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ABSTRACT
In today's rapidly evolving job market, computer literacy has become a fundamental skill essential for enhancing the employability of professionals in various fields, particularly secretaries. This project investigates the significance of computer literacy in boosting the career prospects of secretaries, who are often at the forefront of administrative tasks and organizational operations. The study examines how proficiency in software applications, digital communication tools, and data management systems enhances the effectiveness and efficiency of secretaries in their daily duties. By analyzing industry trends, technological advancements, and employer expectations, the research highlights the critical role that computer skills play in improving job performance and securing higher-level positions. Furthermore, the study explores the increasing demand for secretaries to possess advanced technical competencies, such as managing virtual meetings, handling cloud-based documentation, and utilizing collaborative platforms. Ultimately, this project emphasizes the direct correlation between computer literacy and the ability of secretaries to remain competitive in the modern workforce, underlining its importance for career advancement and job retention.
Keywords: Computer Literacy, Employability, Secretaries, Administrative Skills, Digital Competency
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
The demand for computer literacy in the workforce has grown exponentially in recent years, driven by rapid technological advancements that have transformed business operations globally. Information technology (IT) has revolutionized how businesses function, necessitating those employees at all levels, particularly administrative professionals such as secretaries, acquire strong computer skills (Kaur & Sharma, 2018). In today’s fast-paced, highly competitive business environment, possessing computer literacy is no longer considered optional but is regarded as a fundamental requirement. Secretaries, who have traditionally been at the heart of organizational administration, play a critical role in ensuring the seamless execution of daily operations (Ono, 2021). Their responsibilities often include scheduling meetings, coordinating communications, managing records, preparing reports, and offering essential administrative support to executives (Kaur & Sharma, 2018).
With the growing reliance on digital technologies, the traditional role of secretaries has undergone a profound transformation. The need for secretaries to be proficient in using various software tools has expanded from basic word processing and spreadsheet management to mastering more complex systems such as databases, project management tools, cloud storage platforms, and communication technologies (Jahangir & Naeem, 2020). These skills not only enhance their ability to perform routine administrative tasks efficiently but also enable them to support advanced managerial functions, contributing to improved decision-making processes within organizations (Bostancı, 2019).
In addition to technical skills, secretaries must develop an understanding of digital communication channels, including email, video conferencing, and collaborative tools like Google Workspace and Microsoft Teams, which are increasingly becoming integral to modern organizational communication (Sánchez & Mahfouz, 2020). The evolving demands on secretaries require them to continually update their technological skills to stay relevant in the workforce, as companies seek employees who can seamlessly adapt to new digital environments and technologies (Jahangir & Naeem, 2020). This shift toward digital competence highlights the importance of computer literacy as a driving force for career success and job security within administrative roles.
Proficiency in computer skills, including word processing, data management, spreadsheet software, and email communication, is foundational to an efficient secretary's role (Ono, 2021). These basic skills are essential for performing a wide range of administrative tasks such as drafting documents, maintaining records, scheduling appointments, and communicating with various stakeholders within and outside the organization. As organizations become increasingly dependent on digital technologies, computer literacy has become a vital tool in enhancing secretaries' productivity and operational efficiency. Through the use of office software such as Microsoft Word, Excel, and Outlook, secretaries can streamline administrative processes, automate routine tasks, and improve overall work quality, which in turn reduces human error and enhances organizational performance (Kaur & Sharma, 2018).
However, in the modern workplace, basic computer skills alone are no longer sufficient. The expectations placed on secretaries have shifted, requiring them to possess more advanced technological skills. Today's secretaries are expected to navigate and effectively use specialized software and platforms such as project management tools (e.g., Asana, Trello), cloud-based storage solutions (e.g., Google Drive, Dropbox), and virtual communication platforms (e.g., Zoom, Microsoft Teams) (Jahangir & Naeem, 2020). These tools facilitate collaboration, streamline workflows, and support real-time communication, all of which are crucial in a fast-paced, globalized work environment. For instance, cloud-based tools allow secretaries to access and share documents securely and instantly, regardless of location, ensuring that they can manage documents and projects efficiently (Sánchez & Mahfouz, 2020).
This study explores the essential role of computer literacy in enhancing the employability of secretaries. By examining the impact of digital skills on job performance, career prospects, and professional development, the research aims to highlight how computer literacy serves as a critical tool for career advancement in administrative roles.
1.2 Statement of the Problem
In the contemporary business landscape, the demand for secretaries with strong computer literacy has grown significantly due to the increasing integration of technology in daily business operations. However, despite the evident importance of computer skills in enhancing the employability of secretaries, there remains a gap in understanding how computer literacy specifically impacts their career advancement, job performance, and overall employability. Many secretaries, particularly those in traditional administrative roles, still possess limited computer skills and struggle to keep pace with rapidly evolving technological tools (Bostancı, 2019).
As organizations continue to embrace digital transformation, secretaries are expected not only to manage administrative tasks but also to contribute to strategic functions such as project management, virtual collaboration, and data analysis (Sánchez & Mahfouz, 2020). Secretaries with inadequate computer literacy may find themselves at a disadvantage when competing for higher-level positions or when attempting to fulfill new job responsibilities that require proficiency in advanced technologies (Jahangir & Naeem, 2020). The lack of computer literacy can thus create a barrier to career progression, limit job security, and reduce the overall productivity of the organization (Kaur & Sharma, 2018).
While existing studies highlighted the importance of digital skills for modern administrative roles, there is insufficient research on how the specific level of computer literacy influences the employability and career growth of secretaries across various industries (Ono, 2021). This gap in the literature necessitates an investigation into the relationship between computer literacy and employability outcomes for secretaries. Understanding the essence of computer literacy in this context is critical for shaping educational curricula, employer expectations, and training programs aimed at equipping secretaries with the necessary skills to thrive in today’s technologically-driven work environment.
1.3 Objectives of the Study
The primary objective of the study is the essence of computer literacy in enhancing employability of secretaries in today’s rapidly evolving business environment.   The specific objectives of the study are to:
1. Investigate the Impact of Computer Literacy on the Career Advancement of Secretaries
2. Examine the Role of Computer Literacy in Enhancing Job Performance and Productivity
3. Identify the Key Digital Tools Essential for Secretaries in Modern Work Environments
4. Assess the Relationship Between Computer Literacy and Employability in Various Sectors
5. Provide Recommendations for Improving the Computer Literacy of Secretaries

1.4 Research Questions
The primary aim of this study is to investigate the role of computer literacy in enhancing the employability of secretaries in today's technologically-driven work environment. In order to address this, the study raised the following research questions to guide the study:
1. What is the impact of computer literacy on the career advancement and job opportunities of secretaries?  
2. What impact does computer literacy have on the job performance and productivity of secretaries?
3. What specific digital tools are essential for secretaries to effectively perform their roles in modern work environments?
4. What is the influence of level of computer literacy on the employability of secretaries across different industries and sectors?
5. What are the most effective strategies for improving the computer literacy of secretaries to enhance their employability?

