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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
The rapid evolution of Information and Communication Technology (ICT) has fundamentally transformed how organizations operate in today’s global economy. One of the most visible areas of this transformation is in office administration, where secretaries traditionally seen as clerical support staffare now strategic contributors to organizational efficiency, productivity, and communication. In professional settings such as MTN Office Ilorin and Kwara State Polytechnic, the role of the secretary has evolved into a technologically intensive one, demanding proficiency in a wide range of computer applications and digital tools. 
The emergence of the knowledge economy has repositioned the secretary from a passive note-taker to an active player in organizational planning, communication coordination, and information management. As organizations become more digitalized, the demand for technologically competent secretarial personnel has skyrocketed. Modern secretaries are now required to go beyond typewriting and filing to handling electronic correspondence, managing databases, supporting virtual meetings, and generating analytical reports. These roles demand solid proficiency in a range of software tools such as Microsoft Office Suite, Google Workspace, database systems, communication platforms like Zoom and Microsoft Teams, as well as familiarity with office automation technologies (Boladele, 2002; Adedoyin, 2010). 
In Nigeria, where the digital divide remains a concern, the integration of computer literacy into the workplace has proven to be both a challenge and an opportunity. Professional organizations such as MTN Nigeria have invested significantly in digital infrastructure, placing a premium on the digital skills of their administrative workforce. At the same time, academic institutions such as Kwara State Polytechnic, which serve as breeding grounds for future professionals, are now expected to produce graduates particularly in Office Technology and Management (OTM) who are not only competent in traditional office procedures but also digitally fluent (Mumuni & Sam, 2014). In both contexts, the effectiveness of secretaries is increasingly judged by their ability to navigate computer-based environments, manage electronic communications, and execute tasks with speed and accuracy.
Computer skills, therefore, have become the linchpin of secretarial efficiency. A secretary who is proficient in using word processors, spreadsheets, presentation software, and internet applications can produce high-quality documents, communicate effectively with both internal and external stakeholders, and respond promptly to organizational needs. This is in contrast to the pre-computer era when tasks such as document preparation, file retrieval, and correspondence management were time-consuming and error-prone (Ezoem, 1995; Osuala, 2004). In today’s fast-paced business environment, delay or inefficiency in communication can lead to loss of opportunities and resources. Thus, computer skills directly influence how efficiently secretaries perform their duties and contribute to the broader organizational workflow.
Moreover, productivity is no longer measured merely by hours worked but by output quality and speed both of which are enhanced through ICT tools. For instance, a secretary who knows how to use spreadsheet software can manage budgets, generate reports, and analyze data far more efficiently than one using manual methods. In MTN Ilorin office, where service delivery depends heavily on prompt customer interaction and accurate information flow, secretaries play a critical role in bridging the gap between management and clientele. Their ability to utilize computers to coordinate schedules, draft and disseminate information, and maintain digital records ensures the seamless operation of daily tasks.
In educational institutions like Kwara State Polytechnic, secretaries often serve as the hub of academic and administrative coordination. Their duties include handling official correspondence, maintaining students’ and staff records, organizing meetings, and managing confidential data. All of these are carried out using ICT tools. In such settings, lack of computer proficiency can result in miscommunication, loss of data, and operational bottlenecks thereby reducing organizational efficiency and trust. According to Ofurum and Ogbonna (2008), technological ineptitude among secretarial staff in academic institutions not only undermines their personal effectiveness but can also affect institutional credibility and output.
Furthermore, communication, a core component of any organization has been revolutionized by digital technologies. Emails, instant messaging, shared cloud documents, and video conferencing are now standard communication tools in the workplace. A secretary’s role now encompasses managing these platforms, ensuring clear and timely information dissemination, and often serving as the first point of contact for clients, partners, and stakeholders. In this digital age, communication is not just about what is said, but also how and when it is said. Poor formatting, misdirected messages, or late responses can have serious implications. As such, mastery of digital communication tools is essential for secretarial efficiency and professionalism (Akpomi, 2003; Appah& Emeh, 2012).
The rise of automation and digital transformation has also altered the skill set needed by secretaries. According to Van-Ark et al. (2002), modern offices are becoming paperless, and with the rise of technologies like cloud computing and artificial intelligence, secretarial roles are being redefined. The ability to adapt to these changing dynamics is critical. Secretaries must be lifelong learners, continuously upgrading their computer skills to remain competitive. Lack of such skills leads to redundancy, while proficiency enhances employability and relevance in any organization, including highly competitive environments like MTN.
Spencer (1981) and Howell &Lundall (2000) note that automation, though beneficial, requires deliberate investment in human capital development. It is not enough to have sophisticated equipment; secretaries must be trained to use them effectively. Unfortunately, in many Nigerian organizations and institutions, the gap between available technology and human skill continues to widen. This study, therefore, seeks to examine how the possession or lack of computer skills among secretaries affects their productivity, communication accuracy, and overall efficiency with specific reference to MTN Office Ilorin and Kwara State Polytechnic.
