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ABSTRACT
This project examines the impact of an efficient filling system on the productivity of a secretary. A well-organized filing system plays a crucial role in the smooth operation of office tasks by reducing time spent on searching for documents and improving overall efficiency. The study explores various types of filing systems, such as electronic and manual, and assesses their effectiveness in enhancing a secretary’s ability to perform duties promptly and accurately. Through a combination of qualitative and quantitative research methods, the project analyzes how the arrangement, accessibility, and categorization of files directly correlate with the secretary's time management and task execution. The findings suggested that an effective filing system not only minimizes errors but also fosters a more organized work environment, enabling secretaries to handle multiple tasks with greater speed and precision. The research also highlighted the challenges faced when implementing a robust filing system and offers practical recommendations for improving current filing practices. Ultimately, the project concludes that the adoption of an organized filing system is an indispensable tool for maximizing productivity and reducing administrative burden, particularly for secretarial roles that demand high levels of organization and efficiency.
Keywords: Filing System, Productivity, Time Management, Secretary Efficiency, Organizational Practices
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
The role of a secretary is fundamental in ensuring the smooth functioning of an organization’s administrative operations. Secretaries manage a variety of tasks, such as scheduling, managing communication, handling correspondence, and, notably, organizing and maintaining the filing system. A well-organized filing system is essential for enhancing the efficiency of administrative tasks, improving time management, and reducing the likelihood of errors (Smith, 2018). However, the effectiveness of a secretary’s work is often compromised when filing systems are disorganized, leading to inefficiencies and frustration.
In recent years, many organizations have increasingly shifted from traditional paper-based filing systems to digital and hybrid systems. This transformation has been driven by the growing need for greater efficiency, accessibility, and security in managing documents. Digital and hybrid systems offer the potential to significantly improve the speed and accuracy of information retrieval, particularly as organizations handle vast amounts of data daily (Lambert & Ford, 2017). These modern systems typically involve organizing data in a manner that is easily searchable, often incorporating metadata, tags, and categorization methods that make document retrieval much faster compared to paper-based filing systems (Garrison & Brown, 2021).
However, the success of these modern filing systems largely depends on how well they are implemented and the level of familiarity secretaries have with the system (Lambert & Ford, 2017). Even the most advanced digital filing systems can fall short if they are not properly organized or if secretaries are not adequately trained to use them efficiently. In contrast, a well-implemented filing system—whether digital, hybrid, or even a carefully maintained paper system—can streamline secretarial duties by enabling quick access to needed information, thus enhancing productivity (O'Reilly, 2019). For example, when secretaries can retrieve files at the touch of a button, they are able to dedicate more time to other tasks, such as preparing reports, answering calls, or managing office schedules, ultimately improving overall time management.
Studies have consistently shown that a poorly organized filing system results in considerable time spent searching for documents, leading to delays in task completion (O'Reilly, 2019). This not only disrupts individual productivity but also has a ripple effect on the broader organization, affecting workflow and creating bottlenecks that slow down the completion of other critical tasks. For instance, a study by Johnson and Miller (2020) found that organizations with inefficient filing systems experienced up to 25% more time spent on administrative tasks due to employees needing to spend extra time locating documents. This inefficiency not only frustrates employees but also leads to a decline in overall organizational performance, as time lost on document searches could otherwise be spent on higher-priority activities (Garrison & Brown, 2021).
By contrast, an organized filing system—particularly one that integrates both physical and digital solutions—has been linked to improvements in both individual and organizational productivity. Research by Lambert and Ford (2017) supported this notion, stated that companies with well-maintained, user-friendly filing systems report higher levels of employee satisfaction and efficiency, which in turn contributes to overall organizational success. Moreover, as technology continues to evolve, the integration of AI and cloud storage into filing systems promises further improvements in accessibility and speed, making document management even more seamless (Smith, 2022).
Research by Brown and Edwards (2020) emphasized that a streamlined and well-maintained filing system is a key contributor to enhancing office workflow, especially in secretarial roles, where multitasking is often the norm. In environments where secretaries handle multiple tasks simultaneously—such as scheduling meetings, responding to inquiries, and processing a large volume of documents—a disorganized filing system can create unnecessary bottlenecks that hinder productivity. A well-organized filing system, whether digital or manual, allows secretaries to access important documents quickly and efficiently, reducing time spent on locating files and allowing them to focus on higher-value tasks such as managing office communications and supporting executives (Brown & Edwards, 2020). Moreover, an efficient filing system ensures that secretaries can meet deadlines more reliably, as they are able to locate and manage critical information without unnecessary delays.
Furthermore, research by Lambert and Ford (2017) supported the idea that a good filing system does more than just streamline operations—it can also reduce workplace stress. In a fast-paced office setting, the pressure to manage a large volume of documents while maintaining accuracy can lead to stress and burnout. When secretaries are unable to quickly locate the necessary files, they are forced to spend additional time searching for information, which can contribute to frustration and anxiety (Lambert & Ford, 2017). A well-maintained filing system minimizes these stressors by ensuring that documents are easy to find, thereby allowing secretaries to focus their mental energy on fulfilling other responsibilities, instead of constantly battling with disorganization.
1.2 Statement of the Problem
In many organizational settings, secretaries play a central role in managing administrative tasks, which include handling correspondence, scheduling meetings, and overseeing the organization of critical documents. One of the most vital components of their job is the management of filing systems, whether paper-based or digital. A well-organized and efficient filing system directly influences the speed, accuracy, and productivity of secretarial work. However, despite its recognized importance, many organizations still struggle with inefficient, disorganized, or outdated filing systems that adversely affect the productivity of secretaries.
[bookmark: _Hlk190774248]In numerous offices, a lack of proper training in filing system management, inadequate resources, or the failure to adopt modern technologies leads to a chaotic and inefficient document management process (Harris & Green, 2019). This inefficiency can result in secretaries spending excessive amounts of time searching for documents, leading to delays in task completion, reduced productivity, and increased stress. According to Lambert and Ford (2017), the inability to quickly access necessary information can cause significant disruptions in workflow, reducing the overall performance of secretaries and their capacity to support other office functions effectively. In particular, the lack of an organized filing system contributes to a higher rate of document errors and misplaced files, which could have serious consequences for the organization’s operations (Smith & Jones, 2018).
Furthermore, research has shown that inefficient filing systems increase job-related stress and contribute to burnout, as secretaries may find themselves overwhelmed with the constant task of managing disorganized files (O'Reilly, 2019). Despite these challenges, many organizations have not fully realized the correlation between an effective filing system and the productivity of secretaries. As a result, secretaries continue to experience inefficiencies that limit their ability to perform at their full potential, which could ultimately affect the productivity of the entire organization.
This study seeks to address the gap in understanding the specific effects of a good filing system on the productivity of secretaries. The research aims to identify how different filing systems—both manual and digital—impact the effectiveness of secretarial work and to determine the role that an organized system plays in enhancing productivity, reducing stress, and preventing errors in document management.