1.5 Significance of the Study
This study holds considerable significance for various stakeholders, including educational institutions, employers, and secretaries, as it emphasizes the essential role of computer literacy in enhancing employability and career progression in administrative positions. In an increasingly digital world, the rapid evolution of technology has reshaped organizational structures and work processes. Secretaries, once seen as traditional administrative support, now play a pivotal role in driving the digital transformation of businesses. As organizations heavily rely on digital tools to streamline operations, secretaries' proficiency in computer skills is crucial for maintaining efficiency and productivity (Bostancı, 2019). Therefore, understanding how computer literacy directly influences their employability and career trajectory is paramount in assessing how administrative roles have evolved in response to technological changes (Sánchez & Mahfouz, 2020).
For educational institutions, the findings of this study can serve as a guide to refining curricula that better align with the evolving needs of the workforce. As the demand for secretaries skilled in advanced technologies grows, educational programs should focus on providing comprehensive training in relevant digital tools such as project management software, cloud storage systems, and virtual collaboration platforms (Jahangir & Naeem, 2020). This will ensure that secretarial training programs remain relevant and equip students with the necessary skills to be competitive in the job market. Furthermore, institutions can tailor their curricula to reflect the most current industry demands, thereby ensuring that graduates are job-ready and prepared for the digital demands of the modern workplace (Ono, 2021).
For employers, this study provides insight into the critical skills they should prioritize when hiring secretaries. As technology becomes further ingrained in daily business operations, organizations need secretaries who are not only proficient in traditional administrative tasks but also capable of using digital tools to enhance business functions. The study underscores the importance of computer literacy in improving job performance, reducing administrative errors, and fostering smoother internal and external communication (Kaur & Sharma, 2018). Additionally, understanding the skills that drive employability will help employers create better training and professional development opportunities, ensuring that their administrative staff remains adaptable to technological advancements (Bostancı, 2019). In turn, this will help organizations maintain operational efficiency and foster a technologically competent workforce.
For secretaries, this study highlights the importance of continuously upgrading their computer skills to remain competitive in an increasingly digital job market. As the role of secretaries becomes more complex, involving tasks such as virtual meeting coordination, data management, and real-time communication, those with advanced computer literacy are better positioned to secure higher-level positions and achieve career growth (Ono, 2021). Moreover, this study aims to motivate secretaries to embrace technological tools, thereby increasing their value within an organization and improving job security. In doing so, they will be better equipped to handle emerging challenges and contribute to organizational success (Sánchez & Mahfouz, 2020).
This study not only offers valuable insights into the relationship between computer literacy and employability but also highlights the broader implications for professional development in secretarial roles. By examining how digital skills impact job performance, career advancement, and employability, this research emphasizes the critical need for secretaries to develop and refine their computer skills to remain competitive in a technology-driven job market.
1.6 Delimitation of the Study
This study focuses on investigating the role of computer literacy in enhancing the employability of secretaries, with a specific emphasis on the digital tools and technologies essential for their job performance. The research will be delimited to secretaries working in corporate and government administrative environments, excluding those in other sectors such as healthcare, where the scope of duties and technological requirements may differ significantly. Additionally, the study will concentrate on the impact of computer literacy on secretaries’ career advancement and employability within organizations that actively utilize digital tools in their operations.
The research will also be delimited to secretaries who have received formal training in administrative roles, excluding those with informal or on-the-job training. This ensures that the study examines the relationship between structured computer literacy training and employability outcomes. The focus will primarily be on examining secretaries' proficiency with general office software (e.g., Microsoft Office, project management tools) and communication platforms, excluding specialized or industry-specific digital tools unless they are essential for typical secretarial functions.
Furthermore, this study will not delve into the specific technological requirements or preferences of individual organizations, as it aims to provide a broader understanding of the general digital competencies needed across various sectors. The research will also be limited to a cross-sectional design, assessing computer literacy and its effects on employability at a specific point in time, without examining long-term trends or changes in skills over time.
1.7 Limitation of the Study
While this study aims to provide valuable insights into the role of computer literacy in enhancing the employability of secretaries, several limitations should be acknowledged. Firstly, the study will be limited by its focus on selected private and public organizations   in Ilorin township area, which may not fully capture global differences in technology adoption and skill requirements for secretaries across various countries or cultures. Consequently, the findings may not be universally applicable but will provide relevant insights specific to the study’s context.
Another limitation is the reliance on self-reported data from secretaries and employers, which may lead to response biases or inaccuracies in assessing the actual level of computer literacy or its impact on employability. Since the study will primarily use survey methods, the results may not reflect the full complexity of the relationship between computer literacy and career outcomes, as that provides deeper insights into individual experiences may be lacking.
Additionally, the study will focus on secretaries working in corporate and administrative settings, leaving out those in industries with less reliance on digital tools, such as manufacturing or retail. As a result, the findings may not be representative of the experiences of secretaries in sectors where computer literacy is not as critical for job performance.
Lastly, the research will be cross-sectional in nature, providing a snapshot of the current state of computer literacy and employability but not capturing changes over time or the long-term effects of computer literacy on career growth and job security.


CHAPTER TWO
LITERATURE REVIEW
This chapter is on literature review on the essence of computer literacy in enhancing the employability of secretaries. The literature review is carried out under the listed sub headings.  
2.1 Introduction
2.2 The Role of Secretaries in Modern Organizations
2.3 Computer Literacy: Definition and Scope
2.4 Importance of Computer Literacy in Enhancing Job Performance
2.5 Computer Literacy and Career Advancement for Secretaries
2.6 Challenges Faced by Secretaries Lacking Computer Literacy

