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ABSTRACT
Effective time management is a crucial aspect of achieving high performance and success in any organization. This project explores the significance of secretaries' time management skills in enhancing the efficient execution of their duties and contributing to organizational achievement. Secretaries play a pivotal role in supporting the smooth functioning of an organization by managing schedules, prioritizing tasks, and ensuring communication flow. However, without effective time management strategies, these tasks may become disorganized, leading to decreased productivity and potential setbacks for the organization. The study investigated various time management techniques employed by secretaries, such as task prioritization, delegation, and the use of technological tools. It also examines the impact of these practices on the overall efficiency and achievement of organizational goals. By analyzing the challenges faced by secretaries in managing time and identifying best practices, this research aims to underscore the value of time management not only for the individual secretary but also for the organization's broader success. The findings highlight that effective time management fosters improved task performance, reduces stress, and leads to better resource utilization, thereby directly influencing the organization's overall performance and achievement of its objectives.
Keywords: Time Management, Secretaries' Role, Organizational Efficiency, Task Prioritization, Productivity
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
Time management is an essential skill in today's fast-paced and dynamic work environment. It is particularly critical for secretaries who serve as the backbone of administrative support in an organization. A secretary’s role often involves multitasking, such as managing appointments, handling correspondence, organizing meetings, and ensuring the smooth running of office operations. Given the variety and importance of these tasks, effective time management becomes a key factor in ensuring that these duties are performed efficiently, leading to optimal organizational performance and achievement.
The role of a secretary has evolved significantly in recent years, from simple clerical tasks to more complex responsibilities that require a higher level of organization, communication, and time management skills (Stone, 2013). With increased demands and expectations, secretaries are under constant pressure to meet deadlines, manage multiple tasks simultaneously, and support executives in achieving organizational goals. Consequently, how well secretaries manage their time can have a profound impact not only on their own performance but also on the productivity and success of the organization (Koech & Chepkemoi, 2017).
Time management techniques, such as prioritization of tasks, delegation, the use of digital tools, and the establishment of clear goals, can greatly influence a secretary’s ability to perform their duties effectively. The failure to manage time effectively may result in delayed tasks, missed opportunities, and overall reduced organizational efficiency (Drucker, 2008). This study examines the significance of secretaries' time management skills and explores how these practices contribute to better performance in fulfilling their duties and achieving organizational success.
Time management has long been regarded as an essential skill in the professional world. It is especially significant for secretaries, whose roles involve juggling various administrative duties that require high levels of organization, precision, and time-sensitive execution. The role of the secretary is integral to ensuring that daily office functions run smoothly, facilitating communication within and outside the organization, managing schedules, and supporting senior management in achieving strategic goals. In the current business environment, where efficiency and productivity are paramount, the ability of secretaries to manage their time effectively can significantly impact not only their individual performance but also the overall success of the organization.
The evolution of the secretary’s role from a traditional administrative position to a more multifaceted and strategic one has been accompanied by an increased emphasis on time management. Secretaries are no longer merely responsible for answering phones and typing documents but are now tasked with managing complex calendars, coordinating meetings, handling sensitive information, and serving as the primary point of contact for various stakeholders (Nelson, 2016). Given these expanded responsibilities, poor time management can lead to delays, errors, and a general lack of productivity, which can undermine organizational success (Mangan, 2015).
Effective time management in secretarial roles involves a variety of strategies such as task prioritization, scheduling, delegation, and the use of technology to streamline workflows. Studies have shown that the successful implementation of time management techniques can improve a secretary's productivity, reduce stress, and increase job satisfaction, ultimately contributing to the achievement of organizational goals (Macan, 1994). In addition, time management skills can positively affect the overall functioning of the organization, enhancing decision-making, improving customer service, and fostering a positive work environment (Morris, 2014).
This study aims to examine the significance of time management practices among secretaries and their direct impact on both individual job performance and the broader organizational outcomes. It will explore the time management techniques employed by secretaries, the challenges they face, and how effectively managing time contributes to organizational productivity, efficiency, and achievement of strategic objectives.

1.2 Statement of the Problem
Effective time management is a critical factor influencing both the individual performance of secretaries and the overall success of an organization. Secretaries are responsible for various administrative functions that require efficient coordination, prioritization, and timely execution. These tasks, such as managing schedules, coordinating meetings, handling communications, and maintaining records, directly affect the smooth operation of an organization. However, despite the pivotal role of time management, many secretaries face significant challenges in managing their time effectively, which can lead to inefficiencies, missed deadlines, and reduced organizational productivity.
The problem arises from the increasing complexity of the secretary's role, which requires balancing multiple responsibilities simultaneously. Many secretaries struggle with task overload, lack of proper time management training, and the pressure to meet demanding deadlines, which can result in stress and burnout (Nelson, 2016). Furthermore, the absence of structured time management practices or tools may lead to disorganization, affecting their ability to prioritize tasks and contribute to organizational goals effectively (Mangan, 2015). In organizations where secretarial tasks are not adequately supported with time management resources, performance may suffer, and the organization’s overall productivity may be compromised.
While research has shown that effective time management can lead to improved task execution, reduced stress, and enhanced job satisfaction, there is a gap in understanding how these time management practices directly influence organizational performance (Macan, 1994). There is limited empirical evidence on the relationship between a secretary’s time management skills and organizational achievement, especially in contemporary business settings where technology and rapid communication have further complicated administrative roles (Morris, 2014).
This study seeks to address this gap by examining the significance of time management skills among secretaries and their direct impact on both their performance and the overall success of the organization. By understanding the challenges and strategies employed by secretaries in managing their time, this research will provide valuable insights into how organizations can enhance productivity, improve performance, and achieve strategic goals through better time management practices.
Time management plays a crucial role in enhancing productivity and efficiency in any organizational setting. This is particularly significant for secretaries, who serve as the primary administrative support for executives and other staff members. The demands placed on secretaries continue to grow, with responsibilities ranging from managing schedules and handling communications to organizing meetings, dealing with correspondence, and maintaining accurate records. These tasks, though essential, require significant attention to detail, coordination, and precise execution within tight timeframes. Despite the importance of these duties, many secretaries encounter substantial challenges in managing their time effectively. Without effective time management strategies in place, inefficiency and disorganization can result, negatively impacting both the secretary’s individual performance and the broader performance of the organization.
One of the primary challenges is task overload. Many secretaries are expected to manage a variety of tasks simultaneously, which often leads to stress and difficulty in prioritizing and allocating time appropriately. Inadequate time management training or resources further exacerbates the problem, as secretaries may not have the skills or tools necessary to manage their time effectively (Nelson, 2016). As a result, they may struggle to meet deadlines, prioritize critical tasks, or coordinate effectively with other departments and executives, leading to delays, missed opportunities, and decreased overall productivity (Mangan, 2015). This inefficiency can cascade through the organization, affecting workflow and even leading to missed organizational goals.
Moreover, the impact of time management on organizational achievement is not well-documented in existing literature, especially in the context of modern, technology-driven workplaces where secretaries are increasingly expected to balance administrative duties with the use of new technologies. As organizations continue to adopt digital tools for scheduling, communication, and project management, the expectation of secretaries to manage both traditional and technological tasks efficiently becomes even more challenging. Despite this growing demand, there is a gap in understanding how secretaries’ time management directly correlates to the broader organizational success, including improved productivity, decision-making, and achievement of strategic objectives (Morris, 2014).
The problem becomes more evident when organizations fail to recognize the significant role that time management plays in administrative tasks, which can hinder overall organizational performance. Without fostering an environment where time management skills are emphasized and supported, organizations may miss out on opportunities for improved efficiency, smoother workflows, and better overall achievement of corporate goals.
This research aims to address this gap by investigating the relationship between secretaries' time management practices and the overall performance of the organization. Specifically, it seeks to understand the strategies secretaries employ to manage their time effectively, the challenges they face, and how these practices influence organizational success. The study will also explore the role of organizational support in enhancing time management practices and improving performance outcomes.
1.3 Objectives of the Study
The primary objective of this study is to explore the significance of time management among secretaries and its direct impact on the efficient performance of their duties and the achievement of organizational goals. The study seeks to investigate the relationship between time management practices on secretaries and organizational productivity. The specific objectives of the study are as follows:
1. To examine the time management techniques employed by secretaries: 
2. To assess the challenges faced by secretaries in managing their time effectively: 
3. To evaluate the impact of effective time management on secretarial performance: 
4. To explore the relationship between secretaries' time management practices and organizational achievement:
5. To provide recommendations for improving time management practices for secretaries: 

