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Abstract
This study examined the influence of training and development on the performance, motivation, job satisfaction, and professional growth of secretaries in Guarantee Trust Bank and Kwara State Polytechnic. It also explored the challenges secretaries face in accessing and benefiting from such programs. The research adopted a descriptive survey design, and data were collected through a structured questionnaire distributed to 25 secretaries—5 from GTBank and 20 from Kwara State Polytechnic. Findings revealed that training and development significantly enhance the performance of secretaries by improving their efficiency, productivity, and communication skills. Additionally, training serves as a motivating factor by boosting confidence, increasing willingness to take on responsibilities, and enhancing job commitment. The study also found that training contributes positively to job satisfaction and professional growth, helping secretaries align with career goals and advance in their professions. However, challenges such as limited access, inadequate funding, poor communication, and high workload hinder effective participation in training programs. The study concludes that training and development are critical for secretarial effectiveness but must be well-structured, relevant, and adequately supported by management. It recommends regular and need-based training, improved funding, and better communication strategies to enhance participation and outcomes. These findings have implications for human resource policies and organizational development in both public and private sectors.
Keywords: Training, Development, Secretaries, Performance, Motivation, Job Satisfaction, Professional Growth, Organizational Support
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
In the fast-paced and highly competitive business environment, organizations are increasingly recognizing the importance of investing in human resources, especially in terms of training and development (T&D). Effective training programs equip employees with the necessary skills and knowledge to perform their tasks efficiently, enhance their job satisfaction, and contribute to overall organizational success. Secretaries, as key players in ensuring smooth administrative functions, are pivotal to the productivity of any organization. Their ability to carry out administrative duties, manage communication, and coordinate activities effectively is often dependent on their training and development (Saks & Burke, 2018).
Training and development programs have been identified as critical motivators in enhancing employee performance. For secretaries, these programs are essential in adapting to the evolving nature of their roles, especially with the integration of modern office technology and the demand for multitasking abilities (Armstrong, 2021). The development of their skills is not only instrumental in improving their productivity but also in fostering their commitment to organizational goals.
Guarantee Trust Bank (GTB) and Kwara State Polytechnic are two organizations where the role of training and development has a significant impact on the performance of secretaries. As institutions that operate in different sectors—financial services and education, respectively—both institutions face unique challenges in ensuring that their secretaries are equipped with the relevant skills to perform at their best. GTB, as a leading financial institution, relies heavily on secretaries to manage office operations and facilitate communication with clients, while Kwara State Polytechnic depends on secretaries to assist in academic and administrative activities.
However, despite the significance of training and development, there is a gap in empirical research regarding the specific influence of T&D on the performance of secretaries in these institutions. This study seeks to investigate how training and development programs act as motivating factors for improving the performance of secretaries at GTB and Kwara State Polytechnic.
1.2 Statement of the Problem
Training and development have long been acknowledged as effective strategies for improving employee performance across various organizational roles (Noe, 2019). However, the specific impact of these programs on secretarial staff, particularly in modern organizations, has not been fully explored. Secretaries often face multiple challenges in fulfilling their duties, ranging from the management of complex administrative tasks to keeping pace with technological advancements. While training is one of the primary means of equipping secretaries to meet these challenges, there is limited research on how T&D initiatives influence their performance, motivation, and job satisfaction (Lynch, 2020).
In the case of Guarantee Trust Bank and Kwara State Polytechnic, secretaries’ performance is crucial to the smooth operation of both organizations. However, the current body of knowledge offers little insight into whether the existing T&D programs at these institutions sufficiently address the needs of secretaries and enhance their work performance. This study will examine the relationship between training and development programs and the performance of secretaries, with a particular focus on motivation, job satisfaction, and efficiency.

1.3 Research Questions
The study will address the following research questions:
1. What is the influence of training and development on the performance of secretaries in Guarantee Trust Bank and Kwara State Polytechnic?
2. To what extent do training and development programs serve as motivating factors for secretaries in these organizations?
3. How do secretaries perceive the impact of training and development on their job satisfaction and professional growth?
4. What are the challenges faced by secretaries in accessing and benefiting from training and development programs in these institutions?
1.4	 Objectives of the Study
The primary objective of this study is to investigate the influence of training and development programs on the performance of secretaries at Guarantee Trust Bank and Kwara State Polytechnic. Specifically, the study aims to:
1. Assess the impact of training and development programs on the job performance of secretaries in both organizations.
2. Examine how training and development influence motivation and job satisfaction among secretaries.
3. Identify the factors that hinder or facilitate the successful implementation of training and development programs for secretaries.
4. Provide recommendations for improving training and development programs to enhance the performance of secretaries in these organizations.
1.5	 Significance of the Study
This study is significant for both academic and practical reasons. From an academic perspective, it contributes to the body of knowledge on training and development, particularly in relation to the secretarial profession. It also offers new insights into how T&D can serve as a motivating factor for secretaries in modern organizations, such as financial institutions and educational establishments.
From a practical standpoint, the findings of this study will assist management at Guarantee Trust Bank and Kwara State Polytechnic in understanding the importance of targeted training and development programs for enhancing secretarial performance. The study will provide recommendations on how these institutions can improve their T&D initiatives, leading to greater employee motivation, improved performance, and higher levels of job satisfaction among secretaries.
Furthermore, the research can serve as a model for other organizations seeking to develop and implement effective T&D programs for their secretarial staff. By examining the influence of T&D on performance and motivation, this study will provide valuable information for human resource managers and decision-makers involved in employee development and performance enhancement.
1.6 	Scope of the Study
The scope of this study is focused on the influence of training and development on the performance of secretaries in two organizations: Guarantee Trust Bank (GTB) and Kwara State Polytechnic. The study will cover the secretarial staff working in administrative and support roles in both institutions. It will assess the impact of formal and informal training programs on their performance, motivation, and job satisfaction.
The research will be limited to employees in the secretarial role within these two institutions, and the findings may not be generalized to all employees in other sectors. The study will also focus on the period within which the current training and development programs were implemented, to capture the immediate and long-term effects of these initiatives on employee performance.
1.7	Delimitation of the Study
This study is delimited to Secretaries currently employed at GTB and Kwara State Polytechnic. The three major constructs: staff training, development, and performance as they relate to secretaries and also the study timeframe is restricted to data gathered within the 2024/2025 academic and fiscal year.
1.8	Limitations of the Study
Several factors may limit the outcome of this study such as the Sample Size and Accessibility that is, difficulty in accessing all relevant secretarial staff due to time constraints or their workload may limit the sample size. The honest responses as there are possibility that some respondents may not provide accurate responses due to fear of assessment and also geographical Limitation as this study is restricted to Ilorin, and its findings may not be generalized to other regions without further validation.
1.9 	Definition of Key Terms
· Training and Development (T&D): A systematic approach to enhancing employees' skills, knowledge, and abilities, which includes formal training sessions, workshops, seminars, and other developmental activities aimed at improving work performance and career progression (Noe, 2019).
· Performance: The ability of an individual employee to meet or exceed the expectations set for their job role. It encompasses efficiency, accuracy, productivity, and the overall contribution to the organization’s goals (Armstrong, 2021).
· Motivation: The internal or external factors that drive an individual to perform tasks or achieve goals. Motivation can be intrinsic (driven by personal satisfaction) or extrinsic (driven by rewards or recognition) (Deci & Ryan, 2020).
· Secretary: An administrative professional responsible for organizing, coordinating, and managing office operations, including communication, scheduling, and office documentation (Sullivan & Senge, 2019).
· Job Satisfaction: The degree to which employees feel fulfilled and content with their work environment, tasks, and role within the organization (Spector, 2019).