2.1 Introduction
The role of computer literacy in enhancing the employability of secretaries has become increasingly important in the digital age. The integration of technology in the workplace has led to the transformation of traditional secretarial roles, which were once centered around clerical tasks, into positions requiring a high level of digital competency (Kaur & Sharma, 2018). Secretaries today are expected to manage various administrative functions, including document preparation, communication, data management, scheduling, and the use of office software applications. As organizations continue to adopt new technologies, the need for computer literacy among secretaries has grown, making it an essential skill for success in the field.
The growing dependence on technology has not only changed the nature of secretarial work but also redefined the expectations for secretaries in terms of their skills and abilities. As the workplace becomes increasingly reliant on digital tools, secretaries are now expected to be highly proficient in various software applications and digital communication platforms. Research by Bostancı (2019) underscores the significant role that advanced computer skills play in the employability and career success of secretaries, stating that those who possess these skills are more likely to secure stable positions, experience career advancement, and enjoy higher salary prospects compared to their less tech-savvy counterparts. This shift reflects the changing nature of administrative roles, where digital competencies have become as important as traditional clerical tasks.
Proficiency in widely used programs such as Microsoft Word, Excel, and PowerPoint is no longer just a beneficial skill but rather a fundamental requirement for most administrative roles. For example, secretaries are expected to utilize Microsoft Word for creating, formatting, and editing professional documents, which is critical for communication and documentation purposes (Kaur & Sharma, 2018). Excel proficiency is equally essential, particularly for managing and analyzing data, tracking budgets, and generating financial reports—tasks that are common in secretarial positions (Smith & Zhang, 2021). PowerPoint, on the other hand, is frequently used for creating visually appealing presentations, which are necessary for meetings, briefings, and conferences (Green & Brown, 2019). The ability to use these tools proficiently not only streamlines secretarial tasks but also allows secretaries to complete tasks more efficiently, with a higher degree of accuracy and professionalism.
Furthermore, this digital proficiency empowers secretaries to handle more complex responsibilities. For instance, secretaries with advanced computer skills can easily manage large datasets, process information faster, and provide actionable insights, which would be impossible with manual methods (Lister, 2019). They are also better equipped to create comprehensive reports, charts, and graphs, which are essential for presenting information clearly to clients and colleagues (Bostancı, 2019). Additionally, their ability to use email, video conferencing platforms, and collaborative tools allows them to communicate more effectively with colleagues, clients, and superiors, ensuring that information flows smoothly within the organization (Johnson & Carter, 2020). The ability to perform such tasks efficiently enhances the overall productivity of the office, which in turn benefits the secretary’s personal performance and contributes to the organization’s success.
In essence, computer literacy is no longer just an added advantage but a necessity for secretaries. As the workplace continues to evolve, secretaries who are proficient in essential software and digital tools are better positioned to thrive in the modern workforce, demonstrating that computer literacy is integral not only to daily administrative tasks but also to career progression and overall job satisfaction.
Moreover, studies suggest that computer literacy is not only vital for performing basic administrative tasks but also plays a significant role in career progression. According to Green & Brown (2019), secretaries who are skilled in digital tools are better equipped to take on leadership roles and adapt to the changing technological demands of the workplace. This ability to adapt is crucial in today's fast-paced, tech-driven environments, where secretaries are expected to stay up to date with the latest software and office applications. In fact, computer skills are increasingly seen as a key factor influencing career growth, with many organizations considering digital proficiency when offering promotions or considering employees for higher-level positions (Smith & Zhang, 2021).
The continued development of digital skills is critical for secretaries to remain competitive in the job market. As technology evolves rapidly, secretaries must continuously update their knowledge and skills to keep pace with new software, tools, and systems used in administrative tasks. This demand for ongoing learning presents a challenge for those who may lack access to training or professional development opportunities (Bostancı, 2019). However, organizations that invest in the digital training and development of their secretarial staff tend to benefit from higher levels of productivity, efficiency, and overall job satisfaction among their employees (Johnson & Carter, 2020). This review will therefore examine not only the positive impacts of computer literacy on secretarial work but also the challenges faced by secretaries who struggle to keep up with the ever-changing technological landscape.
This literature review will explore the multifaceted ways in which computer literacy is essential for secretaries in the digital age, examining its relevance in administrative functions, its role in career advancement, and its contribution to organizational success. Additionally, the review will address the ongoing challenges of computer illiteracy among secretaries and the importance of continuous learning to maintain employability in an increasingly digital world.
2.2 The Role of Secretaries in Modern Organizations
Traditionally, secretaries were responsible for essential administrative tasks such as filing, scheduling, and handling correspondence. However, the ongoing digital transformation within organizations has significantly elevated their roles, positioning secretaries as pivotal players in the management of information, communication, and organizational workflow. Today, secretaries are expected to take on a more expansive range of responsibilities that go beyond traditional administrative duties. They often oversee complex tasks such as managing databases, facilitating online meetings, coordinating virtual projects, and utilizing digital collaboration platforms to ensure seamless communication between teams and departments (Bostancı, 2019).
With the growing integration of technology in the workplace, the scope of a secretary's role has significantly expanded to encompass proficiency in a wide range of digital tools. These tools include essential office suites such as Microsoft Office and Google Workspace, which are fundamental for creating, editing, and sharing documents, spreadsheets, and presentations (Sánchez & Mahfouz, 2020). Additionally, project management software like Trello, Asana, or Monday.com is now indispensable for secretaries who are responsible for tracking the progress of multiple projects, coordinating tasks, and ensuring that deadlines are met effectively. These platforms allow secretaries to monitor timelines, communicate with team members, and maintain organized workflows in a manner that traditional methods, such as paper-based tracking, could not support (Sánchez & Mahfouz, 2020).
Furthermore, the widespread adoption of cloud storage systems like Google Drive, Dropbox, or OneDrive has transformed how secretaries manage data and documents. These systems provide secure, real-time access to files from any location, enabling secretaries to collaborate with colleagues, update records, and back up vital documents seamlessly. The shift to cloud-based tools has increased the demand for secretaries who can manage vast amounts of digital information efficiently while ensuring data privacy and integrity (Green & Brown, 2019).
In addition to handling essential software, modern secretaries are also tasked with organizing and managing virtual meetings, which has become an increasingly critical function in the workplace due to the rise of remote and hybrid work models. Using video conferencing platforms such as Zoom, Microsoft Teams, or Skype, secretaries are responsible for scheduling meetings, coordinating participants, managing the technology (e.g., setting up virtual rooms), and providing technical support when needed. This responsibility has made it necessary for secretaries to not only understand the basic functionalities of these platforms but also to troubleshoot issues that may arise, ensuring that meetings proceed without disruptions (Sánchez & Mahfouz, 2020).
The expertise required to handle these digital tools is no longer considered optional in the modern office environment. As organizations continue to digitize their processes, secretaries must demonstrate proficiency in these tools to ensure the smooth operation of day-to-day business functions. According to Green and Brown (2019), organizations increasingly expect secretaries to be well-versed in these technologies, as they play a key role in enhancing productivity, improving communication, and contributing to overall operational efficiency. Therefore, it is essential for secretaries to continuously develop and update their digital skills to remain competitive in the fast-evolving workplace (Sánchez & Mahfouz, 2020).
As organizations continue to embrace new technologies, the importance of computer literacy in enhancing the employability of secretaries will only grow. The evolving role of secretaries as technology-driven professionals is central to their ability to remain competitive in the job market and contribute meaningfully to the success of their organizations.
2.3 Computer Literacy: Definition and Scope
Computer literacy can be defined as the ability to use computers and related technologies effectively, which includes proficiency in using software tools for word processing, data management, communication, and information retrieval (Ono, 2021). For secretaries, this skill set encompasses basic abilities such as word processing, spreadsheet management, and email communication, as well as more advanced competencies. These include the use of cloud-based platforms for file storage and collaboration, project management software like Trello and Asana, and virtual communication tools such as Zoom and Microsoft Teams (Kaur & Sharma, 2018). In modern organizations, computer literacy goes beyond simple software use; it also involves the ability to navigate increasingly complex technological ecosystems, including automation tools, collaboration platforms, and data analytics software.
The scope of computer literacy in secretarial roles has expanded significantly in response to the growing integration of technology in business operations. With the rise of automation, artificial intelligence (AI), and cloud-based solutions, secretaries are expected to handle more than just routine administrative tasks (Ono, 2021). These technological advancements have transformed secretarial roles, requiring a broader skill set that includes not only basic administrative functions but also the ability to leverage sophisticated digital tools for a wide range of organizational activities. For example, secretaries today are often responsible for managing and analyzing large datasets, scheduling and facilitating virtual meetings, and coordinating projects using digital platforms such as Trello, Asana, or Monday.com. These tasks demand a more advanced understanding of digital tools and software than in the past (Sánchez & Mahfouz, 2020).
Additionally, as automation and AI technologies continue to evolve, secretaries are increasingly expected to oversee the automated execution of repetitive tasks, allowing organizations to optimize workflows and reduce manual intervention (Sánchez & Mahfouz, 2020). The growing reliance on cloud-based solutions for data storage and collaboration also means that secretaries must be skilled in managing cloud-based platforms like Google Drive, Dropbox, and OneDrive, ensuring that critical documents are easily accessible and securely shared across teams and departments (Ono, 2021). Moreover, secretaries often serve as the primary point of contact for managing virtual meetings, coordinating remote teams, and handling communications across various digital platforms like Zoom, Microsoft Teams, or Skype, requiring a high level of competency in these technologies (Kaur & Sharma, 2018).
This shift reflects the changing nature of administrative roles, where technological proficiency has become integral to job performance and overall organizational success. As businesses increasingly rely on digital solutions to drive productivity and collaboration, secretaries are expected to be proactive in supporting digital transformation within their organizations. Research by Green and Brown (2019) supports this notion, highlighting that secretaries who possess advanced computer literacy are better positioned to contribute strategically to their organizations' operations, boosting their value within the workplace. Therefore, the ability to use digital tools effectively is no longer just an asset but a critical competency for secretaries seeking to enhance their employability and career progression in the digital age (Sánchez & Mahfouz, 2020).
Furthermore, the increasing reliance on cloud storage platforms such as Google Drive and Dropbox, along with the rise of collaborative tools like Slack and Microsoft Teams, means that secretaries must be adept at managing information across multiple systems and facilitating communication within remote and hybrid work environments. According to Ono (2021), secretaries' ability to use these digital platforms efficiently can significantly improve productivity, reduce operational costs, and enhance team collaboration. As these technologies become more advanced and widespread, secretaries who are not proficient in them may find it difficult to keep up with the demands of their roles.
The demand for computer literacy has grown in tandem with the evolution of secretarial duties, as organizations increasingly rely on technology to drive efficiency and innovation. In the past, secretarial work primarily revolved around administrative tasks such as scheduling, filing, and correspondence. However, as business operations have become more complex and digitally driven, secretaries are now expected to perform tasks with greater speed, accuracy, and proficiency in digital tools. Secretaries today must be able to manage large volumes of data, communicate effectively through digital platforms, and support high-level decision-making processes by leveraging technology (Kaur & Sharma, 2018).
Research indicates that secretaries who possess advanced computer skills and digital proficiency are more likely to experience career progression, job security, and increased salaries compared to their less tech-savvy counterparts (Kaur & Sharma, 2018). For example, secretaries who can effectively use project management software, handle virtual communication tools, and maintain cloud-based systems are more efficient in their roles, making them more valuable assets to their organizations. This, in turn, enhances their employability prospects and opens up opportunities for career growth within their respective fields (Sánchez & Mahfouz, 2020).
Moreover, the scope of computer literacy is no longer limited to performing basic administrative functions. Instead, it extends to more strategic and value-added responsibilities that contribute directly to organizational success. Secretaries who are skilled in data analysis, report generation, and the use of business intelligence tools can support decision-making processes and provide insights that drive business operations (Sánchez & Mahfouz, 2020). In this context, the proficiency in digital tools becomes a crucial differentiator in a highly competitive job market.
In today's digital economy, where technological advancements continually shape the workplace, computer literacy has become a fundamental factor in enhancing the employability and career trajectory of secretaries. As businesses continue to prioritize digital transformation and innovation, secretaries with strong computer skills are better positioned to contribute to these initiatives, thereby enhancing their job security, professional development, and long-term career prospects (Kaur & Sharma, 2018; Sánchez & Mahfouz, 2020).
2.4 Importance of Computer Literacy in Enhancing Job Performance
Computer literacy plays a crucial role in enhancing job performance among secretaries by enabling them to complete administrative tasks with greater efficiency and accuracy. Proficiency in various digital tools empowers secretaries to meet organizational demands while minimizing human error, leading to smoother operations and improved outcomes for their teams and employers. For instance, secretaries skilled in word processing software like Microsoft Word can quickly create professional documents, format reports, and draft correspondence with precision (Sánchez & Mahfouz, 2020). This proficiency allows them to handle high volumes of work while maintaining consistency and quality, which are essential in fast-paced office environments. Similarly, spreadsheet software such as Microsoft Excel is invaluable for secretaries who need to manage complex data sets, perform calculations, and track key performance metrics, significantly enhancing their ability to support decision-making and reporting functions within the organization (Sánchez & Mahfouz, 2020).
In addition to boosting technical competence, computer literacy facilitates better time management, collaboration, and communication, which are essential aspects of a secretary's role. Secretaries who are proficient in digital tools are better equipped to organize, prioritize, and complete their tasks efficiently, ensuring that deadlines are met and organizational goals are achieved. Tools such as project management software, including Trello, Asana, and Monday.com, enable secretaries to create task lists, assign deadlines, track progress, and collaborate on specific projects in real-time (Bostancı, 2019). These tools also help improve transparency within the team, allowing secretaries to oversee project timelines, monitor performance, and identify potential bottlenecks. By effectively utilizing these platforms, secretaries can manage multiple projects simultaneously while ensuring that work is completed within designated timeframes.
Moreover, digital communication platforms are critical for effective coordination and information-sharing, both within teams and with external stakeholders. For instance, email, instant messaging applications, and video conferencing tools like Zoom or Microsoft Teams are now central to daily operations in many workplaces. These platforms provide secretaries with the ability to communicate quickly and efficiently, ensuring that messages are conveyed clearly and timely across various levels of the organization (Bostancı, 2019). For example, secretaries can use email for formal communications, instant messaging tools for quick queries or updates, and video conferencing for virtual meetings or discussions, further improving collaboration and ensuring seamless communication between departments and external partners.
The ability to integrate these digital communication tools into their workflow also allows secretaries to act as key facilitators of cross-departmental collaboration. By managing communication channels and ensuring that all team members are on the same page, secretaries help eliminate misunderstandings, prevent delays, and foster an environment where teams can work together more effectively. As a result, secretaries who are skilled in digital communication tools are better positioned to facilitate smooth workflows, optimize information exchange, and contribute to a more organized and productive workplace (Green & Brown, 2019).
In today's increasingly digital world, the combination of technical skills, time management capabilities, and efficient communication makes computer-literate secretaries essential in driving organizational success and innovation. Their ability to navigate digital tools for communication, project tracking, and collaboration not only enhances their individual job performance but also elevates the overall performance of the organization as a whole.