1.4 Research Questions
This study aims to explore the significance of time management among secretaries and their impact on the efficient performance of duties and organizational achievement. Hence, the research will address the following research questions:
1. What time management techniques do secretaries employ in their daily work routines?
2. What are the main challenges faced by secretaries in managing their time efficiently?
3. What is the impact of effective time management on the performance of secretaries in executing their duties?
4. What is the relationship between a secretary's time management practices and the overall achievement of organizational goals?
5. What strategies can organizations implement to improve the time management practices of their secretaries?
1.5 Significance of the Study
The significance of this study lies in its potential to enhance the understanding of how time management practices among secretaries contribute to the efficient performance of their duties and the overall achievement of organizational goals. As the role of secretaries has evolved in modern organizations, their time management skills have become a critical factor in both individual productivity and organizational success. This research is significant for several reasons to secretaries and organizations. 
Secretaries:  time management enhance job Performance and improved Productivity of secretaries: Secretaries are often tasked with managing multiple responsibilities simultaneously, ranging from scheduling meetings and handling correspondence to organizing office activities and supporting management. Effective time management enables secretaries to prioritize tasks, reduce stress, and meet deadlines, all of which improve their performance and productivity (Macan, 1994). Understanding the relationship between time management and job performance will help organizations to assess how enhancing these skills can lead to more efficient and effective operations. When secretaries feel supported in managing their time, they are likely to experience increased job satisfaction, which can lead to better overall performance and retention (Nelson, 2016).
Organization: time management Contribute to Organizational Achievement: The efficient management of time by secretaries is directly linked to the overall success of an organization. When secretaries are able to organize their time effectively, they ensure that critical tasks are completed on time, communication is streamlined, and resources are utilized efficiently. This contributes to smoother workflows, fewer delays, and a more productive work environment (Morris, 2014). By recognizing the significance of time management in secretarial roles, organizations can better align their administrative functions with their strategic goals and objectives, ultimately leading to greater organizational achievement. This study will also provide valuable insights into the challenges faced by secretaries in managing their time, including high workload, lack of proper training, and limited access to time-saving tools. Identifying these challenges will allow organizations to implement strategies and policies that can support secretaries in overcoming these obstacles. By addressing the gaps in time management practices, organizations can improve their administrative support and foster a more efficient working environment (Mangan, 2015). 
1.6 Delimitation of the Study
This study will focus specifically on the role of secretaries in managing their time within the context of administrative duties and organizational performance. The scope will be confined to examining secretarial positions in formal office settings, particularly in corporate and governmental organizations, where secretaries typically perform a wide range of administrative tasks. The research will be delimited to secretaries who directly support senior management and executives, as they are often tasked with managing complex schedules and multiple priorities, making time management particularly critical to organizational success.
The study will only explore time management practices among secretaries and will not extend to other administrative roles or other categories of employees. Additionally, the study will primarily focus on secretarial staff who are employed full-time within the organizations, The research will be conducted within selected organizations, which may not provide a comprehensive view of secretarial practices across all sectors. The researcher will adopt case study approach by case study two selected organizations within Ilorin township one from private and public each. 
Furthermore, the study will concentrate on the perception of time management practices within the administrative environment and their impact on performance and organizational goals. Factors like organizational culture, leadership style, or external economic factors will be discussed only in relation to their influence on time management but will not be the primary focus of the study. The findings may, therefore, not be generalizable to all sectors or types of organizations outside the study's scope.
This delimitation allows the study to remain focused on understanding how secretaries manage their time in relation to their duties and organizational objectives, providing clear insights into the specific area of interest.


1.7 Limitation of the Study
This study is subject to several limitations that may impact the scope and generalizability of its findings.  Among others are short timeframe to complete the project, insufficient literature, and the scope of the study was within Ilorin town.
The study is also limited by its sample size and the specific organizational settings in which it will be conducted. Since the research focused on a selected group of secretaries within corporate and governmental organizations, the findings may not be applicable to secretaries in other sectors such as non-profit organizations, small businesses, or freelance secretaries. This limits the ability to generalize the results to all secretarial roles or industries.
Another limitation is the scope of the time management techniques explored. While the study will examine various time management strategies employed by secretaries, it will not address every possible technique or tool available in the market. Moreover, the study will focus on how time management impacts secretarial performance and organizational achievement, without delving deeply into other factors that might influence productivity, such as workplace culture, technology, or external economic conditions.












CHAPTER TWO
LITERATURE REVIEW
This review focused on the significance of secretaries’ time management on efficient performance of duties and organizational achievement. It also addresses the techniques secretaries use, the challenges they face, and how technology and organizational support has enhanced their time management practices. Therefore, the review was conducted as follows:

