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ABSTRACT
This study examines the influence of modern office technology on the effective performance of secretaries in Kwara State. In recent years, the integration of digital tools and office automation systems has revolutionized administrative practices. Secretaries, as key personnel in administrative processes, rely on modern office technology to enhance their productivity, accuracy, and efficiency in executing office tasks. The study explores various technological tools such as computers, email systems, office software, and digital communication platforms that secretaries in Kwara State use in their daily operations. Data was collected through surveys and interviews with secretaries across different organizations in the state. The research reveals that the adoption of modern office technology has significantly improved the speed of task completion, reduced errors, and increased job satisfaction among secretaries. However, challenges such as inadequate training, technological malfunctions, and resistance to change were also noted. The study concluded that while modern office technology positively impacts the performance of secretaries, there is a need for continuous training and proper infrastructure to fully harness its potential.
Keywords:  Modern office technology, Secretary performance, administrative efficiency, Kwara State, Technology adoption
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
In the evolving global landscape, the role of technology in enhancing organizational efficiency cannot be overstated. Office technology has dramatically transformed how administrative tasks are executed, particularly in secretarial roles. Traditionally, secretaries handled clerical duties manually, such as filing documents, scheduling meetings, and communicating with clients and executives. However, the integration of modern office technology has automated many of these tasks, enhancing speed, accuracy, and overall productivity (Olatunji & Ayodele, 2018). In the case of Kwara State, Nigeria, the increasing use of technology in business and government offices has raised questions about its influence on the effectiveness of secretaries, who are the backbone of administrative processes in most organizations.
Modern office technology encompasses a wide array of tools that have revolutionized the way administrative tasks are conducted in organizations. These tools include hardware such as computers, printers, and multifunctional devices, as well as software such as word processors, spreadsheets, database management systems, and digital communication platforms, such as email and video conferencing systems (Mambo, 2015). The integration of such tools into the workplace has led to significant improvements in administrative functions, enabling secretaries to perform tasks more efficiently and accurately. For instance, the use of word processing software has streamlined document creation, editing, and formatting, thereby enhancing productivity and reducing the time spent on manual tasks (Dike, 2016). Additionally, spreadsheet applications like Microsoft Excel have improved data management and analysis, enabling secretaries to organize and interpret large volumes of data more effectively, which is essential for decision-making processes (Olatunji & Ayodele, 2018).
Moreover, digital communication systems, including email and video conferencing, have drastically improved the speed and efficiency of internal and external communication. Secretaries now have the ability to send and receive information instantaneously, reducing the need for traditional mail and face-to-face meetings, which are often time-consuming (Akinyemi, 2017). Video conferencing tools have further enabled remote communication, allowing secretaries to organize meetings and collaborate with team members or clients from different locations, which has become increasingly important in today's globalized work environment (Olatunji & Ayodele, 2018).
These technological advancements have transformed secretaries from primarily administrative assistants to strategic partners who play an active role in the organization’s operations. By reducing the time required to perform routine tasks and improving the quality of their work, secretaries are now able to contribute more significantly to the achievement of organizational goals. Furthermore, modern office technology has enhanced the accuracy of record-keeping, with digital systems that allow for quick retrieval of documents and information, reducing the chances of human error (Mambo, 2015). However, to fully harness these benefits, it is crucial that secretaries receive continuous training and adequate support to adapt to these rapidly evolving technologies (Dike, 2016).
1.2 Statement of the Problem
The integration of modern office technology into administrative processes has transformed the way secretaries perform their duties. Office tools such as computers, email systems, word processors, and digital communication platforms are now commonplace, enhancing the speed, accuracy, and efficiency of secretarial tasks. However, despite the numerous benefits associated with these technological advancements, secretaries in Kwara State continue to face challenges that hinder their ability to effectively utilize modern office technology in their daily work. These challenges include inadequate training, insufficient infrastructure, and resistance to change, all of which undermine the potential impact of technology on their performance.
In Kwara State, many secretaries have not received sufficient training to operate advanced office tools proficiently (Akinyemi, 2017). As a result, despite having access to modern technology, secretaries often struggle with using these tools to their full potential, which affects their productivity and the overall efficiency of the organizations they serve. Research by Olatunji & Ayodele (2018) also highlighted that the lack of continuous training programs limits secretaries' abilities to stay updated with the latest technological advancements, thereby restricting their capacity to fully embrace technological innovations.
Moreover, many organizations in Kwara State suffer from infrastructural constraints, such as outdated equipment, slow internet connections, and incompatible software systems, which prevent secretaries from efficiently carrying out their tasks. Dike (2016) pointed out that organizational support, including access to up-to-date technology, is critical for the effective integration of office technology, yet many organizations fail to prioritize this, further exacerbating the challenges faced by secretaries.
Resistance to technological change within organizations is another significant issue. Some secretaries and organizations exhibit reluctance to adopt new technologies, often due to fear of the unknown or concerns about the complexity of modern tools. This resistance, coupled with a lack of strong leadership in promoting technology adoption, contributes to a slower pace of change and diminishes the effectiveness of modern office technology in enhancing secretarial performance (Akinyemi, 2017).
This study seeks to explore the influence of modern office technology on the performance of secretaries in Kwara State, with a particular focus on identifying the barriers to effective technology use and offering insights into strategies that can improve the adoption and integration of technology for optimal job performance.
1.3 Objectives of the Study
The primary objective of this study is to assess the influence of modern office technology on the effective performance of secretaries in Kwara State. Specifically, the study seeks to achieve the following objectives:
1. To evaluate the extent to which modern office technology is utilized by secretaries in Kwara State: 
2. To examine the impact of modern office technology on the productivity and efficiency of secretaries in Kwara State: 
3. To identify the challenges faced by secretaries in Kwara State in adopting and utilizing modern office technology: 
4. To explore the role of organizational support in enhancing the effective use of modern office technology by secretaries: 
5. To provide strategies for improving the adoption and utilization of modern office technologies in secretarial practices in Kwara State: 
1.4 Research Questions
This study aims to investigate the influence of modern office technology on the effective performance of secretaries in Kwara State. The following research questions have been formulated to guide the investigation:
1. To what extent is modern office technology utilized by secretaries in Kwara State?
2. What is the impact of modern office technology on the productivity and efficiency of secretaries in Kwara State? 
3. What are the main challenges faced by secretaries in Kwara State in adopting and utilizing modern office technology?  
4. What is the influence of organizational support (such as training and provision of technology) in the effective use of modern office technology by secretaries in Kwara State?  
5. What strategies can be put in place to improve the adoption and utilization of modern office technology to enhance secretarial performance in Kwara State? 
1.5 Significance of the Study
The significance of this study lies in its potential to contribute to the understanding of how modern office technology influences the effective performance of secretaries in Kwara State. Secretaries play a vital role in ensuring smooth administrative operations, and their ability to utilize modern office tools can directly impact the efficiency and productivity of the entire organization. By exploring the relationship between technology and secretarial performance, this study provided valuable insights for organizations seeking to improve their administrative processes and enhance the effectiveness of their secretarial staff.
This research was particularly relevant for organizations in Kwara State, where the adoption of modern office technology was still evolving. By identifying the key factors that affect technology use in secretarial work, such as inadequate training, poor infrastructure, and resistance to change, the study highlighted areas that need attention to ensure the successful integration of office technology into administrative functions (Akinyemi, 2017). Organizations can use these findings to tailor their training programs, invest in necessary infrastructure, and create a supportive environment that fosters technological adoption.
This study served as a guide for organizations, educational institutions, and policymakers in Kwara State, offering recommendations to enhance the performance of secretaries through better use of modern office technologies. Its outcomes contributed to improving administrative efficiency, thus supporting the overall growth and success of organizations in the region.
1.6 Delimitation of the Study
This study was confined to the influence of modern office technology on the effective performance of secretaries specifically in Kwara State, Nigeria. The research focused on secretarial practices within both private and public sector organizations, aiming to assess the extent to which modern office technologies, such as computers, word processors, email systems, and digital communication tools, are utilized in these environments. However, it does not extend to other administrative roles or regions outside of Kwara State, which may limit the generalizability of the findings to other parts of Nigeria or beyond.
The study also limits its scope to assessing the performance of secretaries in relation to the use of technology, focusing on productivity, efficiency, and job satisfaction. It does not delve into the broader impact of office technology on other organizational departments or the overall business outcomes. Furthermore, the research does not consider all types of modern office technology but instead concentrates on the commonly used tools within secretarial practice.
Finally, the study was restricted to secretaries employed in organizations that have integrated some form of modern office technology. This exclusion means that secretaries in organizations that still rely predominantly on traditional methods, such as paper-based documentation and manual communication, will not be included in the study.
1.7 Limitation of the Study
This study, while aimed at exploring the influence of modern office technology on the effective performance of secretaries in Kwara State, was not without its limitations. One major limitation is the reliance on self-reported data from secretaries and organizational managers. This method may introduce biases, as participants might overstate or understate the extent of technology use or its impact on their performance.
Additionally, the study was limited by the availability of modern office technology in the organizations sampled. Not all organizations in Kwara State may have fully integrated modern technology into their operations, which could affect the comprehensiveness of the findings. Secretaries working in organizations with limited or outdated technology might not be able to provide a clear picture of how technology impacts their work compared to those in organizations with advanced technological tools.
Another limitation was the cross-sectional nature of the study. Since the research is conducted at a specific point in time, it may not capture long-term effects or changes in secretarial performance due to the adoption of new technologies. Moreover, the study's focus on Kwara State limited its generalizability to other regions in Nigeria or internationally, as technological adoption and organizational culture can vary significantly across different areas.
The study does not address potential external factors that could influence the performance of secretaries, such as economic conditions, organizational leadership, and managerial support, which may also play a significant role in how technology is utilized in administrative functions.