Moreover, as organizations increasingly rely on digital platforms to enhance flexibility and remote work capabilities, secretaries are expected to coordinate virtual meetings and manage email correspondence more effectively. Proficiency in using cloud-based storage solutions, such as Google Drive, Dropbox, or Microsoft OneDrive, enables secretaries to access, organize, and collaborate on organizational data from any location, allowing them to support teams irrespective of geographic boundaries (Ono, 2021). These cloud-based tools facilitate real-time collaboration by allowing secretaries to share documents, update files, and provide feedback seamlessly, all of which are essential for maintaining workflow continuity in a remote or hybrid work environment.
Furthermore, cloud solutions help to ensure that important information is securely stored and can be easily retrieved, eliminating the risk of lost or inaccessible data. This level of accessibility and convenience enhances productivity, as secretaries can manage administrative duties from anywhere, reducing the need for physical presence in the office and allowing for a more agile work schedule (Sánchez & Mahfouz, 2020). With employees and teams working across different time zones or locations, secretaries can ensure that all participants are equipped with the necessary resources and information, thus enhancing collaboration and supporting decision-making processes.
The growing reliance on these cloud-based platforms and digital workflows not only helps secretaries stay organized and efficient but also contributes to the broader goal of creating more agile and flexible work practices. As the business environment continues to evolve, secretaries who are proficient in these technologies will be better equipped to manage digital workflows, thereby ensuring that tasks are completed on time, communication is clear, and projects are successfully executed (Ono, 2021). This role in ensuring seamless digital operations plays a significant part in improving business outcomes, reducing downtime, and enhancing overall organizational efficiency. By managing these digital tools and workflows effectively, computer-literate secretaries contribute to the success of their organizations and improve their own employability in an increasingly technology-driven job market.
As a result, computer literacy has become an essential skill that directly influences job performance and contributes to the professional growth of secretaries. Those who are adept at using digital tools are more likely to enhance organizational efficiency, foster collaboration, and drive business success, further increasing their employability and career prospects in a technology-driven job market (Ono, 2021). By continuously updating their computer skills, secretaries can maintain a competitive edge and remain valuable assets in their organizations.
2.5 Computer Literacy and Career Advancement for Secretaries
The relationship between computer literacy and career advancement for secretaries is crucial in today’s digital-first workplace. Secretaries who possess advanced computer skills are increasingly viewed as valuable assets to their organizations, particularly because these skills enable them to handle more complex and strategic tasks, thus making them eligible for promotions and career advancement opportunities (Bostancı, 2019). As organizations continue to rely heavily on technology for operational efficiency, secretaries who can leverage digital tools like project management software, data analysis platforms, and communication tools are more likely to excel in higher-level roles that require greater responsibility and leadership (Sánchez & Mahfouz, 2020).
For example, secretaries skilled in using project management tools such as Trello, Asana, or Microsoft Project are more capable of overseeing cross-departmental initiatives, managing large volumes of information, and ensuring that team members collaborate seamlessly (Sánchez & Mahfouz, 2020). Additionally, proficiency in data analysis tools and business intelligence software enables secretaries to contribute to data-driven decision-making, which is an increasingly important responsibility in many modern organizations (Ono, 2021). The ability to effectively manage communication platforms, such as Microsoft Teams or Slack, further allows secretaries to streamline workflows, reduce errors, and ensure that information is shared efficiently among teams, thus making them indispensable to the organization's success.
Moreover, as the demand for digitally proficient professionals increases across industries, secretaries who lack computer literacy are at a clear disadvantage. Employers are increasingly seeking administrative professionals who are comfortable with technology and capable of performing a variety of tasks in a digital workspace (Kaur & Sharma, 2018). Job postings for administrative roles consistently list digital proficiency as a fundamental requirement, emphasizing the necessity for secretaries to be skilled in using a wide range of software tools and digital platforms. In fact, the absence of these skills can limit career prospects, as secretaries without strong digital competencies may struggle to secure higher-paying roles or face challenges in advancing within their organizations (Ono, 2021).
Secretaries who are equipped with advanced computer skills also gain a distinct advantage in navigating the modern workplace, where technology has become a cornerstone for operational success. The ability to use and adapt to a wide array of digital tools and platforms allows secretaries to take on more dynamic and value-added roles within their organizations (Kaur & Sharma, 2018). This shift in responsibilities positions them as more than just administrative assistants; they become strategic partners who contribute to the overall efficiency and productivity of their teams. As digital literacy becomes more ingrained in organizational culture, secretaries who stay current with technological trends and advancements can help their organizations better manage information, streamline operations, and stay competitive in an increasingly tech-dependent world (Bostancı, 2019).
For example, secretaries skilled in the use of cloud-based platforms such as Google Drive, Microsoft OneDrive, or Dropbox are able to facilitate seamless collaboration between remote teams and ensure that documents, presentations, and reports are readily accessible from any location. These cloud-based solutions offer the flexibility needed for modern-day work environments, where remote collaboration and flexibility are essential for success (Ono, 2021). Furthermore, the use of digital communication tools such as Zoom, Microsoft Teams, or Skype enables secretaries to facilitate virtual meetings, ensuring that key stakeholders remain engaged, and decisions are made efficiently, even in remote or hybrid work settings (Sánchez & Mahfouz, 2020). The ability to coordinate and manage digital meetings and communication channels is a critical skill that enhances the secretary's role in the overall functioning of the organization.
As technology continues to evolve, secretaries with advanced computer skills can assist with complex data analysis, utilizing tools like Excel or specialized software such as Tableau or Power BI for data visualization and reporting. These skills allow secretaries to generate insights that can influence business strategies, support decision-making processes, and optimize internal operations (Bostancı, 2019). Additionally, proficiency in customer relationship management (CRM) software such as Salesforce or HubSpot enables secretaries to manage client interactions, track sales leads, and maintain valuable customer data, all of which contribute to a company’s customer service and sales goals. This ability to handle data-driven tasks expands the scope of a secretary's responsibilities and significantly increases their professional value (Sánchez & Mahfouz, 2020).
Moreover, secretaries who continuously update their technical skills through professional development programs or certification courses are more likely to advance their careers. Continuous learning in areas such as data analytics, cloud computing, or digital project management positions secretaries as leaders in driving technological adoption within their organizations (Ono, 2021). As organizations place more emphasis on technology-driven performance, secretaries with these skills can assist in the digital transformation processes, making them integral players in shaping their companies' future directions (Sánchez & Mahfouz, 2020). This ongoing skill development not only supports career advancement but also ensures that secretaries remain competitive in an ever-changing job market.
The rapid pace of technological change underscores the need for secretaries to be adaptable and committed to ongoing learning. Secretaries who embrace new software tools, understand the latest digital trends, and actively participate in relevant training are more likely to enjoy long-term career growth and job security. Their technological fluency gives them the confidence to handle a wider range of tasks and take on greater responsibilities, which are often linked to higher-paying, more senior positions (Kaur & Sharma, 2018). As organizations continue to prioritize digital proficiency and technological literacy, secretaries who master these skills are likely to find themselves in high demand and enjoy a competitive edge in the job market (Ono, 2021).
Computer literacy has become an indispensable skill for secretaries in today’s fast-paced, technology-driven business environment. The ability to effectively use digital tools and platforms not only enhances job performance but also plays a vital role in career advancement, particularly in the context of evolving business demands. Secretaries who possess strong computer skills can streamline administrative tasks, improving the efficiency and accuracy of their work, thus contributing to the overall productivity of the organization (Bostancı, 2019). Furthermore, these professionals are better equipped to navigate complex systems and software applications, which is increasingly essential for handling the dynamic responsibilities that come with modern administrative roles (Sánchez & Mahfouz, 2020).
The ability to use digital tools such as project management software, cloud-based storage systems, and communication platforms is crucial in today’s business landscape. Secretaries who are adept in these tools are not only more efficient but also able to support key decision-making processes by providing timely data, creating presentations, and managing communication within and outside the organization (Ono, 2021). This strategic use of technology positions secretaries as valuable assets within organizations, enabling them to take on more complex responsibilities that go beyond traditional administrative tasks (Kaur & Sharma, 2018). As organizations increasingly rely on technology to stay competitive, secretaries with advanced computer literacy are positioned to lead or facilitate digital transformation processes, making them key players in shaping organizational strategies and innovation (Sánchez & Mahfouz, 2020).
2.6 Challenges Faced by Secretaries Lacking Computer Literacy
While computer literacy is critical for enhancing employability, many secretaries still face challenges in acquiring or maintaining these skills, particularly due to the rapid pace of technological advancements. As technology evolves at an unprecedented rate, secretaries are required to stay updated with new software tools, systems, and digital platforms to remain competitive in the workforce (Kaur & Sharma, 2018). The growing reliance on cloud-based applications, data analytics, and automation tools in administrative roles means that secretaries must continually adapt to new technologies to meet the increasing demands of modern workplaces (Sánchez & Mahfouz, 2020). However, secretaries who struggle to keep up with these advancements may experience difficulty in meeting organizational expectations, leading to job stagnation or, in some cases, job displacement by more technologically adept professionals (Bostancı, 2019).
One of the primary barriers to improving computer literacy among secretaries is the lack of access to relevant training resources. Many secretaries may not have the opportunity to receive formal education or training on the latest software or digital tools used in their field. This issue is particularly prevalent in organizations that fail to invest in the professional development of their administrative staff or in sectors where access to technology and training opportunities is limited (Ono, 2021). Without adequate access to updated training programs, secretaries may find themselves unable to keep pace with technological advancements, leading to a skills gap between them and more digitally proficient colleagues. This gap can hinder their job performance and diminish their ability to take on more complex responsibilities, such as managing large datasets, coordinating remote teams, or utilizing collaborative platforms like Microsoft Teams or Slack (Sánchez & Mahfouz, 2020).
In addition, secretaries working in smaller organizations or non-profits may be particularly vulnerable to this lack of training opportunities, as these companies may not have the financial resources to invest in employee development programs (Kaur & Sharma, 2018). Consequently, secretaries in such organizations may be left behind in terms of technological proficiency, as they are not provided with the necessary tools and skills to stay competitive in the job market. As the demand for computer-literate professionals continues to rise across industries, secretaries who lack access to these essential learning resources may find themselves increasingly at a disadvantage when seeking promotions or new job opportunities (Bostancı, 2019). This situation further highlights the importance of employers recognizing the value of investing in training and offering continuous learning opportunities to ensure that administrative professionals remain up to date with emerging technologies and stay relevant in their roles.
Additionally, financial constraints may also play a significant role in preventing secretaries from accessing computer literacy training. Many professional development programs, certification courses, or workshops focused on digital skills can be costly, and secretaries may not have the financial resources to pursue them. This limitation exacerbates the digital divide within the workforce, leaving those who are unable to afford training at a distinct disadvantage when it comes to career advancement opportunities (Sánchez & Mahfouz, 2020). Research indicates that employees who lack the financial means to pursue further education or professional development often experience stagnation in their careers, as they are unable to acquire the digital competencies that have become essential in today’s job market (Green & Brown, 2019). This financial barrier can also discourage secretaries from seeking out informal learning opportunities, such as online tutorials or digital courses, as the costs of certifications and necessary tools may still remain prohibitive.
Furthermore, some secretaries may lack the necessary support from their employers to improve their computer literacy. Organizations that do not prioritize technology training for administrative professionals may unintentionally contribute to a widening digital skills gap. Without employer support in terms of funding or time for training, secretaries are left to navigate the complexities of technology on their own, which can create frustration and hinder their ability to succeed in their roles (Bostancı, 2019). Moreover, without support, secretaries may struggle to find reliable resources or mentorship to help them stay updated on emerging software and tools that could enhance their job performance (Ono, 2021). In the absence of such support, secretaries may be unable to develop the advanced skills needed to thrive in a modern, technology-driven workplace. This lack of employer investment in skill development may not only limit the professional growth of secretaries but could also lead to diminished organizational performance, as organizations fail to fully leverage the potential of their administrative professionals (Sánchez & Mahfouz, 2020).
These challenges not only affect the individual secretary’s employability and career progression but also contribute to broader organizational inefficiencies. When secretaries lack computer literacy, they may struggle to effectively perform their duties, leading to delays, errors, and communication breakdowns that can negatively impact the organization’s overall productivity (Sánchez & Mahfouz, 2020). Consequently, addressing the digital skills gap is not only vital for the professional growth of secretaries but also essential for improving organizational performance in an increasingly competitive business environment.
Moreover, the fast pace of technological advancements creates an ever-growing challenge for secretaries who are unable to keep up with the latest digital tools. The increasing integration of advanced technologies such as automation, artificial intelligence (AI), and big data analytics into organizational workflows means that secretaries need to continuously upgrade their skills to remain competitive (Ono, 2021). Secretaries who are not familiar with these technologies may struggle to manage tasks such as data entry, report generation, or organizing virtual meetings, all of which require a solid understanding of digital platforms and tools (Kaur & Sharma, 2018). As the demand for more tech-savvy administrative professionals continues to rise, those who lack the necessary skills risk being overlooked for career advancement opportunities and are more vulnerable to job displacement by others with advanced technological expertise (Bostancı, 2019).
In addition to the pressure to keep up with technological developments, secretaries often face the challenge of balancing the demands of their roles with the time required for acquiring new skills. For many administrative professionals, the workload can be overwhelming, leaving little time for professional development or attending training sessions (Sánchez & Mahfouz, 2020). Given that secretaries often serve as the backbone of organizational operations, managing everything from scheduling to communication and information management, their responsibilities have become increasingly demanding with the integration of digital tools. As a result, finding the time and resources to acquire new skills, particularly when working under tight deadlines, can be a significant barrier to professional growth.
Moreover, the lack of digital literacy among secretaries is not solely an individual challenge but is also exacerbated by organizational factors. Employers who fail to recognize the importance of computer literacy for administrative professionals may contribute to the widening digital skills gap. Without adequate training opportunities, such as workshops, seminars, or access to online courses, secretaries are left with minimal support in enhancing their skills (Sánchez & Mahfouz, 2020). For instance, smaller organizations with limited budgets may not have the capacity to invest in training programs, leaving their employees behind as larger companies with greater resources equip their administrative staff with the tools they need to thrive in the digital era (Bostancı, 2019). This disparity creates a competitive disadvantage for secretaries in smaller organizations, who may struggle to remain competitive against those employed in organizations that prioritize employee development and provide opportunities to learn new digital skills.
Additionally, another significant challenge faced by secretaries in acquiring computer literacy is the resistance to change that may exist within some workplaces. Secretaries who have been in their roles for many years may be accustomed to traditional, non-digital ways of completing tasks and may feel overwhelmed or intimidated by the constant updates in technology (Ono, 2021). This resistance can hinder their ability to adapt to new tools and platforms, creating frustration and limiting their productivity. To overcome this, it is important for organizations to not only provide training but also foster a culture that encourages continuous learning and technological adaptability among their employees.
However, overcoming these challenges presents a significant opportunity for both secretaries and their organizations. By providing access to resources like online courses, webinars, and workshops, organizations can ensure that their administrative staff are equipped with the tools necessary to succeed in a digital-first workplace. Employers that invest in continuous training not only benefit from the enhanced productivity and efficiency of their secretaries but also foster a workplace culture that values innovation and employee development (Ono, 2021). In turn, this can increase job satisfaction and retention rates among administrative professionals while enhancing overall organizational performance.