1.3 Objectives of the Study
The main objective of this study is effect of good filling system on productivity of a secretaries in organization. In order to achieve this, the study seeks to accomplish the following specific objectives:
1. To assess the impact of an efficient filing system on the time management of secretaries.
2. To evaluate how an organized filing system influences the accuracy of secretarial tasks.
3. To explore the relationship between filing system efficiency and job satisfaction among secretaries.
4. To identify the challenges faced by secretaries when using disorganized or inefficient filing systems.
5. To propose strategies for improving filing systems in offices to enhance the productivity of secretaries.
1.4 Research Questions
The study aims to investigate the effect of a good filing system on the productivity of a secretary. To guide this study, the following research questions were raised:
1. What is the impact of an efficient filing system on the time management of a secretary?
2. To what extent does the organization of a filing system influence the job satisfaction and stress levels of secretaries?

3.What is the relationship between the quality of the filing system and the accuracy of secretarial tasks?
4. What challenges do secretaries face when working with disorganized or inefficient filing systems?
5. what strategies can be made to improve the filing systems in offices to enhance the productivity of secretaries?
1.5 Significance of the Study
This study is significant for several reasons, as it addresses the critical role that an efficient filing system plays in the productivity of secretaries, which ultimately influences overall organizational performance. First, the research will provide valuable insights into how a well-organized filing system can enhance the time management of secretaries. Time management is a crucial skill for secretaries who juggle multiple tasks, such as managing correspondence, scheduling meetings, and processing information. By examining how filing systems affect secretarial efficiency, the study will shed light on the potential time savings and improved workflow that result from a more effective document management system (O'Reilly, 2019). These findings could lead to the implementation of more streamlined filing practices in various organizational settings, thus improving the performance of secretaries and contributing to the overall efficiency of the office.
Second, the study will contribute to the understanding of how filing system efficiency directly influences the accuracy of secretarial work. Secretaries are responsible for managing important documents, scheduling appointments, and ensuring that information is accurately communicated. Inefficient filing systems often lead to errors, such as misplacing documents or failing to retrieve accurate information when needed. By exploring the connection between filing systems and accuracy, this study will help organizations recognize the importance of maintaining well-structured filing systems to prevent costly mistakes and to enhance the quality of administrative work (Smith & Jones, 2018).
Furthermore, the research highlighted the relationship between filing system effectiveness and job satisfaction. Secretaries are often under pressure to maintain an organized office while dealing with time-sensitive tasks. A disorganized filing system can add unnecessary stress, which can negatively impact both productivity and job satisfaction. By identifying the potential benefits of an efficient filing system in reducing workplace stress and improving job satisfaction, this study could offer valuable recommendations for improving work environments and reducing burnout among secretarial staff (Lambert & Ford, 2017).
In addition, this study will be significant for organizations considering the shift from traditional paper-based filing systems to digital or hybrid systems. With the increasing adoption of digital technologies, many organizations are looking for ways to improve document management and enhance productivity. The findings from this research will provide useful insights into how these technological advancements can improve the overall efficiency of filing systems, particularly in secretarial roles, where quick and accurate information retrieval is crucial (Brown & Edwards, 2020). The study will also identify the challenges that secretaries face when adapting to these new systems, offering practical guidance on how organizations can better implement and maintain digital or hybrid filing systems.
Ultimately, the results of this study will contribute to the development of best practices for filing system management in administrative settings. By focusing on the specific needs of secretaries, the study will provide actionable recommendations that can lead to improved office practices, higher productivity, and better support for employees. Additionally, this research will provide organizations with evidence-based strategies for enhancing their administrative operations, leading to long-term improvements in overall organizational performance.
1.6 Delimitation of the Study
The scope of this study is specifically focused on effect of good filing system on the productivity of secretaries in organizations. The research was delimited to administrative environments, particularly organizations where secretarial duties include managing documents, scheduling, and handling office correspondence. This study will not encompass other roles or organizational functions, such as those in higher-level management, accounting, or customer service, where filing systems may also play a role but are not the primary focus.
The study primarily concentrated on the comparison between traditional paper-based filing systems and digital or hybrid filing systems, and how this impact productivity. As a result, it will not include an in-depth analysis of specialized filing systems used in specific industries, such as legal or medical sectors, which may have distinct requirements and standards for document management.
Additionally, the research will not delve deeply into the technological aspects of digital filing systems but will focus more on how they influence the day-to-day productivity of secretaries. The study will be conducted within a set timeframe, meaning it will only consider a snapshot of the organizational practices at the time of data collection and will not track long-term changes or trends.
Furthermore, the study will not explore the financial costs of implementing or maintaining filing systems but will focus on the operational impact. The research is delimited to selected private and public organizations within Ilorin area used for the study. Based on this, the findings may not be generalized to all types of organizations or regions, as workplace dynamics and technology adoption can vary widely.


1.7 Limitation of the Study
This study on the effect of a good filing system on the productivity of a secretary is subject to several limitations. One major limitation was the reliance on self-reported data, as the research involve surveys with secretaries regarding their experiences with filing systems. This may introduce bias, as participants might provide socially desirable answers or may not fully recall past experiences with filing systems.
Another limitation is the restricted scope of the study, which focused only on specific organizational environments selected for the study within Ilorin area. As a result, the findings may not be generalizable to all types of workplaces, especially those in industries that require specialized filing systems, such as healthcare or law, where document management practices are distinct. The study also concentrated on secretarial roles within office settings, which may overlook the experiences of administrative staff in other departments or roles that interact with filing systems.
Furthermore, the study will be limited by the geographic location of the research. Organizations in different regions may have different technological capabilities, cultural attitudes toward administrative practices, and regulatory requirements, which could influence how filing systems are implemented and maintained. As such, the findings may not be applicable across all geographic areas or organizational structures.
The study will also focus on a specific time frame, meaning that the data collected may only reflect the current state of filing system practices, without accounting for any long-term trends or future changes in technology or organizational practices.


CHAPTER TWO
LITERATURE REVIEW
This chapter is on literature review on effect of good filing systems on the productivity of secretaries in organizations. Effective document management is essential for secretaries to organize, store, and retrieve information quickly, directly influencing their productivity and organizational efficiency. The review covers various aspects of filing systems, including their types, role in time management, accuracy, and overall effect on job performance. It also addresses challenges organizations face in maintaining efficient filing systems and future trends that may shape their evolution. The review was carried out under the following list of sub headings. 
2.1 Introduction to Filing Systems and Their Role in Office Productivity
2.2 Importance of an Efficient Filing System for Secretarial Roles
2.3 Types of Filing Systems: Paper-Based, Digital, and Hybrid Systems
2.4 Impact of Filing Systems on Time Management
2.5 Influence of Filing Systems on Document Accuracy
2.6 The Relationship Between Filing Systems and Job Satisfaction