2.1 Introduction to Time Management
Time management is the process of planning and controlling the time spent on specific tasks to increase effectiveness, efficiency, and productivity. It is a concept widely studied in organizational behavior, psychology, and business management. Time management is considered a critical skill, particularly for individuals in administrative roles like secretaries, who are required to juggle multiple tasks simultaneously.
The foundation of time management theory is largely based on frameworks like the Eisenhower Matrix, the Pomodoro Technique, and principles of prioritization, which help individuals decide what tasks to focus on, delegate, or eliminate (Macan, 1994). For secretaries, good time management ensures that they can handle their administrative responsibilities, which include scheduling meetings, handling communication, managing documentation, and supporting executives, without becoming overwhelmed or ineffective.
Effective time management is often linked to individual productivity and overall organizational success. Research suggested that when time management techniques are applied appropriately, workers can achieve better task outcomes, less stress, and a more fulfilling work-life balance (Nelson, 2016).
Time management is a vital skill that can dramatically influence both individual performance and organizational success. It involves the strategic allocation of time to various tasks, ensuring that individuals are able to meet deadlines, manage workload, and maintain a healthy work-life balance. Time management is particularly important for secretaries and administrative professionals, who frequently face complex and demanding tasks that require balancing multiple priorities.
The concept of time management has evolved over the years, with several prominent models offering a framework to manage tasks effectively. For example, the Eisenhower Matrix, introduced by President Dwight D. Eisenhower, divides tasks into four quadrants based on their urgency and importance. This helps individuals prioritize their efforts, focusing on high-impact activities while minimizing time spent on less critical tasks (Covey, 2004). Another popular technique is the Pomodoro Technique, which involves working in short, focused intervals (usually 25 minutes) followed by a brief break, enhancing concentration and productivity (Cirillo, 2006). Additionally, prioritization principles, such as the Pareto Principle (80/20 Rule), suggested that focusing on the 20% of tasks that produce 80% of the results is a key approach to time management (Lakein, 1973).
For secretaries, time management is particularly crucial because they are often required to handle various administrative duties, including scheduling appointments, managing communication, preparing documents, and supporting other staff members. By managing their time effectively, secretaries ensure that they can perform these tasks without becoming overwhelmed or sacrificing quality. Research by Macan (1994) supported the idea that time-management training can lead to increased job satisfaction, reduced stress, and improved job performance.
Furthermore, time management in administrative roles is linked to broader organizational success. Effective time management ensures that critical tasks are completed on schedule, improving the efficiency of overall operations. Secretaries who can organize their time effectively contribute significantly to the smooth functioning of the entire office, thereby enhancing productivity and supporting organizational goals. According to Thompson and Kolb (2014), time management skills can also boost job performance in administrative support roles by ensuring that employees prioritize tasks in alignment with organizational objectives.
In addition to improving productivity, good time management also reduces stress levels among secretaries. By preventing last-minute rushes and minimizing the potential for errors, employees experience greater control over their workday, leading to improved mental well-being. Grover and Crozier (2012) found that time management practices help reduce stress in the workplace, as employees feel more prepared and organized.
Effective time management is also critical in maintaining a balanced work-life dynamic. By setting boundaries and managing tasks efficiently, secretaries can avoid burnout and maintain their physical and mental health. Research by Hartley and Bennington (2010) highlighted that time management practices that promote work-life balance led to increased employee satisfaction and better overall performance.
Time management is an essential skill for secretaries and administrative professionals, impacting their ability to perform tasks effectively, reduce stress, and contribute to organizational success. Adopting proven time management techniques like the Eisenhower Matrix, Pomodoro Technique, and prioritization principles can significantly enhance job performance, reduce stress, and promote a balanced lifestyle. The impact of these practices is not only felt by the individual but also has a ripple effect on the productivity and success of the organization as a whole.
2.2 The Role of a Secretary in Modern Organizations
The role of secretaries has evolved significantly over the years. Traditionally, secretaries were responsible for clerical and administrative tasks, such as answering phones, scheduling meetings, and handling correspondence. Today, however, secretaries play a more strategic role, with responsibilities that may include project management, executive support, and even decision-making functions (Stone, 2013). Secretaries often act as "gatekeepers" who control communication flows within organizations and between management and employees.
This evolution has increased the importance of time management, as secretaries must balance their operational duties with the need to support high-level executives. Secretaries are often tasked with organizing schedules, coordinating events, and managing confidential information, making effective time management a critical skill for success.
The shift toward a more managerial role also implies that secretaries need to manage more complex projects and handle a greater volume of tasks, requiring them to adopt more advanced time management techniques to maintain efficiency and contribute to organizational success (Mangan, 2015).
This shift in responsibilities has made time management an even more crucial skill for secretaries. The modern secretary is not only expected to manage routine office tasks but also to handle high-level executive functions that require strong organizational skills and the ability to prioritize effectively. Secretaries now act as "gatekeepers" who control communication flows within organizations, managing the flow of information between executives, employees, clients, and other stakeholders (Nelson, 2016). In this capacity, they ensure that important messages are prioritized and that executives' time is protected from unnecessary interruptions, all of which necessitate precise time management.
In addition to handling executive support tasks, secretaries are often entrusted with the responsibility of managing confidential information, overseeing logistics for meetings and events, and even managing projects. The variety and complexity of these tasks require advanced organizational skills and the ability to multi-task without compromising quality. As a result, secretaries are increasingly required to adopt more sophisticated time management techniques to stay on top of their expanding duties. Time management systems such as the Eisenhower Matrix and the Pomodoro Technique are particularly beneficial in this context, helping secretaries prioritize tasks according to urgency and importance (Macan, 1994; Cirillo, 2006). Furthermore, the Pareto Principle, which suggested focusing on the most impactful tasks, is also relevant in ensuring that time is allocated to high-priority responsibilities that contribute directly to organizational success (Lakein, 1973).
Mangan (2015) highlighted that the evolution of the secretary's role towards managerial responsibilities is reflective of broader shifts in the workplace, where administrative assistants are increasingly seen as key players in decision-making processes and project management. For instance, secretaries now often take on the role of coordinating cross-departmental teams, managing project timelines, and ensuring that organizational goals are met. With such expanded roles, effective time management becomes essential to ensure that all tasks are completed efficiently, deadlines are met, and quality is maintained.
Moreover, the increased demand for secretaries to balance operational duties with executive support functions adds a layer of complexity to their responsibilities. This often means juggling multiple priorities at once and requiring the capacity to quickly adapt to shifting priorities. As such, secretaries are more likely to use advanced digital tools for time management, such as project management software and scheduling apps, to enhance their productivity (Thompson & Kolb, 2014). These tools help secretaries maintain control over their schedules, track progress on projects, and communicate effectively with various teams, ensuring that the needs of the organization are met without sacrificing the secretary’s ability to manage their own workload.
The role of a secretary has also been influenced by changes in workplace culture. The increasing use of remote work and virtual communication tools has further expanded the scope of the secretary's responsibilities. In many organizations, secretaries are now required to manage virtual meetings, handle video conferencing logistics, and coordinate activities across different time zones, all of which require excellent time management skills. According to Sweeney and Lyons (2013), secretaries who can successfully manage their time and stay organized are better able to contribute to their organization's goals and meet the expectations of their executives.
In summary, the role of secretaries has evolved from performing routine administrative tasks to taking on a more strategic and managerial role within organizations. As secretaries handle increasingly complex tasks, from executive support to project management, effective time management becomes a critical skill. Secretaries who can successfully prioritize tasks, organize their schedules, and adopt advanced time management techniques not only enhance their personal productivity but also contribute significantly to the overall success of the organization.
2.3 Time Management Techniques for Secretaries
Time management is a vital skill for secretaries, as it directly impacts their ability to perform duties efficiently and contribute to organizational success. Effective time management techniques enable secretaries to handle multiple tasks, prioritize responsibilities, and meet deadlines, all of which are crucial to ensuring the smooth operation of any organization. This section explores the significance of time management for secretaries and highlights key techniques to enhance their performance.
Secretaries often juggle various tasks, such as scheduling meetings, managing correspondence, maintaining records, and handling administrative support functions. Without efficient time management, these tasks can easily become overwhelming, leading to errors, missed deadlines, or delays in communication. Poor time management may not only hinder a secretary’s performance but can also affect the overall productivity and success of the organization. According to Kluge and Rech (2021), effective time management reduces stress, enhances work efficiency, and contributes to organizational success by ensuring that deadlines are met, resources are used efficiently, and strategic goals are pursued.
By adopting structured time management practices, secretaries can maintain a balance between routine administrative tasks and critical projects, thereby improving their overall productivity. A study by Rimmer (2020) found that when secretaries used time management techniques such as prioritization and scheduling, they were able to complete tasks more efficiently, leading to better performance and satisfaction in their roles. Effective time management is not only a personal asset for the secretary but also fosters better teamwork, communication, and organizational achievement.
Several time management techniques can enhance a secretary’s performance. One such technique is prioritizing tasks to ensure that the most critical activities are completed first. The Eisenhower Matrix (also known as the Urgent-Important Matrix) is a popular method for categorizing tasks based on their urgency and importance. This technique helps secretaries identify which tasks require immediate attention and which can be scheduled for later (Covey, 1989). By focusing on high-priority tasks, secretaries can avoid distractions and ensure that important duties are completed on time.
Time blocking is a highly effective strategy that allows secretaries to allocate specific blocks of time to various tasks or activities throughout the day. This approach involves setting aside dedicated, uninterrupted periods for different responsibilities, such as answering emails, preparing reports, organizing meetings, or handling phone calls. By doing so, secretaries can reduce the temptation to multitask, which is known to cause distractions and decrease overall productivity (Mackenzie, 2012). Multitasking, while seemingly efficient, often leads to cognitive overload, diminishing focus and increasing the likelihood of making errors or producing subpar work (Lerner, 2018).
Time blocking enhances focus by creating a structured environment where secretaries can concentrate on one task at a time without the disruption of constant task-switching. This uninterrupted focus allows secretaries to give their full attention to each activity, improving the quality of their work and increasing efficiency (Mackenzie, 2012). Furthermore, by assigning a specific time slot for each task, secretaries are better able to plan their day and ensure that important responsibilities are given priority. For example, tasks such as responding to urgent emails may be scheduled in the morning, while non-urgent administrative duties, like filing or updating databases, are allocated to quieter periods of the day.
This technique also helps secretaries avoid procrastination by providing clear, time-bound deadlines for each activity. Setting a time limit for each task prevents the tendency to delay or put off work, ultimately leading to better task completion rates (Goleman, 2006). As secretaries become more accustomed to time blocking, they develop better self-discipline and time awareness, which are key factors in maintaining productivity throughout the day (Kluge & Rech, 2021). Moreover, time blocking can enhance work-life balance, as it encourages secretaries to designate time for breaks or personal tasks, preventing burnout and supporting mental well-being (Rimmer, 2020).
Delegation is an essential time management strategy for secretaries, especially in larger organizations where tasks can be distributed among various team members. Secretaries often face a wide range of administrative duties, from managing schedules and coordinating meetings to handling correspondence and filing documents. However, it is important to recognize that they do not need to handle every task on their own. By delegating responsibilities to colleagues or subordinates, secretaries can free up valuable time to focus on more critical tasks that require their expertise, thus significantly improving overall efficiency (Lerner, 2018).
Effective delegation is not simply about offloading work, but about strategically distributing tasks to those who are best suited to handle them. According to Drucker (2007), the key to successful delegation lies in the ability to understand the strengths and weaknesses of each team member and match tasks with the appropriate skill sets. For instance, if a secretary is overwhelmed with administrative work but a colleague is highly skilled in managing digital files or organizing events, delegating those tasks can ensure that work is completed more efficiently and at a higher standard.
Communication is also crucial in the delegation process. Secretaries must be able to clearly articulate the task's requirements, expectations, and deadlines to those taking over the responsibilities (Mackenzie, 2012). Miscommunication can lead to confusion, errors, and inefficiencies, ultimately defeating the purpose of delegation. Strong communication skills allow secretaries to provide the necessary guidance and support while still maintaining the trust and confidence of those they delegate tasks to (Kluge & Rech, 2021).
In addition, delegation helps foster a collaborative work environment, promoting teamwork and a sense of shared responsibility. As secretaries delegate tasks, they also build the capacity of their colleagues by giving them opportunities to develop new skills and take on more challenging responsibilities. According to Goleman (2006), such empowerment can lead to higher job satisfaction and motivation within teams, contributing to better organizational performance.
Moreover, effective delegation can prevent burnout, which is a common challenge faced by secretaries, particularly when they take on too many responsibilities. By sharing the workload, secretaries reduce the pressure on themselves, maintaining a healthy work-life balance and ensuring their productivity remains consistent over time (Rimmer, 2020).
Ultimately, delegation is a powerful tool for enhancing the secretary's role in the organization. By delegating tasks strategically and maintaining clear communication with team members, secretaries can improve their time management, increase organizational efficiency, and foster a more collaborative and productive workplace.
Setting SMART (Specific, Measurable, Achievable, Relevant, and Time-bound) goals can help secretaries define clear objectives and track their progress over time. By setting clear and achievable goals, secretaries can stay focused, measure their performance, and avoid becoming overwhelmed by the breadth of their duties. SMART goals also enable secretaries to prioritize their time and focus on what matters most (Doran, 1981).
Leveraging technology, such as calendar management software, task management apps, and project management tools, can significantly enhance time management for secretaries. Tools like Microsoft Outlook, Google Calendar, and Trello allow secretaries to organize their schedules, set reminders, and collaborate efficiently with colleagues. According to Müller and Turner (2010), technology not only streamlines administrative processes but also increases the speed and accuracy with which tasks are completed.
Performing regular time audits involves tracking how time is spent throughout the day to identify areas of inefficiency or time wastage. Secretaries can use this information to adjust their schedules, eliminate unnecessary activities, and focus more on tasks that contribute to organizational goals. Time audits encourage reflection and help secretaries fine-tune their time management strategies for maximum productivity (Parker, 2019).