CHAPTER THREE
METHODOLOGY
This chapter outlined the research methodology used to investigate the role of computer literacy in enhancing the employability of secretaries.  The study will be discussed 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 for data collection in this study was a structured questionnaire design personally by the researcher. The questionnaire was designed to collect information about the role of computer literacy in enhancing the employability of secretaries. It consisted of Likert scale   closed questions ranging from strongly agree, agree, disagree, and strongly disagree, covering topics such as the types of digital tools secretaries use, their proficiency with these tools, and how computer literacy impacts their job performance and career progression. The questionnaire was developed based on existing literature and tailored to be easily understood by secretaries at various levels of computer literacy.
3.2 Population of the Study
The population for this study consisted of secretaries working in both private and public organizations. These secretaries hold various administrative roles and interact with different forms of technology daily. By focusing on secretaries, the study seeks to explore how computer literacy influences their ability to adapt to digital tools and contribute effectively to organizational operations. This population was chosen because the role of secretaries is heavily impacted by technological advancements, and their digital skills are essential to their job success. a total number of   97 secretaries was identified for the study.
3.3 Sample and Sampling Techniques
A stratified random sampling technique was used to select the sample for this study. The population was divided into different strata based on the size and sector of the organization (private or public). From each stratum, a simple random sampling was used to select 55 secretaries to ensure diversity and adequate representation in the sample. This sample size was determined to be adequate for statistical analysis while maintaining a manageable scope for the study.
3.4 Distribution and Collection of Data
The questionnaires were distributed personally by the researcher, hardcopies of the questionnaire were provided for secretaries at their respective organizations selected for the study. The data collection period lasted for two weeks, allowing enough time for participants to complete the questionnaires at their convenience. The return rate was 100% with 55 questionnaires distributed, completed and returned at the end of the data collection period.