The study is particularly important in light of the increasing use of technology in daily operations across all sectors. It investigates the real-world impact of ICT literacy on the effectiveness of secretaries, focusing on practical aspects like time management, communication clarity, multitasking ability, and decision support. The findings from this study will help professional organizations and academic institutions make informed decisions on training needs, curriculum updates, staff deployment, and technology investments tailored to improve secretarial productivity.
In conclusion, as organizations continue to embrace digital transformation, the role of the secretary must evolve in tandem. The modern secretary is a digital communicator, information manager, and productivity enhancer. Computer skills are no longer optional—they are fundamental. Without them, secretaries risk becoming obsolete in a fast-evolving digital workplace. This study will contribute to understanding how these skills affect productivity, communication, and operational efficiency, using MTN Office Ilorin and Kwara State Polytechnic as case studies.
1.2 Statement Problem 
	In today’s global and technology-driven economy, professional organizations rely increasingly on digital tools to ensure timely communication, streamlined administrative processes, and efficient service delivery. As a result, the skill set required of secretarial staff has undergone a significant transformation. Secretaries are no longer seen as mere custodians of office files and paper-based correspondence, but as digital facilitators whose roles intersect with information management, virtual communication, and technology-supported decision-making. In Nigeria, however, despite the rising importance of digital technologies in workplaces, there remains a noticeable gap in the application of computer skills by secretaries, especially in professional settings such as telecommunications and educational institutions. This shortfall presents a substantial challenge to organizational productivity and administrative efficiency.
	Secretaries play a critical role in ensuring the smooth operation of office routines, from organizing schedules, preparing reports, and managing communication channels, to handling confidential documents and interfacing with clients. With the integration of Information and Communication Technology (ICT) into nearly every facet of organizational life, the modern secretary must demonstrate proficiency in word processing, database management, spreadsheet analysis, digital communication tools (such as emails and video conferencing), and general office software such as Microsoft Office Suite and cloud-based applications (Agbatogu et al., 2011). In professional organizations such as the MTN Office Ilorin and the Kwara State Polytechnic, where communication flow and data handling are central to daily operations, secretaries must possess advanced digital competence to meet performance expectations.
	However, previous studies and observations indicate that many secretaries are still grappling with basic computer usage and lack sufficient exposure to the evolving digital tools necessary for effective performance (Uzoka, 2002; Ordu&Akpomi, 2009). This situation poses a significant constraint on their productivity, especially in fast-paced environments where administrative delays, communication lapses, or clerical errors can negatively affect the overall performance of the organization. The productivity of secretaries, when affected by such inadequacies, can reduce operational efficiency, create bottlenecks in communication processes, and erode the credibility of the administrative system.
	Moreover, while many Nigerian organizations have adopted digital systems for their operations, the training and development of personnel—particularly secretarial staff—have not kept pace with these technological advancements. Secretaries are often left to adapt informally to new systems without structured training programs or ongoing capacity development (Ezoem, 1995). The implication is a persistent mismatch between the available technology and the human capital expected to use it. For instance, while MTN may deploy advanced communication and documentation systems, a secretary lacking adequate computer skills may be unable to utilize these tools to their full potential, thereby limiting organizational responsiveness and performance.
	Furthermore, the inability to operate computer systems effectively affects secretaries' communication skills. Communication in modern offices has moved from face-to-face and handwritten formats to emails, digital memos, instant messaging, and virtual meetings. Secretaries who are not conversant with these platforms may struggle with timely information dissemination, documentation, and feedback processing (Howell &Lundall, 2000). This inefficiency extends to data management, where the proper recording, retrieval, and reporting of information is critical for decision-making. Therefore, the gap in computer proficiency is not only a technical issue but also an organizational concern with broad implications for productivity and service delivery.
	In addition to productivity and communication, computer skills have a direct impact on the efficiency of office operations. Efficiency implies doing tasks correctly and swiftly with minimal errors, and this is only achievable if the secretaries are well-trained in using the tools available to them (Van-Ark et al., 2002). Secretaries who are unable to operate basic tools such as spreadsheets, word processors, or database software may take longer to complete tasks, make avoidable mistakes, or require the support of others, all of which affect overall organizational performance.
	Although literature has acknowledged the transformative role of ICT in office management (Adedoyin, 2010; Appah & Emeh, 2012), there remains limited empirical research specifically focused on the Nigerian context, examining how the digital skills of secretaries influence their core responsibilities. This is particularly crucial in professional environments where the pace of operations and the volume of administrative tasks require highly efficient and skilled personnel. In both the MTN Office Ilorin and the Kwara State Polytechnic, secretaries are expected to function effectively in digital ecosystems, yet the extent to which their computer competencies support this expectation remains underexplored.
	This study, therefore, seeks to address this critical gap by evaluating the importance of computer skills in enhancing secretarial productivity, communication, and efficiency in a professional setting. It will assess the level of computer literacy among secretaries, identify the challenges they face in adapting to technological tools, and explore how digital competencies impact their performance. By focusing on MTN Ilorin and Kwara State Polytechnic, the study provides insight into both the corporate and academic environments, offering a comparative perspective on how computer skills shape secretarial roles in different professional domains.