CHAPTER TWO
LITERATURE REVIEW
2.0 Introduction
The aim of this chapter is to review relevant literature on the influence of training and development (T&D) as a motivating factor on the performance of secretaries in modern organizations. It discusses the theoretical framework, provides a conceptual review, and presents an empirical review of studies on T&D, motivation, and secretarial performance. The chapter also identifies gaps in existing literature to highlight the contribution of the study to academic knowledge.
2.1 Conceptual Review
2.1.1 Training and Development (T&D)
Training and development (T&D) refers to the systematic process of enhancing the skills, knowledge, and abilities of employees to improve their performance and increase their contribution to organizational goals (Noe, 2019). T&D includes various activities such as formal training sessions, workshops, seminars, on-the-job training, and self-directed learning. The primary goal of T&D is to equip employees with the competencies needed to perform their tasks more effectively and efficiently.
For secretaries, T&D is particularly important due to the nature of their role, which involves multitasking, communication, administrative coordination, and the use of modern office technologies. As organizations increasingly adopt digital tools and technologies, it is essential for secretaries to stay updated with these advancements to perform their duties efficiently (Norton, 2018). T&D programs enable secretaries to improve both their technical and soft skills, enhancing their productivity and job satisfaction.
2.1.2 Motivation and Employee Performance
Motivation refers to the psychological factors that drive individuals to achieve goals, perform tasks, and contribute to organizational success (Ryan & Deci, 2000). Employees who are motivated are more likely to engage in discretionary behaviors, show higher levels of job satisfaction, and perform their tasks more effectively (Gagné & Deci, 2005). Motivation can be intrinsic, where employees derive satisfaction from the work itself, or extrinsic, where employees are motivated by external factors such as rewards or recognition (Deci & Ryan, 2020).
In the context of secretaries, training and development act as extrinsic motivators by providing them with opportunities for career advancement, skills development, and professional growth. Training also addresses intrinsic motivation by helping employees achieve mastery in their roles, leading to enhanced job satisfaction and performance (Saks, 2019).
2.1.3 The Role of Secretaries in Modern Organizations
The role of secretaries has evolved significantly over the years. Traditionally, secretaries were primarily responsible for clerical tasks such as typing, filing, and managing correspondence (Sullivan, 2019). However, in modern organizations, secretaries are increasingly tasked with more complex duties such as project management, event coordination, strategic planning, and communication management (Schulz & Bränzel, 2020).
Secretaries are now expected to be highly skilled in office management software, digital communication tools, and organizational procedures. As a result, training programs that focus on technological literacy, communication, and time management are essential for enhancing their performance and job satisfaction (Harrison, 2021). Well-trained secretaries are more likely to contribute to organizational efficiency by ensuring smooth communication, managing schedules, and facilitating operations (Sullivan, 2019). 
Onifade (2008) opines that the secretary is an important position and can have a positive impact on the ultimate success of the organization. The secretary’s duties require some familiarity with the organizational history, current and past activities and programs, successes, and failures. The secretary should know the membership and oﬃcers and be capable of communicating with all members. Knowledge of the organization’s policies and procedures and some understanding of parliamentary procedure will be an asset to the management. Onifade (2009) further stated that professional secretary is important in an organization due to the following role they play: 
1. Transition: A smooth transition is essential to maintain continuity in the activities of the secretary’s oﬃce. If possible, the overlap period between outgoing and incoming secretaries should allow for at least one board meeting and certainty no less than two months. This will allow the incoming secretary time to clarify any matters relative to ﬁles, records, administrative guidelines, and procedures of the organization. A smooth transition will also assist the new management in a speedier implementation of plans and programs for their term of oﬃce. [ed. note, the amount of time for on-the-job training depends on the degree of sophistication of the organization in size, scope and level of staﬀ support available 
File Review: The ﬁles for review should contain, at minimum the information listed below. These ﬁles contain important legal documents that must be maintained in easily retrievable form. As the direct result of this review, the secretary will know [if your aﬃliate has paid staﬀ, it may be easily accessible through that oﬃce]. 
· Where to ﬁnd the current and approved copy of the association’s constitution and byelaws. If the chapter is incorporated, where the copies of the Articles of Incorporation and copies of the annual reports are ﬁled. 
· Where to ﬁnd the latest audit, income tax report and copies for the last seven years. The original letter of determination and number should also be on hand. 
· Where to ﬁnd the current membership roaster with names and address. 
· Where copies of the minutes for aﬃliate board meetings for the past ﬁve years can be found. 
The organization should have a ﬁling system with ﬁle classiﬁcations appropriate to the needs of the organization. The beginning of a secretary’s term of oﬃce is time, the time to review active ﬁles for each committee with ﬁnal reports of completed activities placed in permanent ﬁles. Board and Committee ﬁles should contain copies of minutes of meeting, correspondence, recommendations, reports to the board and other information regarding to overall committee activities. Final reports should be attached as an appendix to the minutes of responses to earlier correspondence (temporary ﬁles information ﬁles and routine correspondence ﬁles) will require regular secretarial review. As the two secretaries begin their review of the ﬁling system, completed items of historical and legal signiﬁcance should be achieved or ﬁled in permanent ﬁles. Some items which are no longer required should be placed in a ﬁle for the president elect to review. This ﬁle can serve as a reference for sample correspondence (e.g. thank you letters, appointment letters, and letters pertaining to lesson with other organization). 
2. Reference files: As the reference librarian for the association, the catalog of various reference materials available to committee, as well as board members and other oﬃcers (e.g. aﬃliation criteria program planning manuals, legislative aids, legislative alert guidelines, membership recruitment plans, and samples of model legislation). The secretary should develop a mechanism to periodically inform members of the availability of materials, perhaps through a newsletter article. 
3. Administrative guidelines: The secretary should have a strong understanding of the board established administrative guidelines which govern the secretary and other members of the management team. These guidelines and job descriptions should be reviewed and discussed with the president to ensure accuracy. Operational changes during the past year should be reﬂected in the administrative guidelines and a new job description drafted to board approval. In short, the secretary is the communication hub of the organization serving both as a repository for historical and legal records as well as communications checkpoint for dissemination of information regarding activities of committees, the Board of Directors, and other groups, without adequate guidelines and direction, the role of secretary and the entire Board, to periodically reﬂect on the role, authorities and responsibilities of each oﬃcer.
2.1.4	 Effects of lack of training facilities in the training of secretaries 
The effect of lack of training facilities on the production of secretaries include: increased expenses, unsafe learning environment, low production, unhappy employee or secretaries, and loss of customers. The increase of miscellaneous expenses can be expected by institutions that do not provide their secretaries with proper training. Miscellaneous expenses can include the cost of medical attention for injured secretaries due to their lack of skill when using supplies and equipment, compensation for the clients for any faulty products, and the cost for the protection of the institution against lawsuits. Also, the health administration and occupational safety state that inexperienced secretaries are more prone to injuries. This occurs when secretaries lack the experience and skills needed to use the supplies and equipment safely. The rate of production is low when secretaries do not know enough to perform their jobs confidently. Secretaries that are interested in performing their duties, feel a sense of pride for doing a good job and advance to a more eminent position. If no training facilities are provided, secretaries will not understand how their job functions, and so none of their targeted goals will be achieved. Furthermore, this will lead to low morale among secretaries, which results in a higher secretary’s turnover rate. To potential job candidates, a company with a reputation of high employee turnover is considered unattractive. The listed various ways to improve training facilities on the production of secretaries. He agreed that all secretaries have to grow with technology and acquire certain skills to not be removed from the job. In order for a secretary to effectively and efficiently do their job, tertiary institutions must develop and train their secretaries with modern machines, such as a computer, printer, scanner, laminating machine, automatic typewriter, word processors, and dictating machines, etc. This action should be taken for secretaries to be able to fit in modern offices. To improve training facilities on the development of secretaries, all tertiary institutions included in the development and training of secretaries should identify an effective method of recognizing secretaries' needs for training. He suggested that secretaries should be supported when suggesting their training needs to their direct supervisors or the authorities. All the funds allocated to secretarial development and training should be well managed. He further suggested that a defined training policy that states the objectives of the training program should be adopted by the management. The management is also expected to show concern in secretaries and help provide them with sufficient training facilities for their jobs. They are also expected to provide experts who can offer on-the-job and in-house training programs for potential secretaries.