2.4 Challenges Faced by Secretaries in Time Management
Time management is crucial for secretaries to handle the numerous responsibilities associated with their roles. However, despite the availability of time management strategies and tools, secretaries often face various obstacles that make it difficult to manage their time effectively. These challenges include high workload, lack of training, external pressures, and other contextual factors that impede their ability to perform their duties efficiently.
One of the primary challenges faced by secretaries is a consistently high workload. Secretaries are often tasked with managing a multitude of responsibilities, including scheduling meetings, organizing events, coordinating communication across departments, and assisting executives with administrative tasks. This can lead to a situation where secretaries feel overwhelmed by the volume of tasks and the pressure to meet deadlines, making it difficult to allocate sufficient time for each task. Research by Mangan (2015) suggests that secretaries in high-pressure environments, such as law firms or corporate offices, face a significant workload that includes unpredictable changes in schedules and last-minute requests. These unplanned activities disrupt well-laid time management strategies and increase stress levels. The constant juggle of tasks—often with conflicting priorities—can lead to burnout and a decline in the quality of work if not properly managed (Grover & Crozier, 2012). Furthermore, the ongoing nature of these demands may result in secretaries neglecting important but non-urgent tasks, contributing to inefficiencies in workflow.
To mitigate the effects of a heavy workload, it is essential for secretaries to prioritize tasks effectively and take regular breaks to prevent burnout. However, even with prioritization techniques like the Eisenhower Matrix, the sheer volume of tasks can sometimes render time management strategies ineffective (Macan, 1994). This reinforces the need for a well-balanced workload that considers both the complexity and urgency of tasks.
Another significant challenge in time management for secretaries is the lack of formal training in effective time management techniques. Many secretaries, especially those who have not undergone specialized professional development or training programs, may struggle with organizing and managing their workload efficiently. As a result, they often rely on ad-hoc strategies or personal intuition, which may not be as effective as established time management practices. According to Morris (2014), many administrative professionals receive minimal formal training in time management despite its importance for their roles. Without guidance on how to prioritize tasks, manage time effectively, and avoid procrastination, secretaries may develop inefficient habits that hinder their productivity. Furthermore, training in time management not only enhances efficiency but also helps secretaries manage stress by providing tools to handle the pressure of multiple tasks and deadlines (Thompson & Kolb, 2014). The lack of training may also result in increased reliance on ineffective time-saving methods, such as multitasking, which often reduces overall efficiency rather than improving it (Grover & Crozier, 2012). To address this issue, organizations should consider investing in time management training for secretaries and administrative assistants. Offering professional development opportunities will not only increase efficiency but also help reduce workplace stress by providing secretaries with proven strategies for handling complex workloads.
External pressures, such as urgent requests from different departments, last-minute changes to schedules, and the need to manage competing priorities, present another major challenge for secretaries. These pressures create an environment in which time management becomes difficult, as secretaries are frequently forced to adjust their plans to accommodate sudden demands. Stone (2013) explains that secretaries often act as the main point of contact within an organization, which means they are expected to manage communication flows from executives, staff, clients, and external partners. When urgent requests or changes arise, secretaries must respond quickly, often sacrificing their pre-scheduled tasks or plans. This constant shifting of priorities complicates effective time management and can lead to frustration, especially when tasks are incomplete or deadlines are missed due to the need to accommodate last-minute demands. Moreover, secretaries frequently face conflicting priorities, where requests from multiple individuals or departments must be balanced. In such cases, it can be challenging to determine which tasks take precedence. While time management tools like prioritization frameworks or delegation can help, the urgency of some demands can undermine these strategies. According to Grover and Crozier (2012), secretaries must constantly evaluate competing requests to determine which are most pressing, a process that can be overwhelming and difficult, especially in environments that require rapid decision-making. To mitigate the impact of these external pressures, secretaries can develop strategies for effective communication and expectation management. By keeping stakeholders informed about their workload and setting boundaries for urgent tasks, secretaries can minimize the impact of sudden demands. Furthermore, creating a flexible and adaptable work routine can help secretaries accommodate unpredictable tasks without sacrificing essential responsibilities (Thompson & Kolb, 2014).
Beyond the common challenges of workload, lack of training, and external pressures, secretaries may also face other contextual obstacles that hinder effective time management. In some organizations, secretaries may not have access to the necessary tools or resources to manage their time effectively. Limited access to task management software, insufficient support staff, or outdated office technology can hinder their ability to implement time management strategies effectively (Nelson, 2016). In certain organizational cultures, secretaries may face difficulties in asserting their time management needs. For example, if the organizational culture prioritizes speed over accuracy, secretaries may feel pressured to complete tasks quickly, leading to poor time management practices. In such environments, secretaries may struggle to communicate their time constraints or push back against unrealistic expectations (Mangan, 2015). Furthermore, many secretaries are not formally recognized for their time management efforts. Without recognition or sufficient managerial support, secretaries may feel unappreciated, leading to lower motivation and a diminished sense of ownership over their tasks. As noted by Patel and Thompson (2018), organizational support, both in terms of recognition and resources, is crucial to effective time management and employee satisfaction.
Time management for secretaries is not only about organizing tasks but also about addressing the challenges they face in their everyday work. High workloads, lack of formal training, external pressures, and other contextual barriers all contribute to the difficulties secretaries face in managing their time effectively. To overcome these challenges, organizations must provide better support, offer training in time management skills, and foster an environment where secretaries can manage their responsibilities without feeling overwhelmed. By addressing these challenges, secretaries can enhance their productivity, reduce stress, and contribute to the smooth operation of the organization. Additionally, better time management for secretaries can have a ripple effect, improving the efficiency and success of the organization as a whole.