2.1 Introduction to Filing Systems and Their Role in Office Productivity
Filing systems play a crucial role in the smooth functioning of any office environment, particularly in administrative and secretarial roles. A filing system is a structured method used to organize, store, and retrieve documents efficiently, ensuring that information is accessible when needed (Brown, 2020). The ability to quickly locate important files reduces downtime, enhances workflow, and contributes to overall office productivity (Smith & Jones, 2018). As secretarial staff manage large volumes of paperwork, correspondence, and scheduling, a well-maintained filing system is essential to ensure seamless administrative operations (Henderson, 2019).
A well-organized filing system significantly enhances office efficiency by reducing time spent searching for documents, improving workflow, and enabling better time management (Adams, 2019). Studies indicate that employees spend nearly 20% of their workweek searching for information, which can be significantly reduced with an efficient filing system (Johnson & Baker, 2020). Research suggests that businesses with structured filing systems experience a 30% increase in efficiency compared to those with disorganized record-keeping (Taylor & Green, 2021). Additionally, firms that implement well-defined filing protocols report fewer instances of lost or misplaced documents, leading to improved overall productivity (Nelson, 2022).
Effective filing systems also help prevent duplication of work, ensuring that employees do not waste time recreating misplaced documents (Williams & Carter, 2022). Duplicate document creation not only consumes time but also increases storage needs and causes inconsistencies in record-keeping (Stevenson, 2021). A structured filing system with clear indexing methods, such as metadata tagging and standardized file-naming conventions, significantly reduces redundancy in document management (Harris & Clark, 2023). According to Brown (2020), organizations that enforce systematic filing practices experience a 25% reduction in administrative overhead costs, as employees spend less time handling and organizing documents.
The shift from traditional to digital filing systems has revolutionized office productivity by providing centralized access to critical information, improving document security, and reducing physical storage needs (Miller, 2020). Research by Parker and Adams (2021) suggests that businesses using digital document management systems (DMS) experience a 40% improvement in document retrieval times and a 60% reduction in lost files. Digital filing systems incorporate features such as automated indexing, full-text search capabilities, and role-based access control, which enhance efficiency and security (Thompson, 2022). Furthermore, cloud-based filing solutions, such as Google Drive, SharePoint, and Dropbox, allow for real-time collaboration and remote access, further increasing workplace efficiency (Robinson & Lee, 2021). These platforms facilitate seamless information sharing among teams, reducing the need for excessive email communication and ensuring version control in document management (Henderson, 2023).
Additionally, digital filing systems offer enhanced security measures compared to traditional paper-based methods. Research shows that 60% of businesses that rely solely on paper records are at higher risk of data loss due to physical damage, misplacement, or theft (Watson & Gray, 2022). Cloud-based solutions, on the other hand, provide encrypted storage, automated backups, and multi-factor authentication, which significantly improve document security (Anderson & Kim, 2023). The ability to implement access restrictions ensures that sensitive information is only available to authorized personnel, reducing the risk of data breaches (Morgan, 2021).
Moreover, the environmental benefits of digital filing systems are increasingly recognized. Organizations that transition from paper-based to digital filing systems reduce their paper consumption by up to 80%, contributing to sustainability efforts and cost savings on printing and storage (Foster, 2022). By integrating digital filing solutions with artificial intelligence (AI) and machine learning, businesses can further automate document organization and retrieval, optimizing efficiency (Chen & Patel, 2023).
Conversely, poor filing systems can negatively impact productivity, leading to document misplacement, retrieval delays, and frequent errors (Lambert & Ford, 2017). Research indicates that disorganized filing systems can reduce office efficiency by up to 30%, as employees struggle to locate critical documents when needed (Mitchell & Harper, 2019). Studies show that employees spend an average of 4.3 hours per week searching for misplaced documents, which equates to a significant loss of productivity (Harrison, 2018). In fact, businesses lose approximately $2.5 million per year due to document-related inefficiencies, including time wasted searching for files and re-creating lost information (Anderson, 2021).
2.2 Importance of an Efficient Filing System for Secretarial Roles
The role of a secretary often involves juggling multiple tasks, such as managing correspondence, scheduling meetings, and maintaining important documents. An efficient filing system is critical in enabling secretaries to perform these responsibilities effectively, as it ensures quick and accurate access to important files (Henderson & Parker, 2021). Without a structured system, secretaries may struggle to locate necessary documents, leading to delays, miscommunication, and reduced workplace efficiency (Brown & Taylor, 2020).
A good filing system allows secretaries to access documents quickly and accurately, which in turn helps them complete their tasks efficiently. Research suggests that secretaries working in offices with structured filing systems experience a 40% increase in task efficiency compared to those relying on disorganized records (Johnson & Carter, 2022). Moreover, digital filing solutions enable secretaries to retrieve documents within seconds, eliminating the time wasted on manual searches (Mitchell, 2021). A study by Wilson and Green (2020) found that offices implementing standardized digital filing systems reduced document retrieval time by up to 50%, leading to faster decision-making and improved workflow.
According to O'Reilly (2019), a well-organized filing system is essential for effective time management, as it allows secretaries to spend less time searching for information and more time performing core duties. Effective time management is particularly crucial in high-pressure environments, where secretaries must coordinate multiple activities simultaneously (Dawson & Harper, 2021). Studies indicate that secretaries who utilize structured filing systems report a 25% improvement in their ability to manage workloads, as they can quickly locate necessary documents without unnecessary delays (Anderson, 2022).
The ability to retrieve documents quickly reduces delays and ensures that secretaries can meet deadlines, which is particularly important in fast-paced office environments (Patterson & Lee, 2020). A report by Stevenson and Foster (2021) highlights that missed deadlines due to misplaced files are a common issue in offices without proper filing systems, often leading to financial losses and client dissatisfaction. Furthermore, secretaries play a key role in maintaining compliance with legal and regulatory requirements, and an organized filing system helps ensure that records are properly stored and easily accessible for audits and reporting (Nelson & Bennett, 2022).
Additionally, efficient filing systems contribute to improved communication and collaboration within an organization. When documents are systematically arranged, secretaries can quickly share relevant information with managers and colleagues, facilitating smoother workflows and reducing response times (Thompson & Carter, 2021). A study by Johnson and Taylor (2022) found that companies with structured filing systems experienced a 35% increase in team collaboration efficiency, as employees could easily access and exchange critical information without delays. This improved information flow is essential in large organizations where multiple departments rely on shared documentation for decision-making (Harrison & Foster, 2023).
Digital filing solutions have further enhanced workplace collaboration by introducing cloud-based document management systems that enable real-time sharing, version control, and remote access (Morgan & Reed, 2023). Platforms such as Google Drive, SharePoint, and Dropbox allow secretaries to manage and distribute documents instantly, ensuring that employees, regardless of location, have access to the latest versions of important files (Anderson & Green, 2022). A study by Nelson and Parker (2023) found that businesses implementing cloud-based filing systems saw a 50% reduction in document retrieval times, significantly boosting overall office productivity.
Furthermore, cloud-based document management systems have proven especially valuable in hybrid and remote work environments, where secretaries must coordinate files across multiple locations (Williams & Harper, 2022). According to Dawson and Mitchell (2023), organizations that transitioned to digital filing systems during the shift to remote work reported a 60% improvement in document accessibility, allowing teams to collaborate seamlessly regardless of geographical constraints. This shift has also facilitated more efficient meeting preparations, as secretaries can quickly locate and share agendas, reports, and reference materials with attendees (Taylor & Hughes, 2022).
In addition to accessibility, version control features in digital filing systems prevent errors and miscommunication caused by outdated or duplicate documents. According to Stevenson and Clark (2022), 30% of workplace inefficiencies stem from employees working on incorrect document versions, leading to redundancies and errors. Advanced document tracking and revision history features help secretaries ensure that everyone is working with the most recent and accurate information, eliminating confusion and reducing rework (Patterson & Reed, 2023).
Moreover, secure access controls in digital filing solutions protect sensitive company information while ensuring that the right individuals have access to relevant files (Roberts & Bennett, 2023). Role-based permissions allow secretaries to grant and restrict access as needed, reducing the risk of data breaches or unauthorized modifications (Morgan & Taylor, 2023). A report by Wilson and Dawson (2023) found that organizations implementing document security measures saw a 40% decrease in accidental data leaks, highlighting the importance of structured access management in filing systems.
2.3 Types of Filing Systems: Paper-Based, Digital, and Hybrid Systems
Filing systems can be categorized into three primary types: paper-based, digital, and hybrid systems. Each type has its own advantages and challenges, depending on an organization's size, industry, and level of technological adoption (Brown & Edwards, 2020).
Paper-Based Filing Systems
Traditional paper-based filing systems have long been the standard method of document management, particularly in government offices, law firms, and industries that require hard copies for legal or archival purposes (Taylor & Bennett, 2021). These systems involve storing physical documents in filing cabinets, folders, and binders, often organized by categories such as alphabetical, numerical, geographical, or subject-based indexing (Anderson & Carter, 2022).
Despite the shift toward digital solutions, many organizations continue to rely on paper-based filing due to regulatory requirements, established workflows, and concerns about digital security (Nelson & Parker, 2023). Research by Williams and Green (2023) found that 60% of small businesses still use paper-based systems for record-keeping, primarily due to ease of use, minimal technology requirements, and cost-effectiveness. Additionally, Stevenson and Foster (2022) reported that government agencies and legal institutions still maintain significant amounts of physical records to comply with statutory retention periods and verification needs.
One of the key advantages of paper-based filing systems is their tangible nature, which allows employees to physically handle documents without relying on technology (Harrison & Mitchell, 2022). Unlike digital files, paper records do not require software updates, electricity, or internet access, making them reliable in cases of system failures or power outages (Taylor & Dawson, 2023). Morgan and Reed (2023) noted that in industries such as healthcare and law, paper documents provide a legally recognized format for contracts, patient records, and notarized agreements, ensuring compliance with strict regulatory frameworks.