2.1.5 Problems Associated with training program
It is important to realize that the public establishments occupy a crucial position in the country’s development. This is so because of the roles it plays in producing the future hopes of the nation. It is undoubtedly the aim of every public establishment to perform creditably and fulfill its mandate as an agent of nation’s development. However, these noble missions can only be accomplished when public establishments duties and functions are effectively discharged. This is obtainable through development of its staff. Following from the above, in the quest to effectively utilize available employees through professional skills development programs, public establishments encounters variety of problems. These problems are as follows: Lack of support from the public establishments management towards in- service training and the management inability to recognize the in-service training needs of the employees. It is in this Gbosi (1999) reveals that organizations pay only lip service to staff development. He maintains that where the in-service training exists, they are haphazardly coordinated, poorly monitored and organized. Another serious problem is inadequate fund. Ofordile (2007) maintains that in-service training programs have continued to experience the constraints of inadequate funds. This is because employees development is considered expensive in terms of time and maintenance of staff during the program. Consequently, lack of willingness by the employee to be trained and developed has been identified by Ofordile (2007). He maintains that some staff with long experience may not show interest in programs that do not have any weight for purpose of assessment. He maintains further that rarely has training been taken seriously by staff as a means of the changing behavior of the organization. One of the reasons for this view is the inability of the organization concerned to post staff to jobs which are directly related to their training. Ideally, training should be related to job assignment after a training program. Lack of willingness by the staff member to improve himself/herself in his/her working and learning within and outside the walls of the organization, and his failure to recognize his shortcomings towards self-improvement, has been observed as one of the major problems confronting professional skills development programs in the organizations. Next is the problem connected with the selection and release of staff for in-service training program. On this, Onah (2003) observes that in a bureaucracy where merit forms only a part of the criteria for the recruitment and promotion of civil servants the process of staff selection for retraining is bound to be affected by non-merit criteria. He maintains that in Nigeria, this process has been affected by other criteria such as political, qualification, years of service, gender, ethnicity, favoritism, and the geographical spread of training opportunities. This phenomenon runs contrary to the idea of training for efficient management in the sense that some staff selected for retraining may not know the job or cope with the demands of the administrative training course