CHAPTER TWO
LITERATURE REVIEW
This chapter reviews literature on the impact of modern office technology on the performance of secretaries in Kwara State. It explores key concepts related to technology adoption, the role of secretaries, the benefits and challenges of using office tools, and the importance of training and organizational support. The review aims to provide a deeper understanding of how technology influences secretarial work and performance. Therefore, the review would be conducted under the following sub headings.
2.1 Introduction to Modern Office Technology
2.2 The Role of Secretaries in Modern Offices
2.3 Impact of Modern Office Technology on Secretarial Performance
2.4 Challenges in the Adoption of Modern Office Technology
2.5 The Role of Organizational Support in Technology Adoption
2.6 Resistance to Technological Change in the Workplace
2.7 The Impact of Technology on Secretarial Job Satisfaction
2.8 Technological Skills and Training Needs for Secretaries

2.1 Introduction to Modern Office Technology
Modern office technology encompasses a broad range of digital tools, systems, and devices designed to optimize office tasks, streamline administrative processes, and boost productivity. These technologies include, but are not limited to, computers, printers, word processors, spreadsheet software, email systems, and digital communication tools such as video conferencing platforms (Bassey, 2019). The integration of these tools into daily office routines has had a transformative impact on how secretaries perform their duties and contribute to the overall effectiveness of an organization (Musa & Adeyemi, 2020).
The introduction of computers and associated software has automated many manual tasks, reducing the need for paperwork and increasing operational efficiency. Word processors, for example, have simplified document creation, editing, and formatting, while spreadsheet software has improved data organization and analysis, making administrative work more efficient and less prone to human error (Ogundele & Oluwaseun, 2018). These advancements allow secretaries to handle a range of tasks, such as scheduling, managing correspondence, maintaining records, and preparing reports, with greater ease and speed (Olayanju & Asiru, 2017).
Furthermore, email systems and digital communication tools have revolutionized the way secretaries communicate within the office and with clients. Traditionally, secretaries relied on methods such as physical mail, face-to-face meetings, and telephone calls to communicate with colleagues, clients, and stakeholders. However, the advent of email systems, instant messaging, and digital communication platforms has enabled secretaries to exchange information much more efficiently and in real time (Giwa & Ojo, 2019). These tools allow secretaries to send instant messages, schedule and participate in video conferences, and share documents and files electronically with colleagues and clients across different locations. This shift from traditional communication methods to digital tools has significantly reduced the time required for correspondence, minimizing administrative delays and enhancing overall workflow in the office (Okeke & Ndubuisi, 2017).
The increased speed and efficiency of communication provided by modern office technologies have made secretarial roles more dynamic and less confined to clerical tasks. As Ogundele & Oluwaseun (2018) noted that, the use of email and instant messaging systems has expanded the range of activities secretaries can engage in, from managing appointments and meeting schedules to real-time coordination with teams and clients. Instead of simply managing administrative tasks like filing and answering phone calls, secretaries are now responsible for ensuring the seamless flow of information across different channels within an organization (Olayanju & Asiru, 2017). This shift has made secretaries indispensable in strategic office management, as they are expected to play a key role in facilitating decision-making processes by ensuring that the right information reaches the right individuals in a timely manner (Bassey, 2019).
Moreover, the use of digital communication tools such as video conferencing and online collaboration platforms has opened up opportunities for secretaries to support remote teams and manage virtual projects (Giwa & Ojo, 2019). These technologies not only allow secretaries to maintain connections with staff and clients outside the office but also empower them to coordinate complex administrative functions such as project timelines, task management, and team coordination from a distance. As a result, secretaries are no longer seen as just support staff but are increasingly recognized as vital contributors to the organization’s operational success, overseeing and managing processes that were previously beyond their scope (Okeke & Ndubuisi, 2017).
The shift toward digital communication and information management has also led to the development of new competencies required for secretarial roles. Giwa & Ojo (2019) suggested that secretaries must now possess advanced digital literacy skills, such as the ability to navigate complex software, manage virtual communication tools, and troubleshoot technical issues. Without these skills, secretaries may struggle to keep up with the demands of modern office technology, which could negatively impact their effectiveness and job satisfaction (Ogundele & Oluwaseun, 2018). Therefore, training programs that focus on these digital competencies are critical for the continued success and relevance of secretaries in the digital era (Musa & Adeyemi, 2020).
2.2 The Role of Secretaries in Modern Offices
Secretaries have long been essential to the efficient functioning of organizations, performing various administrative and clerical tasks to ensure the smooth operation of daily activities. Traditionally, their roles involved managing executives' schedules, handling correspondence, organizing meetings, and maintaining physical records and files. However, with the rapid advancement of modern office technology, the scope of secretarial responsibilities has dramatically expanded, enabling secretaries to take on a wider range of duties that go beyond traditional administrative tasks (Olatunji & Ayodele, 2018).
In the digital age, secretaries have seen their roles evolve dramatically due to the integration of modern technology. Traditional duties such as managing physical files, scheduling meetings, and coordinating appointments have been transformed by digital tools that streamline these tasks, making them more efficient and less prone to error. As noted by Dike (2016), the automation of routine administrative tasks through technology has enabled secretaries to focus on higher-value activities, such as project management, team coordination, and strategic decision-making support. These advancements have resulted in a shift from a purely clerical role to one that requires a high level of technological competence and adaptability.
Key tools such as calendar management software, email systems, and document collaboration platforms (e.g., Google Docs, Microsoft 365) have become essential for secretaries in handling scheduling tasks, organizing meetings, and collaborating with colleagues and clients. Roberts & Dixon (2020) highlight that the use of these tools allows secretaries to manage their time more efficiently, avoid scheduling conflicts, and ensure that important deadlines and appointments are met. Calendar management software, for instance, offers real-time updates and synchronized scheduling across different platforms, allowing secretaries to oversee multiple calendars simultaneously and eliminate the risk of double-booking appointments. Similarly, cloud storage systems provide secretaries with the ability to store, access, and share documents securely from any location, which is especially important for remote work or in environments with multiple offices (Smith & Johnson, 2021).
Furthermore, document collaboration platforms such as Google Docs and Microsoft SharePoint enable secretaries to collaborate with colleagues and clients in real-time, making the document editing process more streamlined and reducing the need for back-and-forth communication. These platforms not only improve workflow efficiency but also enhance communication and teamwork across different departments or branches of an organization (Olatunji & Ayodele, 2018). As Dike (2016) suggests, this seamless integration of technology has enhanced the ability of secretaries to manage digital files effectively, ensuring that information is organized, easily accessible, and up to date.
The digital transformation in the workplace has also revolutionized communication within organizations. Where traditional communication relied heavily on face-to-face interactions or telephone calls, secretaries today are frequently responsible for coordinating virtual meetings, setting up video calls, and managing online communication systems. Olatunji & Ayodele (2018) highlight that email systems, chat applications, and video conferencing tools have significantly enhanced secretaries' ability to communicate efficiently with colleagues, clients, and other stakeholders in a timely manner. This shift to digital communication has also led to the reduction of time delays associated with conventional mail or phone communication, enabling faster decision-making and smoother workflow across departments.
Moreover, secretaries are now increasingly tasked with managing and maintaining electronic records, which requires them to be proficient in using database management software, digital filing systems, and various productivity tools. As noted by Olatunji & Ayodele (2018), the digitization of office records has significantly transformed how secretaries handle documents and data, making it much easier to store, retrieve, and manage information. Unlike traditional paper-based filing systems, which could be cumbersome and prone to errors, digital filing systems enable secretaries to organize records in a more structured and efficient manner, facilitating faster access and reducing the risk of misplaced or lost documents (Mambo, 2015).