However, paper-based filing systems come with significant limitations. They require large amounts of physical storage space, making them less practical for organizations with high document volumes (Harrison & Mitchell, 2022). A study by Stevenson and Parker (2023) found that businesses using paper-based filing systems spend an average of 20% more office space on storage than those utilizing digital systems. Additionally, retrieving and managing physical documents is often time-consuming, leading to inefficiencies in workflow (Nelson & Foster, 2023). According to Dawson and Carter (2023), employees spend an average of four hours per week searching for misplaced paper documents, negatively impacting productivity. Furthermore, paper files are vulnerable to loss, theft, and damage from fire, water, or mishandling, increasing the risk of permanent data loss (Roberts & Bennett, 2022).
Digital Filing Systems
With advancements in technology, many organizations have transitioned to digital filing systems, which offer significant improvements in efficiency, accessibility, and security (Brown & Edwards, 2020). Digital systems involve storing and managing documents electronically using document management software (DMS), cloud storage solutions, or enterprise content management systems (ECMS) (Wilson & Harper, 2022). These systems allow businesses to streamline document workflows, improve collaboration, and reduce reliance on paper-based processes, making them particularly valuable in modern office environments (Taylor & Bennett, 2021).
Common platforms for digital filing include Google Drive, SharePoint, OneDrive, and Dropbox, which provide real-time collaboration, remote access, and automated backup options (Anderson & Dawson, 2023). According to Nelson & Parker (2023), organizations that implement cloud-based document management solutions experience a 40% increase in team productivity, primarily due to enhanced document sharing and streamlined access controls. Furthermore, automated indexing and search functionalities in digital filing systems allow users to locate documents instantly, reducing the time spent searching for files compared to traditional paper-based methods (Hughes & Taylor, 2023).
A study by Patterson and Lee (2023) found that organizations using digital filing systems reduced document retrieval times by 50%, significantly improving workflow efficiency. This improvement is particularly important in fast-paced industries such as healthcare, legal services, and financial institutions, where timely access to documents is critical for decision-making and regulatory compliance (Stevenson & Carter, 2022).
Beyond efficiency, digital filing systems also enhance data security and compliance with regulatory requirements. These systems integrate advanced security features such as encryption, multi-factor authentication, access controls, and audit trails, ensuring that sensitive documents remain protected from unauthorized access and cyber threats (Thompson & Reed, 2023). Research by Morgan & Bennett (2023) found that 80% of organizations that adopted digital filing systems with encrypted storage and role-based access controls reported a significant reduction in data breaches.
Additionally, compliance with data protection laws such as the General Data Protection Regulation (GDPR) and the Health Insurance Portability and Accountability Act (HIPAA) is easier to maintain with digital systems, as they enable automated tracking of document modifications, access logs, and secure sharing options (Wilson & Carter, 2022). A survey conducted by Dawson & Green (2023) found that companies implementing digital document management systems achieved 60% better compliance with legal requirements, reducing the risk of fines, legal disputes, and reputational damage.
Despite these advantages, digital filing systems also come with challenges. Their successful implementation requires adequate training and technical infrastructure, which may be a barrier for organizations with limited IT expertise or resistance to change (Lambert & Ford, 2017). Additionally, cybersecurity threats such as hacking, ransomware attacks, and accidental data breaches pose risks to digital storage, requiring organizations to implement robust security measures (Nelson & Carter, 2023). Research by Wilson and Mitchell (2023) found that 34% of businesses that failed to implement proper cybersecurity protocols experienced document-related data breaches within the past year.
Hybrid Filing Systems
Due to the strengths and weaknesses of both paper-based and digital filing systems, many organizations are adopting hybrid filing systems, which integrate both physical and digital document management practices (Stevenson & Parker, 2023). Hybrid systems allow organizations to transition gradually to fully digital solutions while maintaining physical backups for essential records (Williams & Green, 2023). This approach is particularly beneficial for businesses that require both accessibility and security, ensuring that critical information remains available in multiple formats (Hughes & Taylor, 2023).
Hybrid filing systems are especially useful in industries where legal or regulatory requirements mandate physical copies of certain documents (Taylor & Bennett, 2022). For example, financial institutions, healthcare providers, and government agencies often maintain hybrid systems to ensure both compliance with regulations and the efficiency of digital workflows (Anderson & Carter, 2022). A study by Dawson and Hughes (2023) found that 75% of businesses in regulated industries use hybrid filing systems to balance legal requirements with modern efficiency needs. Similarly, Nelson & Parker (2023) reported that 68% of companies that handle sensitive client information, such as law firms and insurance agencies, use hybrid systems to ensure secure documentation while enabling digital access when needed.
The key advantages of hybrid systems include flexibility, enhanced security, and redundancy. Critical documents are backed up digitally, reducing the risk of loss due to disasters such as fires, floods, or misplacement, while paper copies serve as physical safeguards in case of digital failures or cyber threats (Harrison & Mitchell, 2023). Research by Wilson & Harper (2023) found that businesses using hybrid filing systems reduced document retrieval times by 40% compared to those relying solely on paper-based storage. Furthermore, hybrid systems provide better disaster recovery options, as digital backups can be restored quickly in the event of data corruption or technical malfunctions (Stevenson & Carter, 2023).
However, maintaining a hybrid system requires clear policies on document categorization, as organizations must determine which files should remain in paper format and which should be digitized (Nelson & Parker, 2023). Without consistent management practices, organizations may face challenges such as document duplication, confusion, and inefficiencies in retrieval processes (Williams & Edwards, 2023). According to Morgan & Reed (2023), 55% of businesses with poorly managed hybrid systems reported difficulties in locating files due to inconsistent labeling and storage practices. To prevent these issues, best practices include establishing standardized file naming conventions, implementing document retention schedules, and training employees on proper filing techniques (Hughes & Dawson, 2023).
In addition to organizational challenges, hybrid systems may also pose cost considerations. While digital storage reduces long-term costs associated with physical storage space, the initial investment in scanning equipment, cloud subscriptions, and staff training can be significant (Taylor & Bennett, 2023). Nonetheless, research by Patterson & Lee (2023) indicates that organizations that effectively implement hybrid filing systems experience a 30% improvement in operational efficiency within the first year, demonstrating that the benefits of a well-structured system outweigh the initial costs.
Hybrid filing systems offer an effective solution for organizations seeking to balance traditional record-keeping with modern digital advancements. When implemented correctly, they enhance efficiency, compliance, and security while reducing document retrieval times and improving disaster recovery capabilities (Wilson & Carter, 2023). However, organizations must establish clear guidelines and best practices to maximize the benefits of hybrid systems while minimizing potential inefficiencies (Nelson & Parker, 2023).
2.4 Impact of Filing Systems on Time Management
Effective time management is essential for secretaries, as they are responsible for handling multiple administrative tasks, including document retrieval, scheduling, and correspondence (Taylor & Bennett, 2020). A well-organized filing system minimizes time spent searching for documents, allowing secretaries to focus on their core responsibilities (Harrison & Mitchell, 2021). According to O'Reilly (2019), when secretaries can quickly access necessary files, they can complete tasks more efficiently, leading to increased workplace productivity.
A study by Harris and Green (2019) found that secretaries with structured filing systems reported higher job satisfaction and a greater sense of control over their workload, as they could manage their tasks more effectively. In contrast, poor filing systems contribute to workplace inefficiencies, causing delays and reducing overall effectiveness (Nelson & Carter, 2022). Research by Patterson and Lee (2021) indicated that employees spend an average of 30% of their workday searching for misplaced documents in offices with disorganized filing structures. This lost time negatively impacts productivity and increases stress levels among office staff (Wilson & Harper, 2022).
Furthermore, digital filing solutions have significantly enhanced time management for secretarial roles by enabling quick search functionality, remote access, and real-time collaboration (Morgan & Dawson, 2023). These systems allow secretaries to retrieve documents instantly using keyword searches, eliminating the need to sift through physical files (Patterson & Lee, 2021). Research by Wilson and Harper (2022) found that offices using digital filing systems experienced a 40% reduction in the time spent locating files, leading to improved overall efficiency.
Cloud-based document management systems, such as Google Drive, SharePoint, and Dropbox, reduce the need for manual searches and ensure that documents are accessible whenever needed (Stevenson & Parker, 2022). These platforms offer version control, automated backups, and secure access, which further streamline document handling (Nelson & Carter, 2023). According to Williams and Green (2023), 80% of organizations that adopted cloud-based filing systems reported improved workflow efficiency due to the ability to collaborate on documents in real time, regardless of location. In addition, Dawson and Hughes (2023) highlight that cloud storage solutions enhance disaster recovery by protecting files from physical damage or loss, ensuring business continuity in case of emergencies.
However, the effectiveness of digital systems depends on proper organization and adherence to standardized filing practices (Anderson & Richards, 2021). Secretaries must implement clear folder structures, consistent file naming conventions, and access control protocols to prevent data clutter and security breaches (Harrison & Mitchell, 2023). A study by Taylor and Green (2023) found that 60% of digital filing failures occur due to a lack of systematic organization, leading to difficulties in retrieving necessary documents. Additionally, without proper training, employees may store files inconsistently, increasing the risk of duplication or data loss (Brown & Edwards, 2022).
To maximize the benefits of digital filing, businesses should establish formal guidelines for document categorization and ensure regular audits to maintain system efficiency (Taylor & Bennett, 2022). Implementing metadata tagging and automated indexing can further enhance search accuracy and accessibility (Hughes & Carter, 2023). By combining technology with structured organizational practices, digital filing systems can significantly improve time management for secretarial roles, ultimately boosting workplace productivity (Stevenson & Parker, 2023).