2.2 Theoretical Framework
The theoretical framework of this study is based on two main theories: Herzberg’s Two-Factor Theory and Maslow’s Hierarchy of Needs. Both theories are central to understanding the relationship between training, motivation, and employee performance in organizational settings.
2.2.1 Herzberg’s Two-Factor Theory
Herzberg’s Two-Factor Theory (1959) asserts that job satisfaction and dissatisfaction arise from two distinct sets of factors: hygiene factors and motivators. Hygiene factors are basic elements that prevent dissatisfaction but do not necessarily lead to job satisfaction, such as salary, working conditions, and job security. In contrast, motivators are factors that enhance job satisfaction and motivate employees to perform better, such as opportunities for achievement, recognition, and professional growth (Herzberg, 1959).
Training and development programs fit within Herzberg’s motivators, as they offer opportunities for employees to grow professionally, acquire new skills, and achieve personal development. Training, as part of employee development, has been shown to increase job satisfaction and motivation, leading to improved performance (Saks, 2019). By providing employees with relevant skills and knowledge, organizations can enhance job satisfaction, thereby improving overall performance.
2.2.2 Maslow’s Hierarchy of Needs
Maslow’s Hierarchy of Needs (1943) suggests that individuals have five basic levels of needs, arranged in a pyramid-like structure: physiological needs, safety needs, social needs, esteem needs, and self-actualization needs. According to Maslow, individuals must fulfill lower-level needs before they can address higher-level needs.
Training and development programs fulfill the esteem and self-actualization needs by providing employees with opportunities for growth and achievement. For secretaries, training can foster a sense of accomplishment and recognition, enhancing their job satisfaction and motivation (Maslow, 1943). Moreover, organizations that invest in employee development contribute to fulfilling their employees’ self-actualization needs, which ultimately leads to better performance and commitment to the organization.
2.3 Empirical Review
Numerous studies have explored the impact of training and development on employee performance across various sectors. A study by Akinyele (2019) found that effective training programs significantly improved employees’ job performance and efficiency, leading to higher levels of job satisfaction. In the banking sector, Gberevbie (2018) demonstrated that training and development positively influenced the job performance of bank employees by enhancing their technical skills and communication abilities.
Similarly, studies in educational institutions have also shown that T&D plays a key role in improving administrative efficiency. In their study on secretaries in educational institutions, Odukoya and Oyekan (2018) found that secretarial staff who received continuous professional development training showed better administrative skills, leading to higher overall productivity. They concluded that training significantly influenced performance, as it equipped secretaries with the skills needed to handle the challenges of their evolving roles.
In the case of Kwara State Polytechnic and Guarantee Trust Bank, both institutions have recognized the importance of training and development in improving staff performance. However, the exact impact of these programs on the performance of secretaries in these institutions has not been widely researched. This study, therefore, aims to bridge this gap by assessing how training and development programs influence secretarial performance in these specific settings.
Training is often considered a motivating factor for employees, particularly in enhancing job satisfaction and commitment. According to a study by Osei-Tutu and Kwarteng (2020), employees who participated in training programs were more motivated to excel in their roles because they felt valued by their organization. Similarly, Tuan (2018) found that employees who received continuous training were more likely to be satisfied with their jobs and exhibited a stronger sense of commitment to their organizations.
In the context of secretaries, training has been shown to enhance their job satisfaction and motivation. A study by Duru (2020) revealed that secretaries who received training in modern office technologies and management skills were more motivated to perform their duties effectively and were more engaged in their work. This increased motivation directly contributed to improved performance and greater organizational effectiveness.
Despite the benefits of training and development, several challenges hinder its successful implementation. One common barrier is the lack of adequate resources and funding for T&D programs, particularly in public institutions (Ogunyemi, 2019). Another challenge is the lack of time for employees to participate in training, as they are often overwhelmed with their regular duties (Mugisha, 2021). Furthermore, some employees may not fully appreciate the value of training if the programs do not align with their job needs or career aspirations (Amponsah & Essien, 2020).
In both Guarantee Trust Bank and Kwara State Polytechnic, challenges related to the accessibility and relevance of training programs may exist. While both institutions offer T&D opportunities, employees may face difficulties in accessing these programs due to time constraints or lack of alignment with their specific job functions.
2.5 Literature Gap
While existing literature has examined the general impact of training and development on employee performance, there is limited research on the specific influence of T&D on the performance of secretaries, especially in modern organizations such as financial institutions and educational establishments. Furthermore, most studies on T&D focus on the technical skills acquired through training, with less attention given to the role of training in motivating employees and enhancing their job satisfaction (Noe, 2019).
Additionally, although T&D has been studied in various sectors, few studies have focused on comparing the impact of these programs in distinct settings such as financial institutions (e.g., Guarantee Trust Bank) and educational institutions (e.g., Kwara State Polytechnic). This gap is particularly relevant given the differences in the nature of administrative work in these two types of organizations.
Thus, this study aims to fill these gaps by providing an in-depth analysis of how training and development programs influence the performance, motivation, and job satisfaction of secretaries at Guarantee Trust Bank and Kwara State Polytechnic.