The advent of cloud-based storage systems, such as Google Drive and Microsoft OneDrive, has further revolutionized the way secretaries manage electronic records. These cloud services allow for the secure storage of documents, enabling secretaries to access files from any location and on any device with an internet connection, thereby promoting flexibility and mobility in their work (Roberts & Dixon, 2020). This capability has become particularly important in the modern workplace, where remote work and flexible working arrangements are becoming increasingly common. With cloud storage, secretaries can collaborate with colleagues in real time, sharing and updating documents instantly, without the limitations of traditional office settings. For example, Google Docs and OneDrive enable multiple users to work on a single document simultaneously, providing a more dynamic and efficient approach to document management (Smith & Johnson, 2021).
The digitization of office records not only enhances accessibility but also improves collaboration across different departments or branches of an organization. As noted by Olatunji & Ayodele (2018), secretaries can now work collaboratively on projects, ensuring that all relevant parties have access to the most up-to-date information, regardless of their geographical location. This increased collaboration enhances the overall workflow within an organization, as team members can edit, comment, and review documents in real time, thus streamlining decision-making processes and reducing delays associated with traditional methods of information sharing. 
2.3 Impact of Modern Office Technology on Secretarial Performance
The adoption of modern office technology has significantly enhanced secretarial performance, primarily by improving productivity and efficiency. According to Laudon and Laudon (2021), the use of word processors, spreadsheets, and database management systems has enabled secretaries to process information faster and more accurately. These tools have automated several time-consuming tasks, such as document creation, data entry, and financial record-keeping, reducing the likelihood of manual errors and ensuring a more streamlined workflow. By replacing manual methods with automated processes, secretaries are able to complete tasks in a fraction of the time previously required, leading to a notable increase in overall productivity (Hernandez, 2019).
The integration of spreadsheet software, particularly Microsoft Excel, has had a transformative impact on data management for secretaries. With its advanced functions—such as data sorting, complex calculations, pivot tables, and chart generation—secretaries are now able to handle large volumes of data with far greater ease and precision (O’Brien & Marakas, 2018). This technological advancement has streamlined what were once time-consuming, manual processes, allowing secretaries to manipulate and analyze data more efficiently. The automation of repetitive tasks in spreadsheets, such as calculating totals, generating reports, and creating graphs, has significantly reduced the administrative burden placed on secretaries (Greenfield, 2020).
Moreover, this automation reduces the likelihood of human error, increases the speed of data processing, and allows for real-time updates. Secretaries can now generate reports and charts with minimal input, freeing up time that was previously spent on manual calculations and formatting. This enhanced functionality enables secretaries to focus on higher-level tasks such as data analysis, decision-making, and contributing to organizational planning processes (Laudon & Laudon, 2021). Furthermore, the ability to quickly create professional, data-driven presentations allows secretaries to provide valuable insights and support for senior management, further elevating their roles within the organization (Hernandez, 2019).
In addition, secretaries who use spreadsheet software can also collaborate more effectively with other team members, as they can share spreadsheets in real time, update data, and track changes without the need for physical meetings or emails. This feature supports team cohesion and ensures that all relevant stakeholders have access to the most current data at any given time (Robinson & Adair, 2019). Additionally, Excel's ability to integrate with other office software—such as word processors and presentation tools—has further streamlined office workflows, allowing secretaries to efficiently incorporate data into documents and presentations without manually transferring information between platforms (Greenfield, 2020).
Similarly, the use of email systems and digital communication tools, such as instant messaging platforms and video conferencing applications, has drastically improved internal and external communication. Laudon and Laudon (2021) argue that these technologies have enhanced the ability of secretaries to communicate quickly and effectively with colleagues, clients, and stakeholders. Email allows for the rapid exchange of information, and digital communication platforms such as Microsoft Teams and Zoom facilitate virtual meetings that reduce the need for time-consuming travel and in-person meetings. This has led to quicker decision-making and response times, which are crucial for maintaining smooth business operations (Robinson & Adair, 2019).
In addition, cloud-based storage systems such as Google Drive and Microsoft OneDrive have provided secretaries with greater flexibility in managing documents and files. As noted by O’Brien & Marakas (2018), these platforms enable secretaries to store, access, and share documents remotely, thereby eliminating the need for physical storage and reducing the risk of losing important files. Furthermore, cloud storage has improved collaboration among teams by allowing multiple individuals to work on a document simultaneously, ensuring that the latest version is always accessible. This technological advancement has empowered secretaries to manage their workloads more effectively and efficiently, contributing directly to improved organizational performance.
The adoption of modern office technology has significantly enhanced secretarial performance, particularly in areas such as organization and time management. The availability of software applications like project management tools (e.g., Trello, Asana) and calendar scheduling programs (e.g., Google Calendar) has transformed how secretaries manage their day-to-day tasks. These tools allow for seamless coordination of multiple projects, tasks, and appointments, enabling secretaries to keep track of various responsibilities simultaneously (Robinson & Adair, 2019). By using integrated platforms, secretaries can have a comprehensive view of upcoming deadlines, appointments, and project timelines, which improves their ability to plan and allocate resources efficiently (Laudon & Laudon, 2021).
According to Greenfield (2020), tools like project management software provide a centralized space where tasks, deadlines, and team communications are organized, allowing secretaries to assign and track specific activities. With these applications, secretaries can maintain a high level of organization, reducing the risk of overlooking important deadlines and minimizing the chances of scheduling conflicts or missed meetings. The ability to set reminders, track progress, and update task status in real time ensures that important tasks are prioritized and that all stakeholders are kept informed of their progress (O’Brien & Marakas, 2018).
Furthermore, the integration of time-management tools like Google Calendar allows secretaries to schedule meetings and appointments efficiently, automatically sync schedules across different platforms, and manage overlapping appointments with minimal effort. This not only enhances their time management but also ensures that meetings are scheduled without conflicts and that important deadlines are not missed. As noted by Robinson & Adair (2019), effective time management enabled by digital tools contributes to a smoother workflow and fosters an environment of productivity.
This improved organizational capability ultimately leads to higher-quality output and more efficient workflows within the office. By automating and streamlining routine administrative functions, secretaries are able to focus more on value-added activities such as strategic planning, communication, and collaboration (Laudon & Laudon, 2021). The positive impact of these tools on secretarial performance demonstrates the critical role of technology in supporting enhanced productivity and ensuring that offices run smoothly. In conclusion, modern office technology, particularly project management and scheduling tools, plays a pivotal role in enabling secretaries to manage their responsibilities more effectively, leading to improved performance and greater organizational success.
Moreover, technology's impact on secretarial performance extends beyond task management and communication. The integration of digital tools into office practices has empowered secretaries to take on more complex roles within the organization, shifting their responsibilities from primarily administrative tasks to more strategic and value-added functions. Secretaries today are increasingly involved in managing projects, analyzing data, and contributing to strategic planning, areas that were once outside the scope of their traditional duties. This evolution in their role positions them as essential contributors to the overall success of the organization. As noted by O’Brien & Marakas (2018), the integration of modern office technologies allows secretaries to engage in critical decision-making processes and collaborate with higher management in ways that were not previously possible. Secretaries now have the tools to manage vast amounts of data, provide valuable insights, and even analyze organizational trends, which can influence key decisions.