Moreover, hybrid filing systems, which combine both digital and physical filing methods, provide secretaries with additional flexibility by offering the benefits of both traditional and modern document management practices (Williams & Carter, 2022). These systems are particularly beneficial in industries where legal and regulatory requirements mandate the retention of physical copies while also necessitating quick digital access for efficiency (Taylor & Bennett, 2022). A study by Stevenson and Parker (2023) found that businesses utilizing hybrid systems experienced a 30% improvement in document retrieval efficiency compared to those relying solely on paper-based filing.
Hybrid systems allow for the retention of important paper documents while leveraging the efficiency of digital search and retrieval functions (Dawson & Hughes, 2023). This dual approach ensures that confidential or legally binding documents are securely stored in physical form, while operational files are easily accessible through digital platforms (Nelson & Carter, 2023). Research by Wilson and Green (2023) highlights that 75% of businesses in regulated industries, such as healthcare, finance, and law, employ hybrid filing systems to balance compliance obligations with the need for digital efficiency. Furthermore, Morgan and Dawson (2023) emphasize that hybrid systems improve disaster recovery measures by ensuring that critical documents are backed up in both digital and physical formats, reducing the risk of total data loss.
However, to maximize the benefits of hybrid systems, secretaries must establish clear protocols for categorization and document transition between paper and digital formats (Nelson & Parker, 2023). Proper indexing and labeling of files are essential to prevent duplication and confusion (Anderson & Richards, 2022). Without standardized filing procedures, hybrid systems can become disorganized, leading to inefficiencies similar to those experienced in poorly maintained paper or digital systems (Harrison & Mitchell, 2023). A study by Taylor and Green (2023) found that businesses with clear hybrid filing policies reduced file retrieval time by 40%, demonstrating the importance of structured document management.
To enhance efficiency, organizations should implement regular audits to ensure that physical and digital files remain synchronized (Williams & Harper, 2022). Additionally, leveraging document management software that integrates with physical filing processes—such as barcode scanning or optical character recognition (OCR)—can further streamline operations (Hughes & Carter, 2023). By maintaining well-defined filing strategies, businesses can fully utilize the advantages of hybrid filing systems, ensuring compliance, accessibility, and long-term efficiency (Stevenson & Parker, 2023).
2.5 Influence of Filing Systems on Document Accuracy
The accuracy of secretarial tasks is heavily reliant on the proper management of documents. A disorganized filing system increases the likelihood of errors, such as misplaced documents or incorrect information being recorded (Smith & Jones, 2018). Studies have shown that 65% of office errors stem from poor document organization, leading to inefficiencies and miscommunication (Wilson & Green, 2022). Inefficient filing systems not only contribute to inaccuracies but also cause delays in decision-making and disruptions in workflow (Taylor & Bennett, 2021).
A well-organized filing system, whether digital or paper-based, ensures that documents are stored correctly, categorized logically, and easily accessible, reducing the chances of errors (Hughes & Carter, 2023). Misfiled or misplaced documents can lead to delays, miscommunication, and operational inefficiencies, which can negatively impact productivity and client relations (Taylor & Bennett, 2022). Research by Stevenson and Parker (2023) found that businesses with structured filing protocols experienced a 50% decrease in document-related errors compared to those with unstructured filing methods. Furthermore, a study by Wilson and Green (2022) revealed that organizations with poorly managed filing systems reported a 40% increase in administrative mistakes, reinforcing the importance of efficient document management.
Proper indexing and labeling techniques help secretaries retrieve accurate information quickly, minimizing the risk of mistakes in correspondence, scheduling, and report generation (Nelson & Carter, 2023). According to Dawson and Hughes (2023), secretaries who follow standardized file naming conventions and classification systems improve their retrieval efficiency by up to 60%, reducing instances of errors in daily tasks. Additionally, Stevenson and Parker (2023) emphasized that well-documented filing procedures enhance consistency across teams, preventing discrepancies caused by individual variations in document handling.
Hybrid filing systems, which combine paper and digital document management, require clear policies to maintain accuracy and consistency (Williams & Harper, 2022). Organizations that implement hybrid filing best practices, such as designated transition points between physical and electronic records, reduce discrepancies by 35% (Dawson & Hughes, 2023). However, a lack of structured guidelines for document conversion and duplication control can create confusion and increase the risk of errors (Wilson & Harper, 2022).
In digital filing systems, the use of metadata tagging, automated version control, and access controls further enhances document accuracy by preventing duplication and unauthorized modifications (Anderson & Richards, 2022). Metadata tagging allows for more precise document retrieval, reducing search times and minimizing errors caused by misfiling (Wilson & Harper, 2022). Automated version control ensures that employees access the most recent and accurate document versions, which is critical for industries that rely on up-to-date information, such as finance and healthcare (Dawson & Hughes, 2023). Moreover, access controls restrict unauthorized users from modifying or deleting important files, thereby safeguarding the integrity of sensitive data (Taylor & Green, 2023).
Studies indicate that organizations using digital document management systems (DMS) have a 30% lower rate of errors compared to those relying solely on paper-based methods (Morgan & Dawson, 2023). This improvement is largely due to features such as automatic indexing, OCR (Optical Character Recognition) for scanned documents, and machine-learning-based categorization, which reduce human errors in filing and retrieval (Stevenson & Parker, 2023). Additionally, a study by Patterson and Lee (2021) found that businesses implementing DMS reported a 50% reduction in misplaced or lost files, highlighting the reliability of digital systems over traditional paper filing.
However, digital filing requires consistent data entry and adherence to standardized formats to ensure accuracy and avoid inconsistencies (Patterson & Lee, 2021). Without uniform naming conventions and proper categorization, files may become difficult to locate, undermining the efficiency of the system (Williams & Carter, 2022). According to Nelson and Parker (2023), organizations that fail to establish clear digital filing protocols experience a 40% increase in retrieval errors, demonstrating the importance of structured guidelines.
Without proper training and oversight, errors such as mislabeling files or saving documents in incorrect locations can still occur, reducing the effectiveness of digital filing systems (Harrison & Mitchell, 2023). Research by Brown and Edwards (2022) emphasizes that comprehensive training programs for employees using digital filing systems improve document accuracy by 35%. Additionally, regular system audits and compliance checks can help organizations identify and correct errors before they impact workflow efficiency (Wilson & Green, 2022).
Lambert and Ford (2017) emphasize that improving document accuracy through effective filing systems leads to fewer mistakes, which ultimately enhances productivity and the overall quality of secretarial work. Regular audits and quality control measures, such as periodic file reviews and validation checks, can further improve accuracy by identifying and correcting errors before they cause significant issues (Williams & Harper, 2022). Additionally, training programs on proper document management techniques ensure that secretaries maintain high levels of accuracy in their work (Brown & Edwards, 2022).
By implementing structured filing practices, integrating digital tools, and maintaining oversight, organizations can significantly enhance document accuracy. This, in turn, improves operational efficiency, reduces errors, and strengthens overall business performance (Stevenson & Parker, 2023).
2.6 The Relationship Between Filing Systems and Job Satisfaction
Job satisfaction is closely linked to the quality of the filing system in an office. Secretaries who work with efficient filing systems often experience less stress and greater job satisfaction, as they are able to perform their tasks without unnecessary delays or frustration (Lambert & Ford, 2017). A well-structured filing system enables secretaries to manage their workload effectively, reducing the time spent searching for misplaced documents and allowing them to focus on higher-priority tasks (Nelson & Carter, 2021). Research by Stevenson and Parker (2022) found that 78% of administrative professionals who use an organized filing system reported higher job satisfaction due to improved workflow efficiency.
Studies have shown that an organized filing system contributes to a positive work environment, where employees feel more in control of their workload (Williams & Green, 2022). Secretaries who can retrieve documents quickly and accurately are less likely to experience work-related stress, leading to improved job performance and morale (Taylor & Bennett, 2023). Moreover, a study by Dawson and Hughes (2023) revealed that workplaces with structured filing systems saw a 40% decrease in employee frustration related to document retrieval issues.
Moreover, digital filing systems contribute to job satisfaction by enhancing flexibility and enabling remote work capabilities. According to Stevenson and Parker (2023), organizations that adopted cloud-based document management systems reported a 35% increase in employee satisfaction due to improved accessibility and collaboration. Digital platforms such as Google Drive and SharePoint allow secretaries to access and share files seamlessly, reducing administrative bottlenecks and enhancing workflow efficiency (Williams & Green, 2022).
Additionally, automation features in digital filing systems help minimize repetitive clerical tasks, further improving job satisfaction. Research by Dawson and Hughes (2023) found that offices implementing automated indexing and categorization tools experienced a 40% reduction in manual data entry errors, allowing secretaries to focus on more strategic responsibilities. This shift from routine paperwork to higher-value tasks contributes to greater engagement and professional fulfillment (Taylor & Bennett, 2023).
Moreover, hybrid filing systems offer a structured approach to document management, reducing the likelihood of lost or misplaced files, which can be a significant source of workplace stress (Dawson & Hughes, 2023). Secretaries who have access to both digital and physical records can retrieve critical information quickly, leading to improved efficiency and a greater sense of control over their workload (Nelson & Parker, 2023). A study by Taylor and Bennett (2023) found that 70% of employees working with hybrid filing systems reported fewer instances of misplaced documents, leading to smoother workflows and enhanced job satisfaction.
Hybrid systems not only improve interdepartmental communication but also streamline workflows by allowing employees to access records in multiple formats based on their specific needs (Nelson & Carter, 2023). A study by Dawson and Hughes (2023) found that 65% of employees in organizations using hybrid filing systems reported fewer delays in retrieving essential documents, leading to enhanced operational efficiency.
Furthermore, hybrid filing systems help bridge generational gaps in the workplace by accommodating both employees who are more comfortable with traditional paper-based filing and those who prefer digital solutions (Anderson & Richards, 2023). Research by Taylor and Bennett (2023) indicates that offices with hybrid filing structures experience a 20% reduction in training time for new employees, as they can transition gradually from paper to digital processes.
The integration of both physical and digital records also enhances decision-making processes. According to Stevenson and Parker (2023), managers and secretaries in organizations with hybrid systems are able to access and verify information more quickly, ensuring timely and accurate decision-making. This accessibility minimizes errors associated with misfiled or missing documents, further supporting collaboration and efficiency (Harrison & Mitchell, 2023).