CHAPTER THREE
RESEARCH METHODOLOGY
This chapter deals with the method and procedures for data collection that was used in carrying out the study.
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 study utilized a structured questionnaire as the primary instrument for data collection. The questionnaire was designed to elicit relevant information regarding the impact of training and development on the performance of secretaries. It included both closed-ended and open-ended questions, structured using a Likert scale to measure respondents’ perceptions, attitudes, and experiences. The questionnaire was divided into sections that captured demographic information and research questions. In addition to the questionnaire, secondary data from academic journals, books, and credible internet sources were used to supplement the primary data.
3.2	Population of the Study
The study population comprised secretaries employed at Guarantee Trust Bank (GTBank) branches in Ilorin and administrative secretaries at Kwara State Polytechnic. This population included both junior and senior secretarial staff who had undergone various levels of training and development programs within their respective institutions. The inclusion of these two organizations was based on the assumption that they have structured training programs and that their secretarial staff would have relevant experience and knowledge regarding the role of training and development as a motivating factor in job performance.
3.3	Sample and Sampling Technique
A stratified random sampling technique was employed to select participants for the study. This method was chosen to ensure fair representation of both organizations and different categories of secretarial staff. From the total population, a sample of 100 respondents was drawn, with 50 secretaries from GTBank and 50 secretaries from Kwara State Polytechnic. The stratification was based on experience level, educational qualifications, and the frequency of training programs attended. Random selection within each stratum ensured that every secretary had an equal opportunity to participate in the study, enhancing the representativeness of the findings.
3.4	Distribution and Collection of Data
The researcher personally distributed the questionnaires to the selected respondents in both organizations to facilitate understanding and increase the response rate. The respondents were given one week to complete the questionnaire, after which they were collected. Follow-ups were made through phone calls and in-person visits to encourage timely responses. Out of the 25 questionnaires distributed, 25 were retrieved and deemed usable for analysis.
3.5	Reliability
The reliability of the research instrument was assessed using the Cronbach’s Alpha reliability test. A pilot study was conducted by administering the questionnaire to 10 secretaries who were not part of the main study sample. The reliability test yielded a Cronbach’s Alpha coefficient of 0.85, which is considered acceptable for internal consistency. This indicated that the instrument was reliable and capable of producing consistent results in similar studies.
3.6	Validity
To ensure the validity of the instrument, the questionnaire was subjected to expert review by specialists in human resource management and organizational behavior. Their feedback was incorporated to refine the questions for clarity and relevance. A pre-test was also conducted, and modifications were made based on respondents' feedback. Furthermore, multiple sources of data, including previous research and secondary data, were used to cross-verify the findings, enhancing the validity of the study.
3.7	Method of Data Analysis
The collected data were analyzed using both descriptive and inferential statistical methods. Descriptive statistics, including No of Respondents distributions, mean scores, and standard deviations, were employed to summarize the responses. The Statistical Package for the Social Sciences (SPSS) was used for data processing and analysis. The findings were presented in tables and charts to facilitate interpretation. The results were analyzed in relation to the research objectives, and conclusions were drawn based on statistical evidence.




CHAPTER FOUR
DATA PRESENTATION, ANALYSIS, AND INTERPRETATION
4.0 Introduction
This chapter presents and analyzes data collected through a structured questionnaire distributed to 25 secretaries—5 from Guarantee Trust Bank (GTB) and 20 from Kwara State Polytechnic. Each item was rated on a 5-point Likert scale (1 = Strongly Disagree to 5 = Strongly Agree), and the responses were analyzed using frequency and percentage distribution, followed by interpretations aligned with relevant literature.
4.1 Research Question One: What is the influence of training and development on the performance of secretaries?
Table 4.1: Training programs have enhanced my productivity as a secretary.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree (1)
	0
	0%

	Disagree (2)
	1
	4%

	Neutral (3)
	2
	8%

	Agree (4)
	10
	40%

	Strongly Agree (5)
	12
	48%

	Total
	25
	100%


Interpretation: 88% of respondents agreed that training improves productivity. This supports Armstrong (2010), who emphasized that well-designed training improves job output. The results highlight that when employees are provided with relevant training, it enhances their effectiveness and contributes positively to organizational goals. This suggests that investment in skill-building programs leads to tangible improvements in day-to-day task execution.
Table 4.2: I apply knowledge gained from training in my daily tasks.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	2
	8%

	Neutral
	3
	12%

	Agree
	13
	52%

	Strongly Agree
	7
	28%

	Total
	25
	100%


Interpretation: 80% confirmed practical application of training. This aligns with Goldstein & Ford (2002), who stress transfer of training as key to effectiveness. The ability to apply training on the job reflects the relevance and quality of the training content. It also implies that organizations are successfully bridging the gap between theory and practice, leading to improved performance outcomes.
Table 4.3: Regular training helps me perform more efficiently.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	1
	4%

	Disagree
	1
	4%

	Neutral
	4
	16%

	Agree
	12
	48%

	Strongly Agree
	7
	28%

	Total
	25
	100%


Interpretation: 76% showed agreement. According to Blanchard & Thacker (2013), continuous training supports operational efficiency. This reinforces the idea that efficiency is not solely a product of experience but also of consistent knowledge enhancement. Secretaries who receive frequent training are better equipped to handle evolving workplace demands.
Table 4.4: My performance has improved due to training.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	3
	12%

	Neutral
	3
	12%

	Agree
	11
	44%

	Strongly Agree
	8
	32%

	Total
	25
	100%


Interpretation: 76% reported improved performance. This confirms Cole (2002), who notes that training boosts confidence and ability. Enhanced performance may translate into faster task completion, better decision-making, and improved organizational outcomes, indicating a clear return on training investments.
Table 4.5: The organization supports training for performance.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	1
	4%

	Disagree
	3
	12%

	Neutral
	4
	16%

	Agree
	10
	40%

	Strongly Agree
	7
	28%

	Total
	25
	100%


Interpretation: 68% confirmed organizational support. According to Noe (2010), management involvement in training ensures relevance to job performance. This finding indicates that most secretaries recognize institutional backing, which is essential for fostering a culture of continuous professional development and high productivity.


4.2	Research Question Two: To what extent does training motivate secretaries?
Table 4.6: Training motivates me to remain committed to my job.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	1
	4%

	Neutral
	2
	8%

	Agree
	14
	56%

	Strongly Agree
	8
	32%

	Total
	25
	100%


Interpretation: 88% agreed that training is a motivational tool. This supports Herzberg’s theory, which links growth to job satisfaction (Herzberg, 1966). A motivated workforce is more productive and loyal. Training not only builds skills but also signals the organization's commitment to employee development, which enhances retention.




Table 4.7: Development increases job morale.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	2
	8%

	Neutral
	3
	12%

	Agree
	12
	48%

	Strongly Agree
	8
	32%

	Total
	25
	100%


Interpretation: 80% affirmed positive morale due to training. Training is linked to psychological empowerment (Deci & Ryan, 2000). When employees feel their competencies are being developed, they are more likely to experience job satisfaction and intrinsic motivation, resulting in higher workplace engagement.