2.4 Challenges in the Adoption of Modern Office Technology
Despite the numerous benefits associated with modern office technology, many secretaries in Kwara State continue to face significant challenges in adopting and effectively utilizing these tools. Akinyemi (2017) identifies a lack of adequate training as one of the primary barriers hindering secretaries from fully exploiting technological advancements. Many secretaries in the region have not been properly trained to operate modern software, which limits their ability to effectively integrate these tools into their daily tasks. This skills gap can lead to inefficiencies, errors, and slower task execution, particularly when handling complex tasks or using advanced office software. For instance, without proper training, secretaries may struggle with advanced features of word processors, spreadsheets, or project management software, thereby reducing their productivity and the quality of their work (Dike, 2016).
Moreover, infrastructure-related issues remain a significant obstacle to the effective use of modern office technology in Kwara State. According to Olatunji & Ayodele (2018), outdated equipment and poor internet connectivity continue to be common issues in many organizations, significantly impacting secretaries’ ability to fully benefit from modern office technology. Secretaries may find themselves using old computers or hardware with limited processing power, which can cause delays in running software applications, processing large files, or performing other tasks that require high computational performance. The inefficiency of older machines often results in increased system downtime, which directly reduces the productivity and workflow of secretaries (Olatunji & Ayodele, 2018).
Furthermore, slow internet connections exacerbate these challenges by limiting the use of cloud-based tools, digital collaboration platforms, and other online resources. As Roberts & Dixon (2020) note, slow internet speeds can severely hinder access to essential tools such as document-sharing platforms like Google Drive or Microsoft OneDrive, which are essential for collaborative work and file management. Inadequate internet connectivity also disrupts the efficiency of communication channels such as email, video conferencing, and instant messaging. The inability to engage in real-time communication or seamlessly share documents can lead to delays in decision-making, missed deadlines, and communication breakdowns within teams and with clients (Roberts & Dixon, 2020).
In addition to these issues, software incompatibility often arises in offices where different departments use different technology platforms or where legacy systems are still in operation. Secretaries in such environments may face difficulties when attempting to manage documents, share files, or coordinate meetings across incompatible systems. As Dike (2016) emphasizes, technological incompatibility between various office tools can lead to inefficiencies and cause interruptions in the flow of work, ultimately impacting the overall performance of the office. The lack of a cohesive technological infrastructure hampers the ability of secretaries to fully leverage modern office technologies and perform their roles with maximum efficiency.
The absence of regular system upgrades and maintenance compounds these infrastructure-related issues. As many organizations in Kwara State do not prioritize the timely maintenance or upgrading of hardware and software, secretaries are left to contend with systems that are not optimized for modern office demands (Mambo, 2015). Regular maintenance is crucial to ensure that office technologies operate smoothly and securely. When this maintenance is neglected, issues such as system crashes, data loss, and delays in software updates become frequent, further disrupting the secretarial workflow (Mambo, 2015).
Furthermore, software incompatibility can create significant challenges in organizations that rely on a mixture of old and new technology. For example, new software may not function properly on outdated operating systems, which could lead to compatibility issues, crashes, or performance lags, ultimately reducing overall productivity (Mambo, 2015). Such incompatibility often causes delays in completing tasks and can lead to frustration among secretaries, who may be forced to find workarounds or abandon certain tools altogether. As a result, the organization's workflow becomes fragmented, and secretaries may not be able to fully utilize the advanced functionalities of modern software, thus impeding their efficiency in managing tasks like scheduling, document preparation, and communication (Dike, 2016).
2.5 The Role of Organizational Support in Technology Adoption
Organizational support plays a crucial role in ensuring that secretaries can effectively adopt and utilize modern office technology. Dike (2016) highlights that continuous training and the provision of up-to-date software are fundamental components for maximizing the benefits of technology in secretarial practices. Regular training allows secretaries to stay current with new tools and software, enhancing their ability to perform their duties more efficiently and with fewer errors. Without such support, secretaries may struggle to navigate the complexities of modern office technology, ultimately reducing their overall effectiveness (Mambo, 2015).
Organizations that prioritize the continuous professional development of their staff by offering training programs, workshops, and certifications create an environment where secretaries can build their technological skills. For example, by providing access to online courses or bringing in experts to teach staff how to use the latest software, organizations can ensure that their employees are well-prepared to leverage the full capabilities of modern office tools (Roberts & Dixon, 2020). As noted by Olatunji & Ayodele (2018), technological upgrades are equally critical to ensure that secretaries have access to the latest, most efficient tools. Failure to provide regular updates can lead to inefficiencies as outdated software and hardware become increasingly incompatible with newer technologies, resulting in disruptions to secretarial workflows and delays in tasks that rely on modern tools.
Moreover, strong leadership is fundamental in fostering a culture of innovation and the successful adoption of modern office technologies. As noted by Smith & Johnson (2021), when organizational leaders take an active role in championing technology integration, it helps create a supportive and open environment for employees to embrace new tools. Leaders who model the adoption of technology in their own workflows send a clear message to staff about its importance in achieving organizational goals. This active leadership fosters an atmosphere of trust and openness, where secretaries feel encouraged to experiment with new tools and develop their skills (Dike, 2016).
Furthermore, effective leadership involves clear communication about the role of technology in the organization’s long-term strategy. According to Roberts & Dixon (2020), when leaders communicate the benefits and objectives behind the adoption of new technologies, it enhances employee understanding and reduces resistance to change. This transparent approach not only alleviates any apprehension secretaries may have about technology but also ensures they understand how these tools align with organizational success and their own professional growth (Smith & Johnson, 2021).
In addition, leaders are responsible for providing the necessary resources and infrastructure to support technological adoption. As emphasized by Olatunji & Ayodele (2018), leadership should ensure that secretaries are equipped with the latest software, hardware, and continuous training opportunities to help them perform their tasks efficiently. Leadership should also ensure that employees have access to technical support when needed, reducing frustrations that might arise from difficulties in using complex office tools. The presence of clear systems for troubleshooting and assistance can greatly enhance the success of technology adoption and boost secretaries’ confidence in utilizing new tools (Dike, 2016).
Moreover, strong leadership entails setting a clear vision for the role of technology within the organization and empowering employees to explore innovative ways of integrating these tools into their day-to-day work. By setting achievable goals, leaders can create a roadmap for employees to follow as they adapt to new technological changes. As highlighted by Mambo (2015), a clear vision allows secretaries to understand how their roles are evolving in the context of technological advancements, which increases their willingness to embrace new tools and take an active role in their professional development.
Therefore, effective leadership is not just about promoting technology but also ensuring that it is seamlessly integrated into the organization’s workflow. Leaders who champion technology adoption, provide the necessary resources, and communicate the value of these tools foster an environment where secretaries can thrive, thereby enhancing both individual and organizational performance (Smith & Johnson, 2021).
2.6 Resistance to Technological Change in the Workplace
Resistance to technological change is a significant barrier that impedes the effective utilization of modern office technology in many organizations, particularly within secretarial roles. As noted by Akinyemi (2017), some secretaries may resist adopting new technologies due to a fear of the unknown or a perceived lack of necessity for change. These individuals often view traditional methods of performing tasks, such as manual data entry or face-to-face communication, as more reliable and comfortable, making the transition to new digital tools challenging. Such resistance can manifest in various forms, from reluctance to learn and adopt new software to outright refusal to abandon established processes.
Olatunji and Ayodele (2018) further suggest that overcoming resistance requires a significant shift in organizational culture, where technology is not viewed as a threat but rather as an opportunity to enhance productivity and efficiency. This cultural shift involves not only highlighting the benefits of modern office technologies but also addressing the concerns and anxieties that secretaries may have regarding job security and workload changes. According to Mambo (2015), resistance is often fueled by a lack of proper communication and involvement of employees in the decision-making process related to technology adoption. If secretaries feel they have a say in the tools chosen and the way these technologies are implemented, they are more likely to feel empowered and less resistant to the changes.
Additionally, organizational leaders play a crucial role in mitigating resistance by demonstrating the tangible advantages of technology adoption. As Roberts and Dixon (2020) argue, leadership should focus on providing a clear rationale for the shift toward modern tools, highlighting the specific ways in which these technologies will enhance the overall productivity of the office and the performance of individual employees. By demonstrating how modern office tools can reduce the time spent on repetitive tasks and simplify complex workflows, leaders can help secretaries understand how technology can improve their efficiency and enable them to focus on more strategic, value-added tasks that require creativity and decision-making skills. When secretaries see the integration of technology as a means to enhance their roles, rather than to replace them, they are more likely to embrace the changes rather than resist them.
Moreover, strong leadership helps to foster an organizational culture that views technological advancements as opportunities for growth, rather than as threats to job security. According to Olatunji and Ayodele (2018), leaders who actively communicate the long-term benefits of technology integration—such as greater efficiency, reduced workload, and improved work-life balance—can help shift employees’ perceptions of technology from something that complicates their work to something that simplifies and enriches it. Leaders should also emphasize that technology is not a substitute for human skills but a tool that complements and enhances those skills, allowing secretaries to focus on higher-level tasks such as project management, decision-making, and strategic planning (Dike, 2016).