2.5 The Relationship Between Time Management and Job Performance
Time management plays a significant role in the job performance of secretaries, particularly because their work is often characterized by a high degree of multitasking, attention to detail, and interaction with multiple departments and individuals. The effective use of time management strategies directly impacts their ability to handle complex administrative tasks, meet deadlines, and manage stress levels. Research consistently supports the idea that effective time management is strongly linked to improved job performance, particularly in roles that require the coordination of numerous tasks and responsibilities. By allocating adequate time to each task, secretaries can ensure that their duties—ranging from scheduling appointments to managing sensitive documents—are completed accurately and efficiently, without errors or omissions. This alignment between time management and performance is particularly important for secretaries, who often work in fast-paced environments where the accuracy and timeliness of their tasks can directly affect organizational effectiveness and productivity (Macan, 1994; Thompson & Kolb, 2014).
Secretaries with strong time management skills are able to prioritize their tasks effectively, which allows them to focus on what is most important and urgent. This prioritization minimizes wasted time and ensures that critical tasks, such as document preparation or calendar management, are handled first. By setting clear goals and allocating specific time blocks for each task, secretaries can significantly improve their efficiency. This focus on high-priority items often leads to the completion of tasks within stipulated deadlines, preventing bottlenecks in office operations. Studies have demonstrated a direct link between effective time management and productivity. According to Macan (1994), individuals who engage in time-management training report higher job performance and greater satisfaction with their work outcomes. Similarly, Nelson (2016) emphasizes that secretaries who use time management techniques such as task prioritization and time-blocking are able to allocate their energy and attention toward high-impact activities, ultimately leading to improved productivity across various administrative tasks.
Time management also contributes to the accuracy of a secretary’s work. When time is properly allocated for each responsibility, secretaries are less likely to rush through tasks, thus reducing the likelihood of errors or oversights. Accurate document management, careful scheduling, and organized communication are essential for administrative roles. By applying time management techniques, secretaries can ensure that they have sufficient time to double-check their work, verify details, and complete tasks to the highest standard. Research by Grover and Crozier (2012) suggests that individuals who practice time management are less prone to stress and are more likely to produce high-quality work. This can be particularly crucial in the context of secretarial duties, where small mistakes—such as scheduling errors or overlooked correspondence—can have significant consequences for organizational operations. Effective time management enables secretaries to mitigate these risks by providing the necessary time to focus on precision and detail.
The relationship between time management and job performance extends beyond individual productivity and stress levels. Time management is also strongly linked to job satisfaction and overall organizational success. When secretaries manage their time effectively, they can meet the needs of their managers and colleagues, contributing to smoother workflow and better interdepartmental communication. This ability to fulfill expectations enhances the secretary’s sense of accomplishment and job satisfaction. According to Patel and Thompson (2018), when secretaries receive adequate training and resources to improve their time management skills, their performance improves, leading to greater organizational success. By aligning their work with organizational priorities, secretaries contribute to the achievement of larger organizational goals. This, in turn, results in higher levels of satisfaction for both the secretary and their supervisors, as well as a more productive work environment.
The ability to manage time effectively is particularly critical when secretaries are faced with numerous tasks and tight deadlines. Research indicates that when individuals prioritize tasks and allocate specific time blocks to each one, they are better able to complete their work more efficiently (Lakein, 1973). By utilizing time-blocking techniques, secretaries can ensure that high-priority tasks, such as preparing reports or scheduling meetings, are given adequate attention, which in turn improves overall efficiency. Enhanced task efficiency and deadline management are essential for secretaries, especially given the numerous responsibilities they are tasked with on a daily basis. Effective time management is not just about working harder, but working smarter, by strategically prioritizing tasks and allocating time appropriately. Research indicates that secretaries who apply time management strategies such as prioritization and time-blocking are better equipped to meet deadlines, manage workloads, and reduce stress (Lakein, 1973).
Time-blocking is a technique where specific time periods are dedicated to individual tasks or groups of tasks, ensuring that adequate attention is given to high-priority duties (Macan, 1994). For secretaries, this method is especially effective in tasks like managing schedules, preparing reports, or coordinating meetings, as it allows them to focus on each task without distraction. By setting aside time for specific activities, secretaries can not only meet deadlines but also ensure the quality of their work, reducing the risk of errors or incomplete tasks. Research by Macan (1994) and Allen (2001) suggests that prioritizing tasks and allocating time in a structured way leads to better task outcomes, lower stress levels, and increased job satisfaction. When secretaries use tools like time-blocking, they can see where their time is going and make adjustments as necessary, ensuring that time is allocated efficiently across all tasks. This method is proven to improve task efficiency, reduce procrastination, and allow secretaries to stay focused on what matters most, thereby helping them to meet tight deadlines without compromising the quality of their work (Nelson, 2016).
Ultimately, the ability to manage time efficiently improves not only the secretary’s productivity but also the overall effectiveness of the organization, as it allows secretaries to support their teams and executives more effectively. Furthermore, effective time management practices contribute to a sense of control and accomplishment, fostering a more organized and motivated work environment (Goleman, 1995). Macan (1994) emphasizes that secretaries who engage in time management training tend to manage their tasks more effectively and meet deadlines consistently. This has significant implications for organizational productivity, as secretaries are responsible for ensuring that many time-sensitive activities are carried out promptly, from scheduling appointments to processing correspondence. By avoiding delays or last-minute changes, secretaries contribute to maintaining organizational workflows and reducing disruptions.
The effectiveness of an organization is often tied to the performance of its secretaries, as they are responsible for ensuring that operations run smoothly across departments. When secretaries apply time management principles, they can help facilitate better communication, streamline administrative processes, and ensure that executives and team members have the necessary resources at the right time. Studies have found that organizations with employees who practice good time management experience higher overall effectiveness and smoother operation (Thompson & Kolb, 2014). By managing their time well, secretaries are not only able to complete tasks more effectively but also play a critical role in driving organizational success. Their ability to juggle multiple duties while staying organized and maintaining control over their time directly impacts the success of the teams they support. This level of efficiency can lead to increased productivity in the workplace, greater organizational performance, and enhanced satisfaction among executives and colleagues (Johnson & Green, 2017).
Workplace stress is often a major barrier to job performance, particularly for secretaries who are regularly tasked with managing competing priorities and multiple responsibilities. Effective time management helps secretaries maintain control over their workloads, reducing the likelihood of burnout or mental exhaustion (Goleman, 1995). Secretaries who use time management tools and strategies such as task prioritization and delegation are better equipped to handle pressure and manage the demands of their role. Time management techniques, such as prioritization and task delegation, help secretaries break down their responsibilities into manageable chunks, which reduces the feeling of being overwhelmed. The use of prioritization frameworks, like the Eisenhower Matrix, enables secretaries to identify urgent and important tasks while avoiding unnecessary focus on less critical activities (Macan, 1994). By addressing the most pressing tasks first, secretaries are able to complete their workload more efficiently and with greater focus, reducing the mental load associated with unfinished tasks and looming deadlines.
Task delegation is another essential time management technique that can help reduce workplace stress. Secretaries are often in positions where they manage the work of others, and delegating non-essential tasks to appropriate colleagues can prevent them from becoming overburdened. Delegation helps secretaries focus on tasks that require their specific expertise or attention, while ensuring that other tasks are still completed on time. When secretaries feel confident in their ability to delegate effectively, they are less likely to experience feelings of stress or burnout (Morris, 2014). In addition to task prioritization and delegation, technology plays a key role in reducing workplace stress for secretaries. Tools such as task management software, digital calendars, and automated reminders enable secretaries to streamline their workflows, reduce the mental effort required for scheduling, and prevent mistakes due to missed appointments or deadlines. These tools provide a structured approach to managing daily tasks, which reduces the uncertainty and cognitive overload that often lead to stress (Nelson, 2016). When secretaries have a clear view of their tasks and deadlines, they are better able to anticipate potential challenges and allocate their time and resources accordingly, which helps them feel more in control of their work.
Also, research suggests that time management practices can enhance emotional intelligence (Goleman, 1995). Emotional intelligence, the ability to recognize, understand, and manage one's own emotions and those of others, is crucial in high-pressure environments. Secretaries who are skilled in time management are often better equipped to manage their emotional responses to stress, maintain composure in challenging situations, and respond to conflicts with clarity. This emotional resilience reduces the negative impact of stress on job performance and fosters a more positive work environment. Ultimately, effective time management enables secretaries to better balance the demands of their role with their personal well-being. By reducing stress levels, time management techniques allow secretaries to approach their tasks with greater focus and efficiency, leading to higher job satisfaction, better work-life balance, and improved overall productivity. Organizations that prioritize and support the development of time management skills for their secretarial staff can contribute to a healthier and more effective workplace, where employees can thrive under pressure without succumbing to the adverse effects of stress.
Research by Grover and Crozier (2012) has demonstrated that individuals who manage their time effectively report lower levels of stress. This is especially crucial in secretarial positions, where the ability to manage competing demands and deadlines is essential for maintaining mental well-being. By managing their time well, secretaries can create a sense of order and control in their work environment, thus enhancing their ability to focus on the tasks at hand. Furthermore, secretaries who experience less stress due to good time management are more likely to produce higher-quality work. Stress often leads to mistakes, rushed decisions, or poor judgment, but with effective time management, secretaries can approach their tasks more methodically, reducing the likelihood of errors and ensuring accuracy in their work (Stone, 2013). This, in turn, leads to higher job performance and greater job satisfaction.
Time management also has a profound effect on job satisfaction for secretaries. The stress reduction and efficiency gained from good time management practices contribute to a more fulfilling work experience. Secretaries who manage their time effectively often experience greater autonomy and a sense of accomplishment, as they are able to meet deadlines, complete tasks, and provide valuable support to executives and colleagues (Patel & Thompson, 2018). Studies have shown that time management training is positively correlated with job satisfaction in administrative roles. Secretaries who use time management techniques such as prioritizing, scheduling, and delegating report greater satisfaction with their work and are more likely to remain in their positions for longer periods (Morris, 2014). This is particularly important in high-pressure environments where secretaries face frequent challenges and demands. By managing their time well, secretaries are able to reduce frustration, experience a sense of control, and derive greater satisfaction from their work, which directly influences job performance (O’Connor, 2005).
In addition to its immediate effects on job performance, time management can also contribute to long-term career development for secretaries. Mastering time management skills enables secretaries to improve their productivity and effectiveness, which enhances their reputation within the organization. As secretaries demonstrate their ability to handle complex tasks efficiently, they may be considered for more senior roles or given greater responsibility, contributing to their career growth (Sweeney & Lyons, 2013). Research suggests that individuals who excel in time management are more likely to be promoted or entrusted with more challenging assignments, as they demonstrate the capacity to manage their workload and meet the expectations of their roles (Johnson & Green, 2017). This potential for advancement encourages secretaries to invest in developing their time management skills, which can have a long-lasting impact on their professional development and future job opportunities.