3.5 Reliability
The reliability of the instrument was assessed using Cronbach’s alpha coefficient, which measures internal consistency. A pilot test of the questionnaire was conducted with a smaller group of 20 secretaries to determine the reliability of the instrument. The Cronbach’s alpha coefficient for the entire instrument was found to be 0.86, indicated a high level of internal consistency and reliability. This suggested that the questionnaire is a reliable tool for measuring the variables related to computer literacy and employability.
3.6 Validity
To ensure the validity of the instrument, Subject matter experts in both human resources and information technology examined the questionnaire to ensure the questions were appropriate, clear, and relevant to the research objectives. Feedback from the experts led to revisions, ensuring the instrument’s accuracy and relevance.
3.7 Method of Data Analysis
Data analysis was performed using quantitative methods. For quantitative data, descriptive statistics (frequency and percentages) were used to summarize the responses of the respondents on computer literacy and employability outcomes for secretaries. 






CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents analysis of data collected from 55 secretaries on the essence of computer literacy in enhancing employability of secretaries. The findings are displayed in 20 tables, focusing on areas such as software proficiency, time management, career advancement, and overall job satisfaction. The data is presented with response frequencies and percentages, providing insights into how computer literacy impacts secretaries' roles in a modern workplace.
4.2 Results
Table 4.1: Secretaries Use Computers in Their Daily Work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	81.82%

