conduct virtual meetings via platforms like Zoom has been especially important in maintaining productivity during the COVID-19 pandemic, as it allows for seamless communication despite physical distance (Hampton, 2016).
2.4 Electronic communication Streamlined Communication
The introduction of various electronic communication platforms, including email, instant messaging, video conferencing, and collaborative software, has revolutionized how secretaries interact with colleagues, clients, and stakeholders. Traditional methods of communication, such as phone calls and face-to-face meetings, have been complemented by these digital alternatives, allowing for immediate responses and real-time communication (Benkler, 2006). As noted by Muro, Whiton, and Kulkarni (2017), the use of collaborative communication tools in office settings has been shown to improve team productivity by as much as 25%, as they reduce the time spent searching for information and increase the speed at which decisions are made. These platforms have enabled secretaries to streamline communications, ultimately ensuring that all parties are informed and aligned without delays or miscommunication.
The adoption of a wide array of electronic communication tools has brought substantial improvements to secretarial effectiveness. In addition to widely-known platforms like Microsoft Teams, there are several other tools that have significantly streamlined communication, enhancing the ability of secretaries to perform their roles more efficiently. These include tools such as Trello, Zoom, and Asana, which are designed to facilitate coordination, organization, and communication across various levels of an organization.

Trello, for example, is a popular project management tool that helps secretaries track ongoing projects, manage tasks, and collaborate with colleagues. By organizing tasks into boards, lists, and cards, secretaries can monitor the progress of various administrative functions and ensure that deadlines are met (Liu, 2018). This visual approach to task management reduces miscommunication by offering a clear overview of each project's status. The real-time updates provided by Trello ensure that secretaries and their teams are always on the same page, whether they are working remotely or in-office. Additionally, secretaries can assign tasks to specific individuals and set due dates, ensuring that work is distributed evenly and deadlines are adhered to (Afsar & Umair, 2020).

Similarly, Zoom is another tool that has revolutionized communication, particularly in the context of virtual meetings. While many organizations have embraced Zoom for its video conferencing capabilities, its additional features, such as screen sharing and breakout rooms, have further enhanced its usefulness for secretaries. Zoom allows secretaries to coordinate meetings, send invitations, and follow up on action items. These meetings can include visual elements such as slideshows or documents, which are shared seamlessly between participants, ensuring that everyone is aligned on the key points (Roberts & Williams, 2019). This ease of communication is particularly important in hybrid or fully remote work environments where face-to-face interactions are limited. By offering real-time interaction, Zoom allows secretaries to facilitate quicker decision-making and resolve issues promptly without waiting for an in-person meeting (Benkler, 2006).

In addition to Trello and Zoom, Asana has emerged as another essential tool in modern secretarial practices. Asana is a task and project management platform that helps secretaries break down complex projects into manageable tasks. Through Asana, secretaries can track the progress of different initiatives, assign tasks, and ensure that all deadlines are met. The platform enables communication between team members by allowing for comments, feedback, and the sharing of attachments on each task (Liu, 2018). By consolidating all project-related information in one platform, Asana improves organizational efficiency by reducing the need for multiple email exchanges and ensuring that everyone involved has easy access to the information they need. The tool also integrates with other software such as Google Calendar and Slack, which streamlines workflows even further (Afsar & Umair, 2020).

Beyond task and project management tools, Google Drive has become a cornerstone of modern secretarial communication. Google Drive enables the cloud-based storage of documents, making it easier for secretaries to manage files in real-time without the limitations of physical storage. With its collaborative features, multiple users can edit documents simultaneously, ensuring that teams work together on the latest versions of presentations, reports, or spreadsheets. As noted by Benkler (2006), Google Drive eliminates the need for sending files back and forth via email, reducing delays and improving document flow. This has been especially beneficial in settings where teams are working across multiple locations or time zones. By using Google Drive, secretaries can maintain a seamless flow of information, contributing to overall organizational productivity.