CHAPTER THREE
METHODOLOGY
This chapter presents the research methodology used to investigate the significance of secretaries' time management in relation to their job performance and organizational achievement. It discussed the following listed 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 on the significance of secretaries’ time management practices, and their perceived challenges, and the impact of these practices on their work performance and organizational outcomes.
The questionnaire included multiple-choice four Likert-scale questions, ranging from strongly agree, agree, disagree and strongly disagree respectively. which enabled respondents to rate various time management techniques and practices (such as prioritizing tasks, managing interruptions, and handling deadlines). This instrument allowed for the collection of standardized responses that could be easily quantified for analysis.
The questions were designed based on established time management theories, ensuring they captured essential elements of time management in the secretarial role, such as task prioritization, delegation, and the management of office schedules.
3.2 Population of the Study
The population of this study consisted of secretaries working in both public and private sector organizations across different industries. The focus was on secretaries who perform key administrative tasks, manage schedules, and coordinate communication, as these activities directly relate to time management practices.
The population was estimated to be approximately 250 secretaries, selected from a variety of organizational levels, including secretaries, administrative assistants, and office managers. These individuals were chosen because their roles typically involve managing multiple tasks and handling time-sensitive responsibilities, making them ideal for studying time management practices.
3.3 Sample and Sampling Techniques
A sample size of 75 secretaries was selected for the study, which represents 30% of the total population. This sample size was chosen to ensure sufficient data for analysis while maintaining the ability to generalize the findings.
The sampling technique used was stratified random sampling. This method ensured that secretaries from different sectors (such as finance, healthcare, education, and government) were proportionally represented in the sample. Within each sector, simple random sampling was applied to select individual secretaries, ensuring that every member of the population had an equal chance of being chosen.
3.4 Distribution and Collection of Data
The data collection process involved the distribution of the questionnaires through physical methods. The questionnaires were distributed by hand to respondents personally by the researcher.
A cover letter was included with the questionnaire to explain the purpose of the study, confidentiality assurances, and the voluntary nature of participation. Respondents were given two weeks to complete and return the questionnaires.
To maximize the response rate, reminders were sent at regular intervals during the data collection period. Data was collected over a period of 2 weeks to ensure sufficient time for responses to be gathered.
3.5 Reliability
Reliability refers to the consistency and stability of the research instrument in measuring the intended variables. To assess the reliability of the questionnaire, a pilot test was conducted with 15 secretaries from a separate organization, who were not part of the final sample.
The pilot test helped assess the clarity of the questionnaire items, the time taken to complete it, and the consistency of responses. The results from the pilot test were analyzed using the Cronbach’s alpha coefficient, which measures internal consistency. A Cronbach’s alpha value of 0.85 was obtained, indicated a high level of reliability, as values above 0.7 are considered acceptable in social sciences research.
3.6 Validity
Validity refers to the extent to which the instrument measures what it is intended to measure. To ensure validity, of the questionnaire, it was reviewed by a panel of experts in administrative management and organizational behavior. They provided feedback to ensure that the questions covered the key areas related to time management and secretarial duties, such as task prioritization, workload management, and organizational impact. The panel's feedback helped refined the questionnaire to better align with the research objectives.