	Agree
	8
	14.55%

	Disagree
	1
	1.82%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table 4.1 above showed that 45 (81.82%) respondents strongly agreed and 8 (14.55%) respondents agreed that they use computers in their daily work, while 1 (1.82%) respondent disagreed and 1 (1.82%) respondent strongly disagreed with the statement.

Table 4.2: Secretaries Agree that Computer Literacy Is Essential for Their Job
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	47
	85.45%

	Agree
	6
	10.91%

	Disagree
	1
	1.82%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table 4.2 above showed that 47 (85.45%) respondents strongly agreed and 6 (10.91%) respondents agreed that computer literacy is essential for their job, while 1 (1.82%) respondent disagreed and 1 (1.82%) respondent strongly disagreed.



Table 4.3: Secretaries Feel Computer Literacy Enhances Their Job Performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	72.73%

	Agree
	13
	23.64%

	Disagree
	2
	3.64%

	Strongly Disagree
	0
	0%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
Table 4.3 above showed that 40 (72.73%) respondents strongly agreed and 13 (23.64%) respondents agreed that computer literacy enhances their job performance, while 2 (3.64%) respondents disagreed.no responses on strongly disagreed.



Table 4.4: Secretaries Believe that Computer Skills Improve Their Productivity
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	44
	80.00%

	Agree
	9
	16.36%

	Disagree
	1
	1.82%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
Table 4.4 above showed that 44 (80.00%) respondents strongly agreed and 9 (16.36%) respondents agreed that computer skills improve their productivity, while 1 (1.82%) respondent disagreed and 1 (1.82%) respondent strongly disagreed with the statement.




Table 4.5: Secretaries Agree That Computer Literacy Improves Their Ability to Meet Deadlines
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	41
	74.55%

	Agree
	10
	18.18%

	Disagree
	2
	3.64%

	Strongly Disagree
	2
	3.64%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
: Table 4.5 above showed that 41 (74.55%) respondents strongly agreed and 10 (18.18%) respondents agreed that computer literacy improves their ability to meet deadlines, while 2 (3.64%) respondents disagreed and 2 (3.64%) respondents strongly disagreed respectively.



Table 4.6: Secretaries Agree That Computer Literacy Is Vital for Communication with Colleagues
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	81.82%

	Agree
	7
	12.73%

	Disagree
	2
	3.64%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
: Table 4.6 above showed that 45 (81.82%) respondents strongly agreed and 7 (12.73%) respondents agreed that computer literacy is vital for communication with colleagues, while 2 (3.64%) respondents disagreed and 1 (1.82%) respondent strongly disagreed with the statement.






Table 4.7: Secretaries Feel Comfortable Using Microsoft Office Tools Like Word, Excel, and PowerPoint
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	42
	76.36%

	Agree
	11
	20.00%

	Disagree
	1
	1.82%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
: Table 4.7 above showed that 42 (76.36%) respondents strongly agreed and 11 (20.00%) respondents agreed that they feel comfortable using Microsoft Office tools like Word, Excel, and PowerPoint, while 1 (1.82%) respondent disagreed and 1 (1.82%) respondent strongly disagreed with the statement.



Table 4.8: Secretaries Believe Computer Literacy Helps in Handling Multiple Tasks Simultaneously
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	72.73%

	Agree
	12
	21.82%

	Disagree
	2
	3.64%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
: Table 4.8 above showed that 40 (72.73%) respondents strongly agreed and 12 (21.82%) respondents agreed that computer literacy helps them handle multiple tasks simultaneously, while 2 (3.64%) respondents disagreed and 1 (1.82%) respondent strongly disagreed respectively.






Table 4.9: Secretaries Agree That Computer Literacy Enables Them to Handle Office Software Applications Effectively
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	43
	78.18%

	Agree
	9
	16.36%

	Disagree
	2
	3.64%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
: Table 4.9 above showed that 43 (78.18%) respondents strongly agreed and 9 (16.36%) respondents agreed that computer literacy enables them to handle office software applications effectively, while 2 (3.64%) respondents disagreed and 1 (1.82%) respondent strongly disagreed respectively.



Table 4.10: Secretaries Feel That Computer Literacy Is Important for Effective Time Management
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	41
	74.55%

	Agree
	12
	21.82%

	Disagree
	1
	1.82%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table: 4.10 above showed that 41 (74.55%) respondents strongly agreed and 12 (21.82%) respondents agreed that computer literacy is important for effective time management, while 1 (1.82%) respondent disagreed and 1 (1.82%) respondent strongly disagreed with the statement.






Table 4.11: Secretaries Agree That Computer Literacy Affects Their Career Advancement Opportunities
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	44
	80.00%

	Agree
	9
	16.36%

	Disagree
	1
	1.82%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table: 4.11 above showed that 44 (80.00%) respondents strongly agreed and 9 (16.36%) respondents agreed that computer literacy affects their career advancement opportunities, while 1 (1.82%) respondent disagreed and 1 (1.82%) respondent strongly disagreed respectively.



Table 4.12: Secretaries Believe That Computer Literacy Enhances Their Problem-Solving Abilities
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	42
	76.36%

	Agree
	10
	18.18%

	Disagree
	2
	3.64%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table: 4.12 above showed that 42 (76.36%) respondents strongly agreed and 10 (18.18%) respondents agreed that computer literacy enhances their problem-solving abilities, while 2 (3.64%) respondents disagreed and 1 (1.82%) respondent strongly disagreed with the statement.






Table 4.13: Secretaries Feel that Computer Literacy Improves Their Ability to Manage Office Correspondence
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	43
	78.18%

	Agree
	9
	16.36%

	Disagree
	2
	3.64%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table 4.13 above showed that 43 (78.18%) respondents strongly agreed and 9 (16.36%) respondents agreed that computer literacy improves their ability to manage office correspondence, while 2 (3.64%) respondents disagreed and 1 (1.82%) respondent strongly disagreed respectively.



Table 4.14: Secretaries Agree That Computer Literacy Facilitates the Creation of Professional Reports and Presentations
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	44
	80.00%

	Agree
	9
	16.36%

	Disagree
	1
	1.82%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table: 4.14 above showed that 44 (80.00%) respondents strongly agreed and 9 (16.36%) respondents agreed that computer literacy facilitates the creation of professional reports and presentations, while 1 (1.82%) respondent disagreed and 1 (1.82%) respondent strongly disagreed.







Table 4.15: Secretaries Feel That Computer Literacy Enhances Their Communication Skills with Superiors
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	41
	74.55%

	Agree
	12
	21.82%

	Disagree
	2
	3.64%

	Strongly Disagree
	0
	0%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table: 4.15 above showed that 41 (74.55%) respondents strongly agreed and 12 (21.82%) respondents agreed that computer literacy enhances their communication skills with superiors, while 2 (3.64%) respondents disagreed with the statement.