Furthermore, leaders who are actively involved in the technological transition process can serve as role models for other employees. When organizational leaders actively embrace new technologies and showcase how these tools improve their own productivity and effectiveness, it sets a positive example for secretaries and other staff members. This leadership by example can ease anxieties surrounding new technology and inspire employees to engage more willingly with the tools at their disposal (Roberts & Dixon, 2020). According to Smith and Johnson (2021), when leaders demonstrate their commitment to the adoption of modern office technologies and provide the necessary resources and support, secretaries feel empowered to invest time and effort in mastering these tools. This creates a culture of continuous learning and adaptation, which is essential for ensuring that organizations remain competitive in an increasingly technology-driven world.
2.7 The Impact of Technology on Secretarial Job Satisfaction
The integration of modern office technology can significantly influence job satisfaction among secretaries, both positively and negatively, depending on how effectively the technology is implemented and supported. The use of technology can lead to higher job satisfaction by reducing the workload and stress associated with manual, repetitive tasks. For example, the automation of administrative functions, such as scheduling, document processing, and data entry, allows secretaries to shift their focus to more strategic activities, such as managing projects, providing organizational support, and improving workflow efficiency. This shift not only enhances productivity but also leads to a greater sense of accomplishment, as secretaries can engage in tasks that require creativity, critical thinking, and problem-solving skills (Tannenbaum & Maughan, 2019).
Moreover, technology's ability to facilitate remote work and offer flexible communication channels has become a pivotal factor in enhancing job satisfaction among secretaries. The widespread adoption of digital communication platforms such as email, instant messaging, and video conferencing allows secretaries to maintain seamless communication with colleagues, clients, and managers, regardless of their physical location (Nguyen, 2019). This constant connectivity ensures that secretaries are able to efficiently perform their tasks, whether working in the office, remotely, or in a hybrid work arrangement. By enabling remote work, these technologies grant secretaries greater flexibility in managing their time, making it easier to balance professional responsibilities with personal commitments, such as family obligations or personal interests, thereby contributing to an improved work-life balance (Brynjolfsson & McAfee, 2014).
The increasing reliance on hybrid or remote work models, particularly in the wake of the COVID-19 pandemic, has made modern office technologies even more integral to the secretarial role. Secretaries who have access to cloud-based tools, project management platforms, and digital communication systems can easily coordinate tasks, manage schedules, and communicate with team members from any location (Smith & Johnson, 2021). This flexibility allows for greater autonomy in how work is structured and completed, which in turn fosters a sense of control over work-life boundaries. The ability to work from home or any location of choice can also reduce time spent on commuting, leading to less stress and more time for personal activities, which significantly enhances overall job satisfaction (Vargo & Lusch, 2016).
Additionally, the adoption of flexible work arrangements through technology has led to an increase in job satisfaction by improving employees' sense of well-being. As noted by Wagner et al. (2018), secretaries who are able to work remotely or with greater flexibility experience less work-related stress, leading to higher motivation and greater job engagement. By using video conferencing tools like Zoom or Microsoft Teams, secretaries are also able to engage in face-to-face meetings without the need for travel, further enhancing productivity while reducing the pressures associated with traditional office-based work (Heffernan & Flood, 2020).
However, it is important to note that poorly implemented or inadequately supported technology can lead to dissatisfaction and frustration among secretaries. According to Gartner (2020), when new technologies are introduced without proper training or technical support, employees may struggle to use them effectively. This lack of proficiency can create feelings of incompetence and reduce job satisfaction, as secretaries may become overwhelmed by technological challenges or frustrated with slow or malfunctioning systems. Similarly, the introduction of technology that does not align with the specific needs of the secretarial role can lead to inefficiencies, ultimately causing frustration and a decline in morale (Gartner, 2020). For instance, when secretaries are tasked with using cumbersome or outdated software that fails to integrate well with other office tools, their productivity can be severely hindered, resulting in dissatisfaction (O'Neill & Flynn, 2016).
While technology holds the potential to improve secretarial work, its improper implementation and the pressure to adapt rapidly can lead to increased stress and burnout. Organizations must manage the pace of technological change, provide ongoing training, and offer sufficient support to help secretaries adjust to new tools. Failure to do so can result in reduced job satisfaction, increased stress, and a decline in overall performance (Heffernan & Flood, 2020; Zhang & Cheng, 2018).
2.8 Technological Skills and Training Needs for Secretaries
In the digital age, the demand for secretaries to possess advanced technological skills has increased significantly. A key factor influencing the performance of secretaries in Kwara State is their ability to use modern office technologies effectively. Research by Akinyemi (2017) underscores the importance of providing continuous training and development opportunities for secretaries, particularly in areas such as digital document management, data processing, and communication software. Secretaries who are well-versed in the latest office technologies are better equipped to manage tasks with higher efficiency and accuracy, contributing positively to organizational performance. Akinyemi (2017) argues that as office technology continues to evolve, the role of secretaries becomes more dynamic, requiring a set of skills that goes beyond traditional administrative tasks, including proficiency in software applications, digital communications, and data security measures.
Moreover, Olatunji and Ayodele (2018) emphasize that training programs for secretaries should not only concentrate on teaching technical skills needed to operate new software but should also incorporate critical areas such as troubleshooting, cybersecurity, and system maintenance. As office technologies continue to evolve rapidly, it is essential for secretaries to be equipped with the knowledge and skills necessary to address common technical challenges and ensure that systems remain secure. With the increasing prevalence of cyber threats in the workplace, cybersecurity training becomes a key component of ensuring that secretaries can safely navigate digital environments and protect sensitive organizational data (Dike, 2016). Without comprehensive training in these areas, secretaries may face difficulties when using new systems, potentially leading to inefficiencies, data breaches, and decreased productivity.
Dike (2016) also reinforces this view, stating that a lack of technical know-how and insufficient training on modern office technologies can lead to feelings of inadequacy, frustration, and anxiety among secretaries. When secretaries are not properly trained in the tools they are expected to use, they are more likely to experience stress when faced with technology-related challenges, which negatively impacts their performance. The inability to effectively troubleshoot technical issues or understand new software systems can undermine job satisfaction, as secretaries may feel overwhelmed and unprepared to meet the expectations of their roles. These feelings of inadequacy, if not addressed through targeted training, can lead to diminished motivation, burnout, and ultimately, higher turnover rates (Akinyemi, 2017).
In addition, secretaries who lack the necessary skills to operate modern office technologies are more likely to struggle with completing tasks on time and to the expected standard. For example, when secretaries are unfamiliar with key software or fail to keep up with updates and upgrades, they may experience delays in completing assignments, which can impact organizational efficiency and the overall workflow within the office. This struggle to meet deadlines or maintain high-quality work can harm the reputation of both the secretary and the organization, leading to decreased trust from colleagues and clients alike (Olatunji & Ayodele, 2018). The negative impact on job performance and productivity may also have broader consequences for organizational effectiveness, as key tasks and responsibilities go unmet, ultimately hindering the organization's ability to achieve its goals.
As technology continues to play a central role in office operations, the gap in skills between those who are adequately trained and those who are not will continue to widen. Organizations that fail to invest in comprehensive training programs risk having secretaries who are ill-prepared to adapt to new systems, thereby impeding the organization's technological advancement and overall success. Conversely, organizations that prioritize ongoing training and skills development will likely see a more competent and satisfied workforce, as well as improved operational efficiency and job satisfaction among secretaries (Mambo, 2015).
Furthermore, continuous professional development is crucial to ensure that secretaries stay up to date with the latest technological trends and advancements. As noted by Mambo (2015), technological tools and software evolve rapidly, and secretaries must keep pace with these changes to maintain their relevance and effectiveness within the workplace. The fast-paced nature of technological advancements means that secretaries who do not regularly update their skills risk becoming obsolete, unable to perform tasks efficiently or effectively. Mambo (2015) emphasizes that organizations that invest in the continuous development of their secretarial staff ensure not only increased productivity but also the professional growth of employees, fostering an environment of learning and adaptability.
Offering periodic refresher courses, workshops, and seminars can help secretaries gain familiarity with new tools, which in turn increases their confidence and competence. As highlighted by Roberts and Dixon (2020), training initiatives that are tailored to the specific needs of secretaries ensure that they are equipped to handle the day-to-day challenges of modern office environments. These development programs allow secretaries to remain proficient with the latest technologies, ensuring that they continue to meet the expectations of their roles. Additionally, such programs provide an opportunity to address any knowledge gaps, particularly as new software or applications are introduced, which can prevent any disruptions to office operations (Olatunji & Ayodele, 2018).
This type of training not only boosts their technical skills but also enhances their problem-solving abilities, as they become more adept at troubleshooting issues that may arise when using complex software or hardware. According to Dike (2016), being equipped with troubleshooting skills is increasingly important in modern office environments, where technology plays a central role. Secretaries who are capable of independently resolving minor technical issues are less reliant on IT support, which can lead to quicker resolutions of problems and a more efficient workflow. Furthermore, training that incorporates problem-solving techniques helps secretaries develop critical thinking skills that are transferable to other areas of their work, such as decision-making and task prioritization (Smith & Johnson, 2021).