Moreso, secretaries can leverage tools such as Slack, not just for communication but for knowledge management. In larger organizations, the volume of information exchanged can be overwhelming, making it difficult for team members to keep track of important decisions or updates. With Slack, secretaries can organize conversations by topic or project, ensuring that information is easy to locate when needed. Secretaries can create specific channels for various teams or departments, allowing for organized discussions on projects, client communications, or important company announcements. This can reduce the time spent searching through emails or message threads, ultimately improving efficiency and keeping employees better informed (Afsar & Umair, 2020).
2.5 Challenges of Electronic Communication
The challenges associated with electronic communication tools are multifaceted and can significantly affect secretarial roles and overall organizational functioning. Technical difficulties are among the most frequently cited issues that secretaries encounter when relying on these tools. Problems such as poor internet connectivity, software malfunctions, and compatibility issues between various platforms can hinder effective communication, create delays, and disrupt the smooth flow of administrative processes (Acar & Tamer, 2020; Choi & Kim, 2019). For instance, video conferencing tools like Zoom or Google Meet may experience lag or audio failures, which can impede the flow of communication and lead to missed opportunities for collaboration (Hampton, 2016). Similarly, email systems may encounter problems such as delayed delivery, inaccessible attachments, or issues with syncing across devices, which can disrupt the timely exchange of important information. Choi and Kim (2019) emphasized that these technical disruptions often create confusion, particularly when critical communications are delayed or lost, impacting the efficiency of administrative tasks.
Moreover, email systems—while indispensable for most secretarial functions—can also be a source of frustration. Issues such as delayed delivery, inaccessible attachments, or difficulties organizing high volumes of messages can impact communication speed and the overall effectiveness of email as a communication tool. According to Choi and Kim (2019), organizations often face challenges in ensuring seamless email communication, particularly when large attachments or multiple recipients are involved. Delays in receiving critical information or problems accessing attachments can impede secretarial tasks like scheduling, document sharing, and coordination, ultimately affecting the timely execution of administrative responsibilities.
Another critical challenge is the over-reliance on digital tools, which can lead to a reduction in the effectiveness of face-to-face communication. As electronic tools are increasingly integrated into daily workflows, there is a growing tendency for teams to communicate predominantly through digital platforms, which may diminish the depth of interpersonal interactions and the effectiveness of spontaneous problem-solving (Benkler, 2006; Thurlow, Lengel, & Tomic, 2004). For example, while instant messaging tools like Slack or Microsoft Teams are effective for quick exchanges, they can limit the richness of communication and make it harder to convey complex information or emotional nuances compared to face-to-face conversations (Hargittai, 2021; Roberts & Williams, 2019). This shift in communication dynamics can also lead to misunderstandings, as important context may be lost in written text or limited interactions.
The phenomenon of communication overload is another major challenge posed by electronic communication tools. With the constant flow of messages through emails, instant messaging platforms, and social media channels, secretaries can quickly become overwhelmed by the sheer volume of communication they must manage. According to Afsar and Umair (2020), this information overload can result in burnout, decreased productivity, and difficulty prioritizing tasks. Secretaries must continually sift through a large number of messages to identify the most urgent and important communications, which can lead to delays in response times and errors in judgment (Benkler, 2006). As more platforms are integrated into the workplace, employees and secretaries alike face the challenge of managing multiple channels of communication effectively (Hampton, 2016).
Furthermore, security concerns represent another significant challenge when using electronic communication tools. With the increasing frequency of cyberattacks and data breaches, secretaries are tasked with ensuring that confidential information remains secure while using digital tools. Issues such as phishing scams, hacking, and data leakage pose serious risks, particularly when sensitive documents or personal information are shared via email or cloud storage systems (Liu, 2018; Roberts & Williams, 2019). Secretaries must be vigilant in using secure communication channels, implementing strong passwords, and educating themselves about the latest cybersecurity threats to safeguard the integrity of their organization’s data. According to Benkler (2006), failure to implement robust security measures can lead to a breach of trust with clients and stakeholders, ultimately damaging the organization’s reputation (Benkler, 2006; Afsar & Umair, 2020).
CHAPTER THREE
METHODOLOGY
This chapter presents the research methodology adopted to investigate the role of electronic communication on the effectiveness of secretaries in an organization. the research discussed on the following underlisted sub titles. 
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 instrument used for data collection in this study was a structured questionnaire designed by the researcher. The questionnaire was designed to gather quantitative data from secretaries working in various organizations. The questionnaire was placed on four likert rating scale of strongly agree1, Agree2, disagree3, and strongly disagree 4, respectively. Included in the questionnaire was a closed-ended questions to assess the frequency and effectiveness of different electronic communication tools, and   to gather insights into the challenges secretaries face when using these tools. The questionnaire covered areas such as communication tools used, their perceived effectiveness, impact on productivity, challenges, and personal views on job satisfaction. This instrument was chosen because it allows for the efficient collection of data from a large number of participants and is well-suited for measuring perceptions and behaviors in a systematic manner (Johnson & Lee, 2022).
3.2 Population of the Study
The population for this study comprised secretaries working in both public and private organizations. The study aimed to focus on secretaries in medium to large organizations, as these entities are more likely to have integrated electronic communication tools in their daily operations. According to Johnson and Lee (2022), secretaries in such organizations are more likely to use electronic communication tools regularly, making them ideal participants for the study. The total population of secretaries within these organizations was estimated to be 500. Which covered various industries such as finance, education, healthcare, and government.