3.7 Method of Data Analysis
The data collected from the questionnaires were analyzed using quantitative methods of descriptive statistics such as frequencies, and percentages, to summarize the responses of the respondents and their time management practices.


CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents the data analysis and findings from the survey conducted with respondents regarding the significance of secretaries' time management on efficient performance and organizational achievement. The data is presented in tabular form, illustrating the frequency and percentages of responses across various statements related to time management practices. 
4.2 Results
[bookmark: _GoBack]4.1: Time Management is an Important Skill for Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	39
	52.0%

	Agree
	32
	42.7%

	Disagree
	3
	4.0%

	Strongly Disagree
	1
	1.3%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.1 showed that 39 (52.0%) respondents strongly agreed and 32 (42.7%) respondents agreed that time management is an important skill for secretaries, while 3 (4.0%) respondents disagreed and 1 (1.3%) respondent strongly disagreed with the statement respectively.
4.2: Time Management Improves Job Performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	36
	48.0%

	Agree
	32
	42.7%

	Disagree
	5
	6.7%

	Strongly Disagree
	2
	2.7%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.2 showed that 36 (48.0%) respondents strongly agreed and 32 (42.7%) respondents agreed that time management improves their job performance, while 5 (6.7%) respondents disagreed and 2 (2.7%) respondents strongly disagreed with the statement respectively.













4.3: Time Management Helps Meet Deadlines Effectively
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	35
	46.7%

	Agree
	32
	42.7%

	Disagree
	5
	6.7%

	Strongly Disagree
	2
	2.7%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.3 showed that 35 (46.7%) respondents strongly agreed and 32 (42.7%) respondents agreed that time management helps them meet deadlines effectively, while 5 (6.7%) respondents disagreed and 2 (2.7%) respondents strongly disagreed with the statement respectively.











4.4: Time Management Leads to a More Organized Work Environment
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	38
	50.7%

	Agree
	30
	40.0%

	Disagree
	5
	6.7%

	Strongly Disagree
	2
	2.7%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.4 showed that 38 (50.7%) respondents strongly agreed and 30 (40.0%) respondents agreed that time management leads to a more organized work environment, while 5 (6.7%) respondents disagreed and 2 (2.7%) respondents strongly disagreed with the statement respectively.

4.5: Time Management Improves the Quality of Work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	35
	46.7%

	Agree
	31
	41.3%

	Disagree
	5
	6.7%

	Strongly Disagree
	4
	5.3%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.5 showed that 35 (46.7%) respondents strongly agreed and 31 (41.3%) respondents agreed that time management improves the quality of their work, while 5 (6.7%) respondents disagreed and 4 (5.3%) respondents strongly disagreed with the statement respectively.



4.6: Feeling More Productive When Following a Time Management Plan
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	37
	49.3%

	Agree
	33
	44.0%

	Disagree
	3
	4.0%

	Strongly Disagree
	2
	2.7%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.6 showed that 37 (49.3%) respondents strongly agreed and 33 (44.0%) respondents agreed that they feel more productive when they follow a time management plan, while 3 (4.0%) respondents disagreed and 2 (2.7%) respondents strongly disagreed with the statement respectively.


4.7: Time Management Practices Help Achieve Personal Career Goals
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	35
	46.7%

	Agree
	28
	37.3%

	Disagree
	6
	8.0%

	Strongly Disagree
	6
	8.0%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.7 showed that 35 (46.7%) respondents strongly agreed and 28 (37.3%) respondents agreed that time management practices help them achieve personal career goals, while 6 (8.0%) respondents disagreed and 6 (8.0%) respondents strongly disagreed with the statement respectively.


4.8: Easier to Handle Multiple Responsibilities with Effective Time Management
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	37
	49.3%

	Agree
	33
	44.0%

	Disagree
	4
	5.3%

	Strongly Disagree
	1
	1.3%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.8 showed that 37 (49.3%) respondents strongly agreed and 33 (44.0%) respondents agreed that they find it easier to handle multiple responsibilities when they manage their time effectively, while 4 (5.3%) respondents disagreed and 1 (1.3%) respondent strongly disagreed with the statement respectively.


4.9: Lack of Time Management Skills Hinders Organizational Growth
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	53.3%

	Agree
	27
	36.0%

	Disagree
	5
	6.7%

	Strongly Disagree
	3
	4.0%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.9 showed that 40 (53.3%) respondents strongly agreed and 27 (36.0%) respondents agreed that a lack of time management skills hinders organizational growth, while 5 (6.7%) respondents disagreed and 3 (4.0%) respondents strongly disagreed with the statement respectively.


4.10: Effective Time Management Enhances Overall Organizational Culture
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	37
	49.3%

	Agree
	30
	40.0%

	Disagree
	5
	6.7%

	Strongly Disagree
	3
	4.0%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.10 showed that 37 (49.3%) respondents strongly agreed and 30 (40.0%) respondents agreed that effective time management enhances the overall organizational culture, while 5 (6.7%) respondents disagreed and 3 (4.0%) respondents strongly disagreed with the statement respectively.


4.11: Time Management Helps to Reduce Work Stress
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	36
	48.0%

	Agree
	31
	41.3%

	Disagree
	5
	6.7%

	Strongly Disagree
	3
	4.0%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.11 showed that 36 (48.0%) respondents strongly agreed and 31 (41.3%) respondents agreed that time management helps to reduce work stress, while 5 (6.7%) respondents disagreed and 3 (4.0%) respondents strongly disagreed with the statement respectively.


4.12: Time Management Training Would Benefit Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	39
	52.0%

	Agree
	32
	42.7%

	Disagree
	3
	4.0%

	Strongly Disagree
	1
	1.3%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.12 showed that 39 (52.0%) respondents strongly agreed and 32 (42.7%) respondents agreed that time management training would benefit secretaries, while 3 (4.0%) respondents disagreed and 1 (1.3%) respondent strongly disagreed with the statement respectively.


4.13: Time Management is Directly Linked to the Overall Performance of the Organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	53.3%

	Agree
	30
	40.0%

	Disagree
	3
	4.0%

	Strongly Disagree
	2
	2.7%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.13 showed that 40 (53.3%) respondents strongly agreed and 30 (40.0%) respondents agreed that time management is directly linked to the overall performance of the organization, while 3 (4.0%) respondents disagreed and 2 (2.7%) respondents strongly disagreed with the statement respectively.


4.14: Time Management Enhances the Ability to Prioritize Tasks
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	39
	52.0%

	Agree
	30
	40.0%

	Disagree
	4
	5.3%

	Strongly Disagree
	2
	2.7%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.14 showed that 39 (52.0%) respondents strongly agreed and 30 (40.0%) respondents agreed that time management enhances their ability to prioritize tasks, while 4 (5.3%) respondents disagreed and 2 (2.7%) respondents strongly disagreed with the statement respectively.