CHAPTER THREE
METHODOLOGY
This chapter outlined the research methodology employed in this study. This was discussed  under the listed sub headings as follows..
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 primary instrument used for data collection for this study was a structured questionnaire designed by the researcher. The questionnaire was designed to gather quantitative data on the influence of modern office technology on the performance of secretaries in Kwara State. The questionnaire consisted of closed-ended questions to capture information, using Likert scale-based questions to assess the extent to which secretaries use modern office technology, its impact on their performance, challenges encountered, and the support they receive from their organizations. The instrument was carefully designed to ensure clarity and to avoid ambiguity, ensuring that it effectively captures the relevant data for the stud.

3.2 Population of the Study
The population for this study consisted of secretaries working in both public and private sectors organizations in Kwara State. These organizations include government offices, educational institutions, banks, and private businesses that have integrated modern office technology into their administrative functions. The total population of secretaries in Kwara State was estimated to be about 801 secretaries across various sectors. This population was based on the number of public and private offices that employed secretaries. 
3.3 Sample and Sampling Techniques
The sample for this study was drawn using a stratified random sampling technique. The stratification was based on the sector of employment (public and private organizations), ensuring representation from each sector, a proportionate number of secretaries were selected to reflect their relative representation in the population. A total of 100 secretaries were selected using simple random sampling technique, based on the need to ensure a manageable sample size that would provide sufficient data for analysis. This method ensures that the sample is representative of the population and that the findings are generalizable to a larger population.
3.4 Distribution and Collection of Data
Data was collected through the distribution of the questionnaire to the selected sample of secretaries in Kwara State. The questionnaires were distributed in person by the researcher and research assistants who ensured that each participant fully understood the instructions. The questionnaires were then collected after completion. In cases where the secretaries were unavailable, follow-up visits were made to ensure a high response rate. A total of 100 questionnaire was distributed to and collected from the sampled secretaries The process of data collection lasted for two weeks, this assisted the researcher to achieve a response rate of 1000% to ensure the data’s reliability and completeness.
3.5 Reliability
The reliability of the instrument was tested through a pilot study conducted among 20 secretaries in a nearby state with similar characteristics to Kwara State. The Cronbach’s Alpha method was used to determine the internal consistency of the questionnaire. A Cronbach’s Alpha value of 0.85 was obtained, indicated that the instrument was highly reliable. This suggested that the questions in the questionnaire consistently measure the intended concepts and are appropriate for use in the study.
3.6 Validity
The validity of the instrument was ensured through experts in the field of office technology and management, to ensure that the questions accurately reflected the key variables related to modern office technology and secretarial performance. Their feedback was used to refine the instrument and ensure that it was clear, relevant, and easy to understand, before it was administered to the full sample. This process ensured that the instrument was valid  and aligned with  the study’s objectives.
3.7 Method of Data Analysis
Data analysis was conducted using descriptive statistics, including frequencies, and percentages, to summarize the respondents’ responses to the questions. This allowed for an understanding of the patterns and trends in the data. 


CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents the findings from secretaries in Kwara State on the impact of modern office technology on their performance. Survey responses are analyzed and shown in tables, with interpretations highlighting how technology enhances their effectiveness, efficiency, and job satisfaction.
4.2 Results
Table 4.1: Secretaries extensively use modern office technology.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50%

	Agree
	40
	40%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.1 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that secretaries use modern office technology, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.

Table 4.2: Secretaries frequently use technology in administrative tasks
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	45%

	Agree
	40
	40%

	Disagree
	10
	10%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.2 showed that 45 (45%) respondents strongly agreed, and 40 (40%) respondents agreed that secretaries frequently use technology in administrative tasks, while 10 (10%) respondents disagreed and 5 (5%) respondents strongly disagreed.



Table 4.3: Modern office technology improves the job efficiency of secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60%

	Agree
	30
	30%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.3 showed that 60 (60%) respondents strongly agreed, and 30 (30%) respondents agreed that modern office technology improves the job efficiency of secretaries, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.







Table 4.4: Secretaries have received adequate training on modern office technology
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	15
	15%

	Agree
	25
	25%

	Disagree
	40
	40%

	Strongly Disagree
	20
	20%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.4 showed that 15 (15%) respondents strongly agreed, and 25 (25%) respondents agreed that secretaries have received adequate training on modern office technology, while 40 (40%) respondents disagreed and 20 (20%) respondents strongly disagreed.



Table 4.5: Technology improve secretaries' communication with clients
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50%

	Agree
	40
	40%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.5 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that technology improves communication with clients, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.









Table 4.6: Modern office technology improve secretaries' time management
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55%

	Agree
	35
	35%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.6 showed that 55 (55%) respondents strongly agreed, and 35 (35%) respondents agreed that modern office technology improves time management, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.



Table 4.7: Modern office technology enhance record-keeping accuracy for secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	45%

	Agree
	40
	40%

	Disagree
	10
	10%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.7 showed that 45 (45%) respondents strongly agreed, and 40 (40%) respondents agreed that modern office technology enhances record-keeping accuracy, while 10 (10%) respondents disagreed and 5 (5%) respondents strongly disagreed.









Table 4.8: Modern office technology leads to faster decision-making in the office
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50%

	Agree
	40
	40%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.8 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that technology leads to faster decision-making, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.



Table 4.9: Secretaries are well-equipped with the necessary software to perform their duties
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	30
	30%

	Agree
	45
	45%

	Disagree
	15
	15%

	Strongly Disagree
	10
	10%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.9 showed that 30 (30%) respondents strongly agreed, and 45 (45%) respondents agreed that secretaries are well-equipped with the necessary software, while 15 (15%) respondents disagreed and 10 (10%) respondents strongly disagreed.







Table 4.10: Secretaries feel that modern office technology improves their job satisfaction
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55%

	Agree
	35
	35%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.10 showed that 55 (55%) respondents strongly agreed, and 35 (35%) respondents agreed that modern office technology improves job satisfaction, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.



Table 4.11: Secretaries are satisfied with the technical support they receive for office technology
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	10%

	Agree
	25
	25%

	Disagree
	40
	40%

	Strongly Disagree
	25
	25%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.11 showed that 10 (10%) respondents strongly agreed, and 25 (25%) respondents agreed that they are satisfied with technical support, while 40 (40%) respondents disagreed and 25 (25%) respondents strongly disagreed.