3.3 Sample and Sampling Techniques
For this study, a sample size of 1291secretaries was selected using a stratified random sampling technique. Stratified sampling was chosen to ensure that different categories of organizations (public and private sector) were adequately represented. Within each stratum, participants were randomly selected to ensure that the sample was representative of the overall population. Stratified random sampling was beneficial as it allowed the researcher to draw from different organizational sectors while reducing sampling bias (Creswell, 2014). The chosen sample size was appropriate for statistical analysis and allowed for a reasonable level of generalization to the broader population of secretaries.
3.4 Distribution and Collection of Data
The distribution and collection of questionnaires was carried out personally by the researcher with the help of research assistants. physical copies of the questionnaire were distributed during office hours. Data collection took place over a period of two weeks to ensure sufficient time for responses and to allow participants flexibility in completing the questionnaire (Tuan, 2020). A total number of 291 questionnaire was distributed but only 120 was returned. Making a total percentage of 41.2% returned rate. The researcher also sent follow-up reminders to encourage higher response rates.
3.5 Reliability
Reliability refers to the consistency and stability of the measurement instrument over time. To ensure the reliability of the questionnaire, a pilot test was conducted with a sample of 30 secretaries from a different organization to test the clarity, ease of understanding, and effectiveness of the questions. Based on the results of the pilot test, adjustments were made to improve question wording and response options. The reliability of the instrument was then assessed using the Cronbach’s alpha coefficient, which measures internal consistency. A Cronbach’s alpha value of 0.80 or higher was considered acceptable for this study, as it indicated a high level of reliability (Tuan, 2020). The pilot test and the subsequent adjustments helped ensure that the data collected would be consistent and reliable.
3.6 Validity
Validity refers to the extent to which an instrument measures what it is intended to measure. The validity of the questionnaire was established by experts in the field of organizational communication and office Technology and management, who reviewed the questionnaire to ensure that it covered all relevant aspects of the study topic (Creswell, 2014). The validity was assessed by evaluating whether the questions accurately measured the concepts of electronic communication tools, productivity, and effectiveness in secretarial roles. The questions were reviewed to ensure alignment with the study’s objectives, and ambiguities were corrected to ensure clarity and relevance (Johnson & Lee, 2022).
3.7 Method of Data Analysis
The data collected from the questionnaires were analyzed using descriptive statistics, such as frequencies, and percentages, to summarize the responses of participants on each questionnaire item, this will give a clear perception of the participants view on the role of electronic communication on effectiveness of secretaries in an organization. The detail analysis of the data collected is presented in chapter four. 

 






CHAPTER FOUR
				
DATA ANALYSIS
4.1 Introduction
This chapter presents the findings of the study based on the data collected from the questionnaires. The tables below summarized the responses from secretaries regarding the role of electronic communication on effectiveness of secretaries in an organization. The responses are presented in terms of frequencies and percentages for each questionnaire item statement, followed by a brief analysis of the results.
4.2 Results
Table 4.1: Electronic communication tools are frequently used in your daily tasks
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	40.0