4.15: Time Management Increases the Efficiency of Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	41
	54.7%

	Agree
	28
	37.3%

	Disagree
	4
	5.3%

	Strongly Disagree
	2
	2.7%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.15 showed that 41 (54.7%) respondents strongly agreed and 28 (37.3%) respondents agreed that time management increases the efficiency of secretaries, while 4 (5.3%) respondents disagreed and 2 (2.7%) respondents strongly disagreed with the statement respectively.


4.16: Time Management Enhances the Ability of Secretaries to Meet Organizational Goals
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	38
	50.7%

	Agree
	32
	42.7%

	Disagree
	4
	5.3%

	Strongly Disagree
	1
	1.3%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.16 showed that 38 (50.7%) respondents strongly agreed and 32 (42.7%) respondents agreed that time management enhances the ability of secretaries to meet organizational goals, while 4 (5.3%) respondents disagreed and 1 (1.3%) respondent strongly disagreed with the statement respectively.


4.17: Effective Time Management Can Help Secretaries Balance Personal and Professional Responsibilities
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	38
	50.7%

	Agree
	32
	42.7%

	Disagree
	4
	5.3%

	Strongly Disagree
	1
	1.3%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.17 showed that 38 (50.7%) respondents strongly agreed and 32 (42.7%) respondents agreed that effective time management helps secretaries balance personal and professional responsibilities, while 4 (5.3%) respondents disagreed and 1 (1.3%) respondent strongly disagreed with the statement respectively.



4.18: Time Management Helps Secretaries in Effective Communication within the Organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	39
	52.0%

	Agree
	32
	42.7%

	Disagree
	3
	4.0%

	Strongly Disagree
	1
	1.3%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.18 showed that 39 (52.0%) respondents strongly agreed and 32 (42.7%) respondents agreed that time management helps secretaries in effective communication within the organization, while 3 (4.0%) respondents disagreed and 1 (1.3%) respondent strongly disagreed with the statement respectively.


4.19: Time Management is Critical to the Success of a Secretary’s Career Development
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	41
	54.7%

	Agree
	29
	38.7%

	Disagree
	4
	5.3%

	Strongly Disagree
	1
	1.3%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.19 showed that 41 (54.7%) respondents strongly agreed and 29 (38.7%) respondents agreed that time management is critical to the success of a secretary’s career development, while 4 (5.3%) respondents disagreed and 1 (1.3%) respondent strongly disagreed with the statement respectively.


4.20: Time Management Improves the Secretary’s Ability to Handle Workload Efficiently
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	53.3%

	Agree
	30
	40.0%

	Disagree
	4
	5.3%

	Strongly Disagree
	1
	1.3%

	Total
	75
	100%


Source: researcher’s fieldwork 2025
Table 4.20 showed that 40 (53.3%) respondents strongly agreed and 30 (40.0%) respondents agreed that time management improves the secretary’s ability to handle workload efficiently, while 4 (5.3%) respondents disagreed and 1 (1.3%) respondent strongly disagreed with the statement respectively.




CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 SUMMARY
This study focused on the significance of secretaries’ time management on enhancing the performance of secretaries and contributing to overall organizational achievement. Time management is recognized as one of the most important skills that secretaries must possess to fulfill their responsibilities effectively, including scheduling meetings, managing communications, and organizing various office functions. The research aimed to explore the significance of time management practices among secretaries in relation to their job performance, the quality of their work, stress management, and organizational goals.
The study utilized a survey questionnaire administered to 75 secretaries across various organizations, with the goal of gathering data on how time management impacts their work. The findings revealed that the majority of respondents believed that effective time management positively influenced their productivity, work organization, stress reduction, and ability to meet deadlines. Furthermore, the research emphasized that secretaries who are proficient in time management are more likely to contribute effectively to the success of their organizations.
Through the analysis of data, the study aimed to highlight the direct link between time management and organizational growth, demonstrating that organizations with well-managed secretarial functions experience better internal communication, higher employee satisfaction, and improved work efficiency.
5.2 CONCLUSION
The research concluded that time management is an essential skills for secretaries, it significantly influences their ability to perform duties efficiently and contributes to the overall success of an organization. The study revealed that secretaries who implement structured time management techniques experience enhanced productivity, reduced stress, and greater job satisfaction.
The findings support the notion that time management is directly linked to organizational achievement. Secretaries who manage their time well are able to prioritize tasks, meet deadlines, and support the organizational culture more effectively. Effective time management leads to improved communication, better decision-making, and a more organized work environment, all of which are critical for achieving organizational goals.
Additionally, the study highlighted the need for continuous training in time management for secretaries to enhance their skills further. Organizations should consider investing in time management training programs to foster better work habits among their employees, especially in administrative roles where managing multiple tasks and responsibilities is vital.
5.3 RECOMMENDATIONS
Based on the conclusion and findings of the study, the following recommendation were made.
1. Implement Time Management Training Programs for Secretaries: It is recommended that organizations provide regular time management training for their secretarial staff. Training programs should focus on strategies such as prioritization, scheduling, and task delegation to improve efficiency and productivity. This will equip secretaries with the skills needed to handle multiple responsibilities and deadlines effectively.
2. Promote Use of Time Management Tools: Organizations should encourage the use of time management tools and technologies, such as digital calendars, project management software, and task trackers, to help secretaries streamline their tasks and manage their time more efficiently. This will enable better planning, coordination, and execution of daily duties.
3. Foster a Time-Conscious Work Culture: It is crucial to develop a work culture that values time management. Senior management should lead by example, emphasizing the importance of time management in achieving organizational goals. Creating a time-conscious environment where deadlines are respected and meetings are well-structured can significantly improve organizational efficiency.
4. Conduct Regular Assessments of Time Management Skills: Organizations should periodically assess the time management skills of their secretarial staff to identify areas where improvement is needed. This can be achieved through surveys, self-assessments, and performance reviews. Based on these evaluations, targeted interventions can be made to enhance skills and productivity.
5. Provide Adequate Resources and Support: To ensure that secretaries can perform their time management tasks effectively, it is essential for organizations to provide the necessary resources, such as training materials, technological tools, and access to information. Additionally, secretaries should be given adequate support to balance their workload and prevent burnout, ensuring that they can manage their time without feeling overwhelmed.
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RESEARCH QUESTIONNAIRES
	This is a research instrument to elicit information relevant for research work titled The Significance of Secretaries Time Management to Efficient Performance of Duties and Organizational Achievement.
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QUESTIONNAIRE
1. Do you think time management is an important skill for secretaries? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Do you think time management improves your job performance? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Does time management help you meet deadlines effectively? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Do you believe time management leads to a more organized work environment? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Do you think time management improves the quality of your work? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Do you feel more productive when you follow a time management plan? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Do you think time management practices help you achieve personal career goals? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Do you find it easier to handle multiple responsibilities when you manage your time effectively? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Do you think lack of time management skills hinders organizational growth? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Does effective time management enhance the overall organizational culture? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Do you believe time management helps to reduce work stress? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Do you think time management training would benefit secretaries? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Do you think time management is directly linked to the overall performance of the organization? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Does time management enhance your ability to prioritize tasks? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Does time management increase the efficiency of secretaries? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Does time management enhance the ability of secretaries to meet organizational goals? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Do you think effective time management can help secretaries balance personal and professional responsibilities? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Do you think time management helps secretaries in effective communication within the organization? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Do you think time management is critical to the success of a secretary’s career development? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Do you think time management improves the secretary’s ability to handle workload efficiently? (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