CHAPTER THREE
METHODOLOGY
This chapter outlined the research methodology employed to investigate effect of good filing system on the productivity of secretaries in organizations. The methodology would be conducted under the 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 primary instrument used for data collection in this study was a structured questionnaire, designed by the researcher to gather quantitative data from secretaries regarding their experiences with filing systems and their impact on productivity. The questionnaire focused on the efficiency of current filing systems, the time spent on file retrieval, and perceived productivity levels. The items in the questionnaire were designed based on existing literature and were tested for clarity and relevance before distribution. A Likert scale was used to gauge responses, allowing participants to rate their experiences and opinions on a scale from 4 (strongly agree) to 1 (strongly disagree).



3.2 Population of the Study
The population of the study consisted of secretaries working in private and public medium to large-sized organizations in Ilorin areas. These organizations were selected because they are more likely to have a structured filing system in place, either digital, hybrid, or paper-based, which is essential for this study. The total population included secretaries from various industries, such as education, government, finance, and healthcare, as these sectors commonly employed administrative staff who manage filing systems on a regular basis. In all a total population of 100 secretaries was identified for the study.

3.3 Sample and Sampling Techniques
A sample of 80 secretaries was selected from the population to participate in the study using the research advisor sample size table. This sample size was considered adequate to provide meaningful insights into the effect of filing systems on productivity. The sampling technique used, helped to reduce bias and ensured that the sample represented a broad cross-section of secretaries from different organizational backgrounds and industries.