	Agree
	35
	28.0

	Disagree
	25
	20.0

	Strongly Disagree
	10
	8.0

	Total
	120
	100



Source: Researcher's fieldwork 2025
Table 4.1 above showed that 50 (40%) respondents strongly agreed and 35 (28%) respondents agreed that electronic communication tools are frequently used in their daily tasks as secretaries, while 25 (20%) respondents disagreed and 10 (8%) respondents strongly disagreed with the statement, respectively.
Table 4.2: Electronic communication positively affects your productivity as a secretary
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	48.0

	Agree
	40
	32.0

	Disagree
	15
	12.0

	Strongly Disagree
	5
	4.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.2 above showed that 60 (48%) respondents strongly agreed and 40 (32%) respondents agreed that electronic communication positively affects their productivity, while 15 (12%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement, respectively.



Table 4.3: Email is used as a means of communication within your organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	44.0

	Agree
	40
	32.0

	Disagree
	15
	12.0

	Strongly Disagree
	10
	8.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.3 above showed that 55 (44%) respondents strongly agreed and 40 (32%) respondents agreed that email is the primary form of communication within their organization, while 15 (12%) respondents disagreed and 10 (8%) respondents strongly disagreed with the statement, respectively.



Table 4.4: Video conferencing improve the efficiency of meetings within your organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	40.0

	Agree
	45
	36.0

	Disagree
	15
	12.0

	Strongly Disagree
	10
	8.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.4 above showed that 50 (40%) respondents strongly agreed and 45 (36%) respondents agreed that video conferencing improves the efficiency of meetings, while 15 (12%) respondents disagreed and 10 (8%) respondents strongly disagreed with the statement, respectively.







Table 4.5:  Instant messaging impact task coordination within your organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	32.0

	Agree
	50
	40.0

	Disagree
	20
	16.0

	Strongly Disagree
	10
	8.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.5 above showed that 40 (32%) respondents strongly agreed and 50 (40%) respondents agreed that instant messaging aids in better task coordination, while 20 (16%) respondents disagreed and 10 (8%) respondents strongly disagreed with the statement, respectively.



Table 4.6: Digital tools improve access to information within your organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	65
	52.0

	Agree
	35
	28.0

	Disagree
	15
	12.0

	Strongly Disagree
	5
	4.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.6 above showed that 65 (52%) respondents strongly agreed and 35 (28%) respondents agreed that digital tools improve access to organizational information, while 15 (12%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement, respectively.







Table 4.7: Training on the use of electronic communication tools improve overall job performance for secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	58
	46.0

	Agree
	43
	34.1

	Disagree
	15
	11.9

	Strongly Disagree
	10
	7.9

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.7 above showed that 58 (46%) respondents strongly agreed and 43 (34.1%) respondents agreed that training and development programs increase overall job performance for secretaries, while 15 (11.9%) respondents disagreed and 10 (7.9%) respondents strongly disagreed with the statement, respectively).



Table 4.8: There is adequate technological support to effectively use electronic communication tools in your organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	36.0

	Agree
	50
	40.0

	Disagree
	20
	16.0

	Strongly Disagree
	5
	4.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.8 above showed that 45 (36%) respondents strongly agreed and 50 (40%) respondents agreed that there is adequate technological support in their organization, while 20 (16%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement, respectively.






Table 4.9: Email communication improve the overall communication efficiency in your organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	40.0

	Agree
	55
	44.0

	Disagree
	10
	8.0

	Strongly Disagree
	5
	4.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.9 above showed that 50 (40%) respondents strongly agreed and 55 (44%) respondents agreed that email enhances communication efficiency, while 10 (8%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement, respectively.



Table 4.10: Current electronic communication tools available in your organization is satisfying
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	48.0

	Agree
	40
	32.0

	Disagree
	15
	12.0

	Strongly Disagree
	5
	4.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.10 above showed that 60 (48%) respondents strongly agreed and 40 (32%) respondents agreed that they are satisfied with the communication tools currently available to them in their organization, while 15 (12%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement, respectively.






Table 4.11: The use of social media platforms like LinkedIn or Slack improve communication between secretaries and other employees
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	44.0

	Agree
	40
	32.0

	Disagree
	15
	12.0

	Strongly Disagree
	10
	8.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.11 above showed that 55 (44%) respondents strongly agreed and 40 (32%) respondents agreed that the use of social media platforms like LinkedIn and Slack improves communication between secretaries and other employees, while 15 (12%) respondents disagreed and 10 (8%) respondents strongly disagreed with the statement, respectively.