Table 4.8: I feel valued when the organization invests in my training.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	1
	4%

	Neutral
	1
	4%

	Agree
	10
	40%

	Strongly Agree
	13
	52%

	Total
	25
	100%


Interpretation: 92% felt appreciated when trained, echoing Maslow’s esteem needs and intrinsic motivation (Maslow, 1943; Deci & Ryan, 2000). Acknowledging employees’ value through training enhances their sense of belonging, thereby fostering loyalty and decreasing turnover intentions.
Table 4.9: Training inspires me to set higher goals.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	1
	4%

	Neutral
	3
	12%

	Agree
	14
	56%

	Strongly Agree
	7
	28%

	Total
	25
	100%


Interpretation: 84% agreed that training boosts ambition. This aligns with Goal-Setting Theory (Locke & Latham, 2002) which posits that clearly defined and challenging goals increase motivation and performance. The finding reveals that development programs are instrumental in nurturing aspirational thinking among secretaries.
Table 4.10: Lack of training demotivates me.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	3
	12%

	Neutral
	5
	20%

	Agree
	10
	40%

	Strongly Agree
	7
	28%

	Total
	25
	100%


Interpretation: 68% acknowledged demotivation due to lack of training, supporting McGregor’s Theory Y: employees seek growth when supported. This underscores the importance of continuous learning in maintaining engagement levels and organizational commitment.
4.3	Research Question Three: How do secretaries perceive the impact of training and development on their job satisfaction and professional growth?
Table 4.11: Training contributes to my job satisfaction.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	1
	4%

	Neutral
	3
	12%

	Agree
	12
	48%

	Strongly Agree
	9
	36%

	Total
	25
	100%


Interpretation: 84% of respondents agreed that training increases job satisfaction. According to Robbins & Judge (2013), satisfied employees tend to be more engaged and productive. This suggests that secretaries see training as a motivational tool that makes their work more enjoyable and rewarding. According to Robbins & Judge (2013), job satisfaction increases when employees feel they are improving and growing professionally. Training may reduce monotony and burnout by exposing employees to new techniques and responsibilities, thereby refreshing their sense of purpose in the workplace.

Table 4.12: I feel professionally fulfilled after training.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	2
	8%

	Neutral
	5
	20%

	Agree
	11
	44%

	Strongly Agree
	7
	28%

	Total
	25
	100%


Interpretation: 72% felt professionally fulfilled post-training. This supports Deci and Ryan’s (2000) Self-Determination Theory, which emphasizes that autonomy and competence enhance intrinsic motivation and fulfillment. When secretaries receive relevant training, they are better able to perform their tasks independently and effectively, reinforcing their sense of capability and satisfaction. Professional fulfillment not only boosts morale but also strengthens employee 




Table 4.13: Training increases my job confidence.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	1
	4%

	Neutral
	3
	12%

	Agree
	13
	52%

	Strongly Agree
	8
	32%

	Total
	25
	100%


Interpretation: 84% confirmed increased confidence. Blanchard & Thacker (2013) noted that employees become more self-assured when trained adequately. Increased confidence often leads to better decision-making, higher productivity, and improved communication. For secretaries, this means managing tasks independently, troubleshooting issues efficiently, and interacting with stakeholders more confidently.




Table 4.14: Training aligns my career with personal goals.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	2
	8%

	Neutral
	5
	20%

	Agree
	12
	48%

	Strongly Agree
	6
	24%

	Total
	25
	100%


Interpretation: 72% agreed that training supports personal goals. Training helps in aligning employees’ individual aspirations with organizational needs (Noe, 2010). When employees see that their organization supports their long-term goals, they are more likely to remain committed and motivated. Tailored training opportunities, mentorship programs, and career mapping can bridge the gap between organizational needs and personal ambition.




Table 4.15: I have experienced career advancement due to training.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	1
	4%

	Disagree
	2
	8%

	Neutral
	5
	20%

	Agree
	12
	48%

	Strongly Agree
	5
	20%

	Total
	25
	100%


Interpretation: 68% of secretaries acknowledged training-related advancement. This aligns with Robbins & Coulter (2014), who stress career development as a benefit of training initiatives. who state that training equips employees with higher-level skills, making them eligible for promotions and expanded responsibilities. For secretaries, such training may include advanced office technology, managerial courses, or professional certification. Regular, targeted training not only boosts individual career paths but also builds a more skilled and competitive workforce.
4.4 Research Question Four: What are the challenges faced by secretaries in accessing and benefiting from training?


Table 4.16: I find it difficult to access training opportunities.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	1
	4%

	Disagree
	2
	8%

	Neutral
	4
	16%

	Agree
	13
	52%

	Strongly Agree
	5
	20%

	Total
	25
	100%


Interpretation: 72% acknowledged difficulty in accessing training. This is consistent with Noe (2010), who identified access as a key training challenge in many organizations. This challenge may stem from institutional barriers such as limited slots, lack of awareness, or training schedules that conflict with work duties. Noe (2010) emphasized that without fair and transparent access, training programs can fail to deliver equitable benefits. Organizations must decentralize training access and promote inclusive policies that accommodate all eligible staff.



Table 4.17: Workload prevents me from attending training.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	1
	4%

	Neutral
	3
	12%

	Agree
	11
	44%

	Strongly Agree
	10
	40%

	Total
	25
	100%


Interpretation: 84% reported that heavy workload limits their ability to attend training. This finding highlights a critical operational flaw: while training is encouraged, work demands often take precedence. According to Armstrong (2010), employees must be given flexible schedules or back-up support during training periods. If this is not addressed, even well-designed training programs will be underutilized, ultimately defeating their purpose.