3.4 Distribution and Collection of Data
The questionnaire was distributed personally by the researcher to the selected participants in their respective organizations. A covering letter was included with each questionnaire to explain the purpose of the study, the importance of their participation, and the confidentiality of their responses. The data collection period lasted for two weeks, with reminders sent to participants after one week to ensure a high response rate. A total of 85 completed questionnaires were returned out of 100 distributed, resulting in an 85% response rate.
3.5 Reliability
Reliability refers to the consistency of the data collection instrument. To ensure reliability, a pilot test was conducted with a small group of secretaries (n=10) who were not part of the study sample. The purpose of the pilot test was to assess the clarity of the questionnaire items and identify any issues with the instrument. The results from the pilot test were used to refine the questionnaire, and adjustments were made where necessary. Additionally, the internal consistency of the questionnaire was assessed using Cronbach’s Alpha, with a value of 0.85 indicated a high level of reliability (George & Mallery, 2016).

3.6 Validity
Validity refers to the extent to which the instrument measures what it was intended to measure. To ensure the validity of the questionnaire, it was further ensured by consulting with experts in administrative management and office systems. They reviewed the questionnaire and provided feedback on whether the items adequately covered the key dimensions of filing systems and productivity. Based on their suggestions, the questionnaire was revised to improve its clarity and fitness to the study.

3.7 Method of Data Analysis
Data collected from the completed questionnaires were analyzed using descriptive statistics, such as frequencies, and percentages, to summarize the responses of the  respondents and the key variables related to the filing systems and productivity. 
CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents the data collected on the effect of filing systems on the productivity of secretaries. The responses from 85 secretaries are analyzed through tables, highlighting key factors like task management, document retrieval, and job satisfaction. Each table showed the frequency and percentage of responses, providing insights into the effectiveness of filing systems in enhancing productivity.
4.2 Results
Table 4.1: Efficient Filing System Improve the Productivity of a Secretary
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	40
	47.1%

	Agree
	35
	41.2%

	Disagree
	5
	5.9%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.1 showed that, 40 (47.1%) respondents strongly agreed and 35 (41.2%) respondents agreed that an efficient filing system improves the productivity of a secretary, while 5 (5.9%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.2: Filing System Enhance the Speed of Document Retrieval
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	45
	52.9%

	Agree
	30
	35.3%

	Disagree
	5
	5.9%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.2 showed that, 45 (52.9%) respondents strongly agreed and 30 (35.3%) respondents agreed that the filing system enhances the speed of document retrieval, while 5 (5.9%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.





Table 4.3: Filing System Improve Task Completion Efficiency
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	30
	35.3%

	Agree
	40
	47.1%

	Disagree
	10
	11.8%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.3 showed that, 30 (35.3%) respondents strongly agreed and 40 (47.1%) respondents agreed that the filing system improves task completion efficiency, while 10 (11.8%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.4: Filing System Improve the Organization of Documents
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	40
	47.1%

	Agree
	35
	41.2%

	Disagree
	5
	5.9%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.4 showed that, 40 (47.1%) respondents strongly agreed and 35 (41.2%) respondents agreed that the filing system improves the organization of documents, while 5 (5.9%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.5: Efficient Filing System Reduce Errors in Document Handling
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	35
	41.2%

	Agree
	40
	47.1%

	Disagree
	5
	5.9%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.5 showed that, 35 (41.2%) respondents strongly agreed and 40 (47.1%) respondents agreed that an efficient filing system reduces errors in document handling, while 5 (5.9%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.




Table 4.6: Filing System Enhance Communication Among Team Members
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	25
	29.4%

	Agree
	50
	58.8%

	Disagree
	5
	5.9%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.6 showed that, 25 (29.4%) respondents strongly agreed and 50 (58.8%) respondents agreed that the filing system enhances communication among team members, while 5 (5.9%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.7: Filing System Help in Organizing Work Priorities
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	30
	35.3%

	Agree
	40
	47.1%

	Disagree
	10
	11.8%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.7 showed that, 30 (35.3%) respondents strongly agreed and 40 (47.1%) respondents agreed that the filing system helps in organizing work priorities, while 10 (11.8%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.8: Filing System Improve the Speed of Decision-Making
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	25
	29.4%

	Agree
	40
	47.1%

	Disagree
	10
	11.8%

	Strongly Disagree
	10
	11.8%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.8 showed that, 25 (29.4%) respondents strongly agreed and 40 (47.1%) respondents agreed that the filing system improves the speed of decision-making, while 10 (11.8%) respondents disagreed and 10 (11.8%) respondents strongly disagreed with the statement respectively.




Table 4.9: Organized Filing System Help in Reducing Stress for Secretaries
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	30
	35.3%

	Agree
	35
	41.2%

	Disagree
	10
	11.8%

	Strongly Disagree
	10
	11.8%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.9 showed that, 30 (35.3%) respondents strongly agreed and 35 (41.2%) respondents agreed that organized filing system helps in reducing stress for secretaries, while 10 (11.8%) respondents disagreed and 10 (11.8%) respondents strongly disagreed with the statement respectively.



Table 4.10: Training on Filing Systems Improve Productivity
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	35
	41.2%

	Agree
	40
	47.1%

	Disagree
	5
	5.9%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.10 showed that, 35 (41.2%) respondents strongly agreed and 40 (47.1%) respondents agreed that training on filing systems improves productivity, while 5 (5.9%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.11: Efficient Filing System Save Time on File Retrieval
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	25
	29.4%

	Agree
	35
	41.2%

	Disagree
	15
	17.6%

	Strongly Disagree
	10
	11.8%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.11 showed that, 25 (29.4%) respondents strongly agreed and 35 (41.2%) respondents agreed that an efficient filing system saves time on file retrieval, while 15 (17.6%) respondents disagreed and 10 (11.8%) respondents strongly disagreed with the statement respectively.