Table 4.12: The use of electronic communication tools help reduce communication barriers in your organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	48.0

	Agree
	45
	36.0

	Disagree
	10
	8.0

	Strongly Disagree
	5
	4.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.12 above showed that 60 (48%) respondents strongly agreed and 45 (36%) respondents agreed that electronic communication tools help reduce communication barriers, while 10 (8%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement, respectively.







Table 4.13: Electronic communication tools enhance decision-making within your organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	70
	56.0

	Agree
	35
	28.0

	Disagree
	10
	8.0

	Strongly Disagree
	5
	4.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.13 above showed that 70 (56%) respondents strongly agreed and 35 (28%) respondents agreed that electronic communication tools enhance decision-making, while 10 (8%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement, respectively.



Table 4.14: The use of digital calendars and scheduling tools improve time management for secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	40.0

	Agree
	45
	36.0

	Disagree
	15
	12.0

	Strongly Disagree
	10
	8.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.14 above showed that 50 (40%) respondents strongly agreed and 45 (36%) respondents agreed that the use of digital calendars and scheduling tools improves time management, while 15 (12%) respondents disagreed and 10 (8%) respondents strongly disagreed with the statement, respectively.






Table 4.15: Digital communication tools lead to fewer misunderstandings in the workplace
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	44.0

	Agree
	40
	32.0

	Disagree
	15
	12.0

	Strongly Disagree
	10
	8.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.15 above showed that 55 (44%) respondents strongly agreed and 40 (32%) respondents agreed that digital communication tools lead to fewer misunderstandings, while 15 (12%) respondents disagreed and 10 (8%) respondents strongly disagreed with the statement, respectively.



Table 4.16: The use of electronic communication reduce the time spent on administrative tasks for secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	48.0

	Agree
	40
	32.0

	Disagree
	15
	12.0

	Strongly Disagree
	5
	4.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.16 above showed that 60 (48%) respondents strongly agreed and 40 (32%) respondents agreed that electronic communication reduces the time spent on administrative tasks, while 15 (12%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement, respectively.







Table 4.17: Organization provide sufficient training on using electronic communication tools for secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	44.0

	Agree
	45
	36.0

	Disagree
	15
	12.0

	Strongly Disagree
	5
	4.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.17 above showed that 55 (44%) respondents strongly agreed and 45 (36%) respondents agreed that their organization provides sufficient training on electronic communication tools, while 15 (12%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement, respectively.



Table 4.18: There are any challenges in using electronic communication tools in your organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	35
	28.0

	Agree
	40
	32.0

	Disagree
	30
	24.0

	Strongly Disagree
	15
	12.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.18 above showed that 35 (28%) respondents strongly agreed and 40 (32%) respondents agreed that there are challenges in using electronic communication tools, while 30 (24%) respondents disagreed and 15 (12%) respondents strongly disagreed with the statement, respectively.






Table 4.19: Electronic communication tools enhance collaboration between secretaries and other departments
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	48.0

	Agree
	40
	32.0

	Disagree
	15
	12.0

	Strongly Disagree
	5
	4.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.19 above showed that 60 (48%) respondents strongly agreed and 40 (32%) respondents agreed that electronic communication tools enhance collaboration between secretaries and other departments, while 15 (12%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement, respectively.







Table 4.20: The use of electronic communication tools has improved your overall job satisfaction as a secretary
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	40.0

	Agree
	45
	36.0

	Disagree
	15
	12.0

	Strongly Disagree
	10
	8.0

	Total
	120
	100


Source: Researcher's fieldwork 2025

Table 4.20 above showed that 50 (40%) respondents strongly agreed and 45 (36%) respondents agreed that the use of electronic communication tools has improved their overall job satisfaction, while 15 (12%) respondents disagreed and 10 (8%) respondents strongly disagreed with the statement, respectively.











CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This project explores the role of electronic communication in enhancing the effectiveness of secretaries within an organization. The research highlighted how the advent of various electronic communication tools such as email, instant messaging, video conferencing, and cloud-based software has transformed the traditional role of secretaries. Historically, secretaries were seen primarily as office assistants handling tasks such as scheduling meetings, managing correspondence, and organizing documents. However, the rapid growth of digital communication tools has expanded their duties, making them integral to communication and information management within organizations.
The project investigates the impact of electronic communication on key areas such as time management, task efficiency, and information flow. A major focus of the research is on how secretaries use these tools to perform tasks more efficiently, improve accuracy in communication, and ensure that the workflow within organizations is maintained seamlessly. Additionally, the project examines challenges faced by secretaries in adapting to these technological changes, including the learning curve associated with new tools and issues related to data security.
Furthermore, the study provides a deep dive into the relationship between the use of electronic communication tools and overall organizational performance, emphasizing that the secretarial role has evolved into one that requires technical proficiency in a variety of communication platforms.

5.2 Conclusion
The study concludes that electronic communication plays a pivotal role in enhancing the effectiveness of secretaries in modern organizations. Secretaries who are proficient in using digital communication tools can improve operational efficiency, reduce communication delays, and enhance productivity within the organization. These tools not only allow secretaries to perform traditional tasks like scheduling and correspondence management but also enable them to take on more complex responsibilities related to document management, virtual meetings, and real-time communication.
However, the research also highlighted that while the integration of electronic communication has brought numerous advantages, it has also introduced challenges. Secretaries must be continuously trained to stay updated with new technological developments. Moreover, organizations must ensure data security and provide adequate support to secretaries to help them adapt to the ever-evolving digital landscape.
In essence, electronic communication has made the role of secretaries more dynamic, multifaceted, and indispensable to the efficient functioning of an organization. Secretaries now act as key facilitators of smooth communication and operational workflows, driving the success of organizational processes.
5.3 Recommendations
Based on the findings of the study the following recommendation were made
1. Continuous Training and Development: Organizations should prioritize ongoing training programs for secretaries to enhance their skills in using the latest electronic communication tools. This will ensure they remain adaptable to new technologies and continue to perform their duties efficiently.
2. Investment in Secure Communication Platforms: Organizations must invest in secure and reliable electronic communication platforms to mitigate data security risks. Secretaries should be provided with tools that safeguard sensitive organizational information while facilitating efficient communication.
3. Encouraging the Use of Collaborative Tools: Organizations should encourage the integration of collaborative platforms, such as cloud-based document management systems and team messaging applications. These tools promote seamless information sharing and collaborative work among team members, improving overall organizational productivity.
4. Regular Feedback and Support: Organizations should establish mechanisms for regular feedback to understand the challenges faced by secretaries in using electronic communication tools. Providing technical support and addressing concerns in a timely manner will help improve their performance and confidence in utilizing these technologies.
5. Promote Work-Life Balance: Given the 24/7 connectivity that electronic communication enables, organizations should ensure that secretaries have defined working hours and are not overwhelmed by constant electronic communication. Striking a balance between work and personal life is critical for maintaining long-term productivity and well-being.
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QUESTIONNAIRE
1. Electronic communication tools are frequently used in your daily tasks. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Electronic communication positively affects your productivity as a secretary. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Email is used as a primary means of communication within your organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Video conferencing improves the efficiency of meetings within your organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Instant messaging impacts task coordination within your organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Digital tools improve access to information within your organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Training on the use of electronic communication tools improves overall job performance for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. There is adequate technological support to effectively use electronic communication tools in your organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Email communication improves the overall communication efficiency in your organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. The current electronic communication tools available in your organization are satisfying. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. The use of social media platforms like LinkedIn or Slack improves communication between secretaries and other employees. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. The use of electronic communication tools helps reduce communication barriers in your organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Electronic communication tools enhance decision-making within your organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. The use of digital calendars and scheduling tools improves time management for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Digital communication tools lead to fewer misunderstandings in the workplace. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. The use of electronic communication reduces the time spent on administrative tasks for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Our organization provides sufficient training on using electronic communication tools for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. There are significant challenges in using electronic communication tools in your organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Electronic communication tools enhance collaboration between secretaries and other departments. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. The use of electronic communication tools has improved your overall job satisfaction as a secretary. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