Table 4.18: There is inadequate funding for secretarial training.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	0
	0%

	Disagree
	2
	8%

	Neutral
	2
	8%

	Agree
	10
	40%

	Strongly Agree
	11
	44%

	Total
	25
	100%


Interpretation: 84% identified funding as a major barrier. Financial constraints limit training opportunities (Ekaterini & Constantinos-Vasilios, 2009). This finding agrees with Ekaterini & Constantinos-Vasilios (2009), who assert that training budgets are often the first to be cut during financial shortfalls. Without proper funding, organizations struggle to provide quality training or hire competent facilitators. Stakeholders must recognize training as a strategic investment, not an expense, and allocate sufficient budget to support continuous development.



Table 4.19: Training is not tailored to my job needs.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	2
	8%

	Disagree
	3
	12%

	Neutral
	5
	20%

	Agree
	10
	40%

	Strongly Agree
	5
	20%

	Total
	25
	100%


Interpretation: 60% believe training lacks job-specific relevance. Training must be aligned with employees’ actual roles to be impactful (Goldstein & Ford, 2002). This underscores a mismatch between training content and real-world needs. According to Goldstein & Ford (2002), training must be needs-based to be effective. Conducting thorough training needs assessments and consulting directly with secretarial staff before program design can help ensure relevance and practical impact.



Table 4.20: Poor communication limits my participation in training.
	Response
	No of Respondents
	Percentage (%)

	Strongly Disagree
	1
	4%

	Disagree
	2
	8%

	Neutral
	4
	16%

	Agree
	11
	44%

	Strongly Agree
	7
	28%

	Total
	25
	100%


Interpretation: 72% indicated poor communication limits access. Effective communication is vital to ensuring awareness and participation (Armstrong, 2010). This could mean a lack of timely announcements, unclear instructions, or inconsistent coordination between departments. Armstrong (2010) emphasized that clear and consistent communication channels are essential for effective human resource development. Organizations should adopt structured communication plans, including emails, notice boards, or HR bulletins to inform and remind staff of upcoming training sessions.
4.5 Discussion of Findings
This section discusses the findings of the study in relation to each of the four research questions, supported by the demographic data and prior scholarly works.
4.5.1 Influence of Training and Development on the Performance of Secretaries
Findings from the analysis of Questions 1 to 5 revealed that a significant proportion of respondents (over 80%) agreed that training and development have improved their job performance. Most secretaries affirmed that training has helped them perform tasks more efficiently, manage records effectively, and communicate better in the workplace.
These results align with the position of  Robbins and Coulter (2014), who emphasized that employee training improves performance by enhancing skills and job knowledge. Similarly, Aguinis and Kraiger (2009) assert that training positively influences job behaviors and organizational outcomes when it is well-designed and role-specific.
Furthermore, respondents from GTBank and Kwara State Polytechnic showed similar patterns, suggesting that both public and private institutions recognize the value of training in enhancing secretarial functions. However, GTBank respondents, though fewer in number, showed a slightly higher percentage of "Strongly Agree" responses, possibly due to better-organized training frameworks in the private sector.
4.5.2 Extent to Which Training and Development Serve as Motivating Factors
Analysis of Questions 6 to 10 indicated that training serves as a strong motivator for secretaries. More than 70% of respondents agreed that training enhanced their confidence, willingness to take on new tasks, and overall job commitment.
This finding supports Herzberg’s Motivation-Hygiene Theory (1959), which identifies achievement and personal growth (often derived from training) as key motivators in the workplace. By participating in training, secretaries feel valued, which increases their motivation to perform better.
The data also show that motivation levels were higher among those who had attended training in the past year, as shown in the demographic analysis. This further supports Deci & Ryan’s (2000) Self-Determination Theory, which argues that competence and autonomy—both outcomes of effective training—foster intrinsic motivation.
4.5.3 Perceived Impact of Training on Job Satisfaction and Professional Growth
Responses to Questions 11 to 15 indicated that training significantly contributes to job satisfaction and career growth. Most respondents believed that training helped them set clearer career goals, provided opportunities for promotion, and gave a sense of professional fulfillment.
These findings are consistent with the work of Noe (2010) and Goldstein & Ford (2002), who found a positive relationship between training and job satisfaction. The increased knowledge and competencies acquired through training programs make employees feel more accomplished, which boosts morale and reduces turnover.
Interestingly, the perception of growth was more prevalent among respondents with 5–10 years of experience, suggesting that mid-career secretaries are more likely to actively apply training knowledge toward career development.
4.5.4 Challenges Faced in Accessing and Benefiting from Training Programs
Questions 16 to 20 revealed that despite the perceived benefits of training, secretaries face several challenges in accessing and benefiting from them. About 72% reported issues such as lack of information, limited training slots, and irrelevant content. Also, 84% mentioned heavy workload and inadequate funding as critical barriers.
These findings align with the observations of Obisi (2011), who noted that one of the biggest setbacks in staff development in Nigeria is the lack of institutional support and poor training infrastructure. In public institutions like Kwara State Polytechnic, such challenges were reported more frequently than in GTBank, reinforcing the view that private institutions are often better resourced.
Moreover, the mismatch between training content and job needs highlights a lack of needs assessment before designing training programs, echoing concerns raised by Armstrong (2006) regarding the inefficiency of generic training.
In summary, the findings strongly support the idea that training and development positively influence the performance, motivation, satisfaction, and professional growth of secretaries. However, for these benefits to be fully realized, institutions must address key challenges such as inadequate funding, poor scheduling, and content irrelevance.





CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary of Findings
This study investigated the influence of training and development on the performance, motivation, job satisfaction, and professional growth of secretaries in Guarantee Trust Bank (GTBank) and Kwara State Polytechnic. It also explored the challenges secretaries face in accessing and benefiting from training programs. A total of 25 secretaries participated—5 from GTBank and 20 from Kwara State Polytechnic.
Demographic analysis revealed that most respondents were female (68%), aged between 31–40 years (40%), and married (56%). The majority held an HND (44%) and had 5–10 years of experience (40%). About 68% had attended at least one training in the past year.
Key Findings by Research Question:
1. Influence of Training on Performance
Majority (80–88%) of respondents agreed that training enhances job performance, productivity, and efficiency. Training improved knowledge, communication skills, and record management. This finding aligns with Robbins & Coulter (2014), who emphasize the role of employee training in enhancing individual and organizational productivity.
2. Training as a Motivating Factor
Most secretaries (72–88%) reported feeling more motivated and confident after training. Training influenced their willingness to take on more responsibilities and improve performance. This supports Herzberg’s Motivation-Hygiene Theory, where training is considered a motivator that improves job satisfaction and enthusiasm.
3. Training and Job Satisfaction/Professional Growth
84% of secretaries linked training to job satisfaction. 72% felt professionally fulfilled and aligned with their career goals through training. 68% reported career advancement as a result of training. These findings are consistent with Self-Determination Theory (Deci & Ryan, 2000), which stresses that competence and self-growth are vital drivers of employee well-being.
4. Challenges to Training Access
72% reported difficulty accessing training opportunities. 84% cited workload and inadequate funding as major barriers. 60–72% complained about poor communication and irrelevant training content. This resonates with Noe (2010), who identifies structural and managerial limitations as common barriers to effective training implementation.
5.2 Conclusion
The study concludes that training and development play a vital role in improving the performance, motivation, satisfaction, and career growth of secretaries in both public and private organizations. However, several challenges hinder secretaries from maximizing the benefits of training, including workload, limited funding, and poor communication.
Organizations such as GTBank and Kwara State Polytechnic must recognize that continuous investment in relevant, accessible training programs is not just beneficial for individual secretaries but also vital for institutional success.
5.3 Recommendations
Based on the findings of this research, the following recommendations are made:
1. Regular and Structured Training Programs:
Institutions should provide continuous, well-planned training tailored to the job roles of secretaries.
2. Flexible Scheduling:
Training should be scheduled in ways that do not conflict with daily duties to minimize workload-related barriers.

3. Adequate Funding:
Management must allocate sufficient resources to support training logistics, materials, and facilitator costs.
4. Effective Communication:
Clear communication channels should be established to inform staff about upcoming training opportunities.
5. Monitoring and Evaluation:
HR units should regularly assess the impact of training programs to ensure relevance and improve delivery.
5.4 Contributions to Knowledge
This study contributes to the growing literature on administrative staff development in Nigeria by:
· Providing comparative insights between public and private organizations.
· Highlighting the psychological and performance-related benefits of training.
· Identifying organizational barriers to training access.
5.5 Suggestions for Further Studies
Future researchers could:
· Expand the sample size and include other sectors for broader generalization.
· Investigate the long-term impact of specific training types (e.g., digital skills, leadership).
· Explore the perspectives of HR managers and policy-makers on training investments.
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APPENDIX 1
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear respondent,
I am a student in the department of office technology and management, Institute of Information and Communication Technology, Kwara State Polytechnic, Ilorin. I am at present conducting a research and writing a project on the influence of training and development as a motivating factor towards performance of a secretary in a modern organization. A case study of GTBank and Kwara State Polytechnic.
The exercise is important in partial fulfillment of the requirements for the award of Higher National Diploma in Office Technology and Management of the institution.
Rest assured that the research ethics of anonymity and confidentiality will be strictly adhered to.
Yours faithfully, 
[bookmark: _GoBack]Olarinde Mojeed Oluwasegun
HND/23/OTM/FT/0084



APPENDIX 1
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/ Madam
RESEARCH QUESTIONNAIRE
This questionnaire is designed to solicit information from you on the influence of training and development as a motivating factor towards performance of a secretary in a modern organization. A case study of GTBank and Kwara State Polytechnic. Kindly complete the questions below.
Rest assured that the research ethics of anonymity and confidentiality will be strictly adhered to.


Yours faithfully, 
Olarinde Mojeed Oluwasegun
HND/23/OTM/FT/0084



Section A: Influence of Training and Development on Performance
Instruction: Please indicate your level of agreement with the following statements using this scale:
1 = Strongly Disagree | 2 = Disagree | 3 = Neutral | 4 = Agree | 5 = Strongly Agree
	S/N
	Statement
	1
	2
	3
	4
	5

	1.1
	Training programs have enhanced my productivity as a secretary.
	
	
	
	
	

	1.2
	I apply knowledge gained from training directly in my daily tasks.
	
	
	
	
	

	1.3
	Regular training has helped me perform my duties more efficiently.
	
	
	
	
	

	1.4
	My performance has improved since participating in development programs.
	
	
	
	
	

	1.5
	The organization supports training that targets performance improvement.
	
	
	
	
	


Section C: Training and Development as a Motivating Factor
	S/N
	Statement
	1
	2
	3
	4
	5

	2.1
	Training programs motivate me to stay committed to my job.
	
	
	
	
	

	2.2
	The availability of development opportunities increases my job morale.
	
	
	
	
	

	2.3
	I feel valued when the organization invests in my training.
	
	
	
	
	

	2.4
	Training opportunities inspire me to set higher career goals.
	
	
	
	
	

	2.5
	Lack of training demotivates me in my work.
	
	
	
	
	



Section D: Perceptions on Job Satisfaction and Professional Growth
	S/N
	Statement
	1
	2
	3
	4
	5

	3.1
	Training programs contribute to my overall job satisfaction.
	
	
	
	
	

	3.2
	I feel professionally fulfilled after undergoing development training.
	
	
	
	
	

	3.3
	Development programs have increased my confidence in performing job roles.
	
	
	
	
	

	3.4
	Training helps me align my career path with personal growth goals.
	
	
	
	
	

	3.5
	I have experienced career advancement as a result of development initiatives.
	
	
	
	
	




Section E: Challenges in Accessing and Benefiting from Training
	S/N
	Statement
	1
	2
	3
	4
	5

	4.1
	I find it difficult to access training opportunities within my organization.
	
	
	
	
	

	4.2
	Workload often prevents me from attending development programs.
	
	
	
	
	

	4.3
	There is inadequate funding for secretarial training in my organization.
	
	
	
	
	

	4.4
	The training programs provided are not tailored to my specific job needs.
	
	
	
	
	

	4.5
	Lack of communication about training opportunities limits my participation.
	
	
	
	
	