Table 4.12: The use of technology leads to increase workload for secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	20%

	Agree
	30
	30%

	Disagree
	35
	35%

	Strongly Disagree
	15
	15%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.12 showed that 20 (20%) respondents strongly agreed, and 30 (30%) respondents agreed that technology increases the workload, while 35 (35%) respondents disagreed and 15 (15%) respondents strongly disagreed.



Table 4.13: The use of modern office technology improve overall office performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60%

	Agree
	30
	30%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.13 showed that 60 (60%) respondents strongly agreed, and 30 (30%) respondents agreed that the use of modern office technology improves office performance, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.







Table 4.14: Secretaries are adequately trained to use modern office technology effectively
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	15
	15%

	Agree
	25
	25%

	Disagree
	40
	40%

	Strongly Disagree
	20
	20%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.14 showed that 15 (15%) respondents strongly agreed, and 25 (25%) respondents agreed that secretaries are adequately trained, while 40 (40%) respondents disagreed and 20 (20%) respondents strongly disagreed.



Table 4.15: Modern office technology help secretaries manage information effectively
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55%

	Agree
	35
	35%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.15 showed that 55 (55%) respondents strongly agreed, and 35 (35%) respondents agreed that modern office technology helps secretaries manage information effectively, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.







Table 4.16: The use of technology affect the productivity of secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50%

	Agree
	40
	40%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.16 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that the use of technology increases productivity, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.



Table 4.17: The introduction of technology reduce human errors in secretarial work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60%

	Agree
	30
	30%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.17 showed that 60 (60%) respondents strongly agreed, and 30 (30%) respondents agreed that technology reduces human errors, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.







Table 4.18: The use of technology enhance customer service provided by secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55%

	Agree
	40
	40%

	Disagree
	5
	5%

	Strongly Disagree
	0
	0%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.18 showed that 55 (55%) respondents strongly agreed, and 40 (40%) respondents agreed that technology enhances customer service, while 5 (5%) respondents disagreed and no respondents strongly disagreed.



Table 4.19: Secretaries believe technology improves organizational workflow
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50%

	Agree
	40
	40%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.19 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that technology improves organizational workflow, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.









Table 4.20: Technology improve the overall effectiveness of secretaries in their duties
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60%

	Agree
	30
	30%

	Disagree
	5
	5%

	Strongly Disagree
	5
	5%

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.20 showed that 60 (60%) respondents strongly agreed, and 30 (30%) respondents agreed that technology improves the overall effectiveness of secretaries, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This research sought to examine the influence of modern office technology on the effective performance of secretaries in Kwara State. The study focused on how modern office technologies such as computers, fax machines, software applications, and communication tools impact secretarial functions, efficiency, job satisfaction, time management, and communication. Data was collected through a structured questionnaire distributed to secretaries in various organizations in Kwara State. The study found that the majority of respondents strongly agreed that modern office technology enhances their performance by improving efficiency, accuracy, time management, and communication. However, a significant portion of respondents also indicated a gap in training and technical support, which limits the full potential of technology in some workplaces.
The study revealed that secretaries who frequently use modern office tools and technologies such as word processing software, email, and spreadsheet applications perform their duties with greater speed and accuracy. In addition, job satisfaction was positively correlated with the use of technology, but dissatisfaction was noted where there was a lack of proper training or technical support. Therefore, the study concluded that the implementation of modern office technology positively influences the performance of secretaries, but challenges related to training and support need to be addressed.
5.2 Conclusion
In conclusion, the use of modern office technology significantly enhances the performance of secretaries in Kwara State. The findings showed that technology positively affects secretaries' efficiency, productivity, and job satisfaction, especially when secretaries are adequately trained and provided with the necessary support. However, challenges such as inadequate training, insufficient technical support, and the potential for increased workload in some cases were also identified.
The research further concluded that organizations need to invest in training their secretarial staff and providing adequate technical support to ensure the effective utilization of modern office technologies. With these measures in place, the performance of secretaries can be optimized, leading to more efficient office management and improved organizational outcomes. Therefore, organizations and government institutions in Kwara State should prioritize the integration of modern office technology and the necessary support mechanisms to enhance the performance of secretarial staff.
5.3 Recommendations
Based on the findings of the study, the following recommendations were made:
1. Enhanced Training Programs: Organizations in Kwara State should implement regular and comprehensive training programs for secretaries. These programs should cover the effective use of modern office technologies such as word processing software, data management tools, and communication platforms. This will help secretaries fully utilize the potential of office technology to improve their performance.
2. Provision of Technical Support: Employers should ensure that secretaries receive adequate technical support when needed. A responsive and accessible IT support system should be established to address issues related to office technology, enabling secretaries to overcome technical challenges quickly and continue working effectively.
3. Upgrading Technological Tools: It is essential for organizations to periodically upgrade their office technology to ensure that secretaries have access to the latest tools and systems. Outdated software or hardware can hinder productivity, so investments should be made in modern technologies that meet the evolving needs of secretaries.
4. Job Enrichment and Workload Balance: Secretaries should be provided with a balanced workload to avoid the risk of technology increasing their stress levels. While technology can enhance productivity, it should not lead to increased workload without adequate compensation. Job enrichment strategies, such as clearer task prioritization and delegation, should be incorporated into secretarial roles.
5. Encouraging a Technology-Driven Culture: Organizations should foster a culture that encourages the use of technology in everyday operations. Secretaries should be encouraged to explore and adopt new technologies that can further streamline their work processes. This will not only benefit the individual secretary but also improve the overall efficiency and effectiveness of the office.
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Dear Sir/Ma,

RESEARCH QUESTIONNAIRES
	This is a research instrument to elicit information relevant for research work titled Influence of Modern Office Technology on Effective Performance of Secretary in Kwara State.
	The Research is a partial fulfilment of the requirement for  the award of Higher National Diploma in Office Technology and Management in Kwara State Polytechnic.
	I shall be grateful if this questionnaire can be completed by you. Your anonymity is highly guaranteed. Information gathered through this questionnaire would be used only for Academic purposes.


QUESTIONNAIRE
1. Secretaries extensively use modern office technology.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Secretaries frequently use technology in administrative tasks.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Modern office technology improves the job efficiency of secretaries.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Secretaries have received adequate training on modern office technology.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Technology improves secretaries' communication with clients.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Modern office technology improves secretaries' time management.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Modern office technology enhances record-keeping accuracy for secretaries.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Modern office technology leads to faster decision-making in the office.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Secretaries are well-equipped with the necessary software to perform their duties.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Modern office technology improves secretaries' job satisfaction.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Secretaries are satisfied with the technical support they receive for office technology.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. The use of technology increases workload for secretaries.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. The use of modern office technology improves overall office performance.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Secretaries are adequately trained to use modern office technology effectively.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Modern office technology helps secretaries manage information effectively.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. The use of technology affects the productivity of secretaries.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. The introduction of technology reduces human errors in secretarial work.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. The use of technology enhances customer service provided by secretaries.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Secretaries believe technology improves organizational workflow.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Technology improves the overall effectiveness of secretaries in their duties.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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