Table 4.16: Secretaries Agree That Computer Literacy Enhances Their Ability to Work Independently
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	43
	78.18%

	Agree
	11
	20.00%

	Disagree
	1
	1.82%

	Strongly Disagree
	0
	0%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
Stable: 4.16 above showed that 43 (78.18%) respondents strongly agreed and 11 (20.00%) respondents agreed that computer literacy enhances their ability to work independently, while 1 (1.82%) respondent disagreed. There was no responses on strongly disagreed.






Table 4.17: Secretaries Agree That Computer Literacy Increases Their Ability to Adapt to New Technologies
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	43
	78.18%

	Agree
	11
	20.00%

	Disagree
	1
	1.82%

	Strongly Disagree
	0
	0%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table: 4.17 above showed that 43 (78.18%) respondents strongly agreed and 11 (20.00%) respondents agreed that computer literacy increases their ability to adapt to new technologies, while 1 (1.82%) respondent disagreed, no responses on strongly disagreed respectively.



Table 4.18: Secretaries Agree That Computer Literacy Helps in Performing Administrative Tasks More Efficiently
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	81.82%

	Agree
	9
	16.36%

	Disagree
	1
	1.82%

	Strongly Disagree
	0
	0%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table: 4.18 above showed that 45 (81.82%) respondents strongly agreed and 9 (16.36%) respondents agreed that computer literacy helps them perform administrative tasks more efficiently, while 1 (1.82%) respondent disagreed, none respondent on strongly disagreed with the statement.






Table 4.19: Secretaries Believe That Computer Literacy Increases Their Job Satisfaction
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	72.73%

	Agree
	12
	21.82%

	Disagree
	2
	3.64%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table: 4.19 above showed that 40 (72.73%) respondents strongly agreed and 12 (21.82%) respondents agreed that computer literacy increases their job satisfaction, while 2 (3.64%) respondents disagreed and 1 (1.82%) respondent strongly disagreed with the statement.



Table 4.20: Computer Literacy Improves Secretaries' Ability to Handle Office Correspondence
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	42
	76.36%

	Agree
	10
	18.18%

	Disagree
	2
	3.64%

	Strongly Disagree
	1
	1.82%

	Total
	55
	100%


Source: Researcher’s Fieldwork 2025
 Table: 4.20 above showed that 42 (76.36%) respondents strongly agreed and 10 (18.18%) respondents agreed that computer literacy improves their ability to handle office correspondence, while 2 (3.64%) respondents disagreed and 1 (1.82%) respondent strongly disagreed with the statement.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This project explores essence of computer literacy plays in enhancing the employability of secretaries. As organizations increasingly rely on technology to carry out administrative and organizational tasks, computer literacy has become a vital skill for secretaries. The study examines how the ability to use computers, specifically software like Microsoft Word, Excel, and PowerPoint, impacts the overall job performance, productivity, communication, and career progression of secretaries.
A survey conducted with 55 secretaries revealed that a majority strongly agreed that computer literacy is essential for their daily tasks and that it enhances their job performance. Furthermore, secretaries reported that computer skills improved their productivity, help meet deadlines, enhance communication with colleagues and superiors, and increase their ability to work independently. The study also found that computer literacy contributes to handling office software applications effectively, improves time management, problem-solving abilities, and overall job satisfaction.
The research findings highlighted that computer literacy has transformed the role of secretaries, making them more efficient, adaptable to new technologies, and capable of meeting the demands of modern workplaces. The results also underscore that secretaries who possess these skills have better career advancement opportunities and higher job satisfaction.

5.2 Conclusion
In conclusion, the project demonstrated the indispensable role of computer literacy in the modern secretary's professional life. The findings from the survey highlighted that secretaries who are proficient in computer skills can handle a wide range of tasks more efficiently and are better equipped to meet the expectations of their roles. Computer literacy is not only crucial for completing daily office tasks but also plays a significant role in career progression and personal development. It enables secretaries to improve productivity, manage time effectively, communicate with colleagues and superiors, and increase their overall job satisfaction.
The research findings also emphasized the importance of ongoing professional development and training in computer literacy for secretaries. Organizations must recognize the value of equipping their administrative staff with up-to-date technical skills to stay competitive and ensure that secretaries are prepared to take on evolving responsibilities. Therefore, it is evident that computer literacy is not merely a technical skill but a critical factor in enhancing the employability and career growth of secretaries in the digital age.

5.3 Recommendations
The following recommendations were made based on the findings and conclusion of the study
1. Organizations should organize computer Training Programs for secretaries. It is important that organizations provide continuous training in computer literacy for secretaries. This would ensure that their skills remain up-to-date with the latest software and technologies, thereby enhancing their efficiency and adaptability in the workplace.
2. Secretaries should be Encouraged to undertake Certification Courses: that is Secretaries should be encouraged to pursue certification courses in key office applications like Microsoft Office Suite, Google Workspace, and other relevant software. Certifications would not only enhance their technical abilities but also increase their employability and chances of career advancement.
3. Integration of Computer Literacy in Recruitment. Employers should prioritize computer literacy as a key criterion when hiring secretaries. Assessing computer skills as part of the recruitment process will ensure that new hires are equipped to meet the technological demands of their roles from the outset.
4. Development of a Digital Literacy Culture. Organizations should create a culture of digital literacy by promoting the use of technology across all levels of their workforce. Encouraging secretaries to adopt new technologies and improving their digital literacy will foster innovation and efficiency in the workplace.
5. Inclusion of Computer Literacy in Professional Development. Secretaries should be provided with professional development opportunities that focus on enhancing their computer literacy. By integrating computer literacy into career development plans, secretaries can further improve their job performance, productivity, and career progression opportunities.
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Dear Sir/Ma,

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


QUESTIONNAIRE
1. Secretaries Use Computers in Their Daily Work
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Secretaries Agree that Computer Literacy Is Essential for Their Job
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Secretaries Feel Computer Literacy Enhances Their Job Performance
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Secretaries Believe that Computer Skills Improve Their Productivity
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Secretaries Agree That Computer Literacy Improves Their Ability to Meet Deadlines
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Secretaries Agree That Computer Literacy Is Vital for Communication with Colleagues
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Secretaries Feel Comfortable Using Microsoft Office Tools Like Word, Excel, and PowerPoint
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Secretaries Believe Computer Literacy Helps in Handling Multiple Tasks Simultaneously
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Secretaries Agree That Computer Literacy Enables Them to Handle Office Software Applications Effectively
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Secretaries Feel That Computer Literacy Is Important for Effective Time Management
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Secretaries Agree That Computer Literacy Affects Their Career Advancement Opportunities
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Secretaries Believe That Computer Literacy Enhances Their Problem-Solving Abilities
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Secretaries Feel that Computer Literacy Improves Their Ability to Manage Office Correspondence
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Secretaries Agree That Computer Literacy Facilitates the Creation of Professional Reports and Presentations
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Secretaries Feel That Computer Literacy Enhances Their Communication Skills with Superiors
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Secretaries Agree That Computer Literacy Enhances Their Ability to Work Independently
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Secretaries Agree That Computer Literacy Increases Their Ability to Adapt to New Technologies
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Secretaries Agree That Computer Literacy Helps in Performing Administrative Tasks More Efficiently
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Secretaries Believe That Computer Literacy Increases Their Job Satisfaction
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Computer Literacy Improves Secretaries' Ability to Handle Office Correspondence
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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