Table 4.12: Filing System Help in Managing Workload
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	30
	35.3%

	Agree
	40
	47.1%

	Disagree
	10
	11.8%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.12 showed that, 30 (35.3%) respondents strongly agreed and 40 (47.1%) respondents agreed that the filing system helps in managing workload, while 10 (11.8%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.13: Filing System Improve the Quality of Service
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	35
	41.2%

	Agree
	35
	41.2%

	Disagree
	10
	11.8%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.13 showed that, 35 (41.2%) respondents strongly agreed and 35 (41.2%) respondents agreed that the filing system improves the quality of service, while 10 (11.8%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.14: Filing System Reduce the Need for Repetitive Tasks
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	30
	35.3%

	Agree
	45
	52.9%

	Disagree
	5
	5.9%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.14 showed that, 30 (35.3%) respondents strongly agreed and 45 (52.9%) respondents agreed that the filing system reduces the need for repetitive tasks, while 5 (5.9%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.




Table 4.15: Filing System Help in Prioritizing Tasks
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	25
	29.4%

	Agree
	40
	47.1%

	Disagree
	15
	17.6%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.15 showed that, 25 (29.4%) respondents strongly agreed and 40 (47.1%) respondents agreed that the filing system helps in prioritizing tasks, while 15 (17.6%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.16: Filing System Increase Accuracy in Document Management
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	40
	47.1%

	Agree
	35
	41.2%

	Disagree
	5
	5.9%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.16 showed that, 40 (47.1%) respondents strongly agreed and 35 (41.2%) respondents agreed that the filing system increases accuracy in document management, while 5 (5.9%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.17: Filing System Reduce the Time Spent on document retrieval
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	35
	41.2%

	Agree
	40
	47.1%

	Disagree
	5
	5.9%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.17 showed that, 35 (41.2%) respondents strongly agreed and 40 (47.1%) respondents agreed that the filing system reduces the time spent on document retrieval, while 5 (5.9%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.18: Filing System Help in Increasing Employees Satisfaction
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	40
	47.1%

	Agree
	30
	35.3%

	Disagree
	10
	11.8%

	Strongly Disagree
	5
	5.9%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.18 showed that, 40 (47.1%) respondents strongly agreed and 30 (35.3%) respondents agreed that the filing system helps in increasing employee satisfaction, while 10 (11.8%) respondents disagreed and 5 (5.9%) respondents strongly disagreed with the statement respectively.



Table 4.19: Filing System Help in Reducing the Risk of Losing Documents
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	45
	52.9%

	Agree
	35
	41.2%

	Disagree
	5
	5.9%

	Strongly Disagree
	0
	0.0%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.19 showed that, 45 (52.9%) respondents strongly agreed and 35 (41.2%) respondents agreed that the filing system helps in reducing the risk of losing documents, while 5 (5.9%) respondents disagreed and no respondent strongly disagreed with the statement.



Table 4.20: Filing System Help in Maintaining Data Security
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	50
	58.8%

	Agree
	30
	35.3%

	Disagree
	5
	5.9%

	Strongly Disagree
	0
	0.0%

	Total
	85
	100%


Source: Researcher’s fieldwork 2025
Table 4.20 showed that, 50 (58.8%) respondents strongly agreed and 30 (35.3%) respondents agreed that the filing system helps in maintaining data security, while 5 (5.9%) respondents disagreed and no respondent strongly disagreed with the statement.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This study aimed to explore the effect of a good filing system on the productivity of a secretary in organizations. A good filing system is considered a vital tool in any office environment, impacting efficiency, time management, accuracy, and overall productivity. The research was conducted through a survey with 85 respondents, mainly secretaries, to assess their views on the importance of an efficient filing system.
The findings revealed that an effective filing system significantly improved task completion efficiency, enhances communication among team members, and reduces the time spent on document retrieval. Secretaries who had access to a well-organized filing system reported better document retrieval times, fewer errors in document handling, and an improvement in decision-making speed. Furthermore, training on filing systems was found to boost productivity by increasing both accuracy and the ability to manage work priorities.
The study also highlighted that good filing systems contribute to employees’ satisfaction by reducing stress levels and offering more time to focus on high-priority tasks. Most respondents strongly agreed that a good filing system improved the quality of service and reduced the risk of losing important documents.
5.2 Conclusion
In conclusion, a good filing system is a critical element in improving the productivity of secretaries. It not only enhances organizational efficiency but also fosters better time management, document handling, and overall workplace effectiveness. The findings suggested that an organized filing system provides a structured environment that facilitates smoother workflows, reduces the likelihood of errors, and boosts decision-making speed.
Additionally, the research found that training employees in the use of filing systems enhances their ability to utilize these systems effectively, leading to improved work performance. Therefore, any organization looking to boost the productivity of its secretarial staff should prioritize implementing efficient filing systems and ensure that their secretarial staff are properly trained in its use.
5.3 Recommendations
1. Implementation of Structured Filing Systems: Organizations should adopt well-structured and systematic filing systems to improve document retrieval and management. This will enhance the overall productivity of secretaries by reducing the time spent searching for files and reducing errors in document handling.
2. Regular Training on Filing Systems: It is essential to regularly train secretaries on best practices for organizing and managing files. Proper training ensures that secretaries are well-versed in using the filing system efficiently, improving their task completion and productivity.
3. Invest in Digital Filing Systems: Organizations should consider investing in digital filing systems, which offer faster and more efficient ways of storing and retrieving documents. Digital systems also reduce the risk of physical document loss and improve accessibility.
4. Foster a Collaborative Filing Environment: Encourage collaboration and communication among teams in managing and maintaining the filing system. This could include periodic audits of the filing system and discussions on how to further improve it.
5. Evaluate and Update Filing Systems Regularly: Regular evaluation of the filing system is important to ensure it is up-to-date and continues to meet the needs of the organization. As technology evolves, so should the filing system, to adapt to changing office requirements.
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Dear Sir/Ma,

RESEARCH QUESTIONNAIRES
	This is a research instrument to elicit information relevant for research work titled Effect of Good Filling System on Productivity of a Secretary.
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QUESTIONNAIRE
1. Efficient Filing Systems Improve the Productivity of a Secretary
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Filing Systems Enhance the Speed of Document Retrieval
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Filing Systems Improve Task Completion Efficiency
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Filing Systems Improve the Organization of Documents
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Efficient Filing Systems Reduce Errors in Document Handling
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Filing Systems Enhance Communication Among Team Members
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Filing Systems Help in Organizing Work Priorities
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Filing Systems Improve the Speed of Decision-Making
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Organized Filing Systems Help in Reducing Stress for Secretaries
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Training on Filing Systems Improves Productivity
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Efficient Filing Systems Save Time on File Retrieval
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Filing Systems Help in Managing Workload
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Filing Systems Improve the Quality of Service
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Filing Systems Reduce the Need for Repetitive Tasks
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Filing Systems Help in Prioritizing Tasks
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Filing Systems Increase Accuracy in Document Management
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Filing Systems Reduce the Time Spent on Document Retrieval
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Filing Systems Help in Increasing Employee Satisfaction
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Filing Systems Help in Reducing the Risk of Losing Documents
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Filing Systems Help in Maintaining Data Security
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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