	The findings from this research will inform policy makers, organizational leaders, and training institutions on the urgent need to invest in the digital capacity development of secretaries. This will not only enhance individual performance but also contribute to the strategic goals of the organizations they serve.
1.3	Objectives of the Study
	The main objective of this study is to evaluate the importance of computer skills on secretary productivity, communication, and efficiency in professional organizations. Specifically, the study aims to:
i. Examine the extent to which computer skills influence the productivity of secretaries in professional organizations.
ii. Assess the impact of computer proficiency on the communication effectiveness of secretaries.
iii. Investigate how the possession of computer skills enhances the overall efficiency of secretaries in carrying out their duties.
1.4	Research Questions
1. To what extent does computer skills influence the productivity of secretaries in professional organizations?
2. What is the impact of computer proficiency on the communication effectiveness of secretaries?
3. How does the possession of computer skills enhance the overall efficiency of secretaries in carrying out their duties?
1.5	Significance of the Study
	This study is significant to Professional Organizations as it will help organizations such as MTN, Ilorin and Kwara State Polytechnic to understand the relevance of computer training for secretarial staff and how it can boost administrative performance. To the Secretaries, it will encourage secretaries to embrace continuous learning and technological up skilling as essential to their career development, to the Policy Makers and Training Institutions, this study provides empirical evidence that can guide the development of training programs tailored toward equipping secretaries with relevant digital competencies and also  to Future Researchers, this study will serve as a reference point for other scholars who may wish to investigate related topics within the field of office technology and management.
1.6	Delimitation
	This study is delimited to Secretaries currently employed at MTN Office Ilorin and Kwara State Polytechnic. The three major constructs: productivity, communication, and efficiency as they relate to the application of computer skills and also the study timeframe is restricted to data gathered within the 2024/2025 academic and fiscal year.
1.7	Limitations
	Several factors may limit the outcome of this study such as the Sample Size and Accessibility that is, difficulty in accessing all relevant secretarial staff due to time constraints or their workload may limit the sample size. The honest responses as there are possibility that some respondents may not provide accurate responses due to fear of assessment or exposure of their computer illiteracy and also geographical Limitation as this study is restricted to Ilorin, and its findings may not be generalized to other regions without further validation.





CHAPTER TWO
LITERATURE REVIEW
This chapter provides a comprehensive review of existing literature on the importance of computer skills on secretary productivity communication and efficiency in a professional organization. It explores the theoretical and empirical frameworks related to this topic, with a particular focus on secretarial roles in institutions like the MTN office, Ilorin, and Kwara State Polytechnic. 
2.1	Conceptual Framework
2.1.1	The Role of Computers in Modern Secretarial Work
	A secretary is an individual who possesses comprehensive knowledge of managing office correspondence and operating various office machines. In essence, a secretary has undergone specialized training in secretarial courses and is skilled in using a variety of office equipment, such as typewriters, franking machines, adding machines, and duplication devices. Secretaries are responsible for receiving and making phone calls, both within the organization and externally, and managing important information.
	It is crucial to understand the functions of a secretary in the modern business world, as this will help us appreciate the significant role computers play in secretarial tasks. Many scholars define a computer as an electronic device capable of automatically processing data, applying a sequence of instructions, storing information, and generating results. Computers were developed out of the need for faster and more accurate calculating tools. However, it would be a mistake to assume that computers are a recent addition to the secretarial profession. The concept of computers dates back to the 15th and 16th centuries, with early data processing tools like fingers, stones, sticks, and the abacus. Over time, data processing evolved with manual methods, and today, its significance extends far beyond traditional operations to include modern business offices, organizations, and even private homes.
	The introduction of computers and machines for arithmetic operations is often credited to Blaise Pascal of France and Gottfried Wilhelm Leibniz of Germany in the 17th century. To honor Pascal, the programming language "Pascal" was named after him. Since the advent of electronic computers, numerous breakthroughs have led to the development of more advanced systems, replacing older computer models with newer generations based on advanced electronics.
2.1.2	Importance of Computers
	Before the rise of computers, most tasks were completed manually. However, with the advent of computers, many of the traditional tasks are now automated, leading to more efficient work processes. Computers come with unique coding systems, making them a crucial tool in management for several reasons:
1. They perform operations quickly.
2. They store data compactly.
3. They handle large volumes of data.
4. They manage large-scale data processing tasks effectively, such as salary calculations and billing.
2.1.3	The Introduction of Computers to Secretarial Work
	While computers are incredibly useful, they are not a "magic solution" that can fix inefficiencies in an organization. Computers assist secretaries in processing information, making tasks easier and more efficient. The first point of contact between a company and its customers is often through business letters or other forms of communication, and it is the secretary’s responsibility to ensure the quality of the output from the organization. With the help of computers, secretaries can carry out their work with ease, producing results they can be proud of. Computers allow them to recall information on screen, making it easier to make corrections and finalize documents.
2.1.4	The Secretary’s Role and Performance
	In many organizations, managers often find that running the computer system without the personal assistance of a secretary can expose management mistakes. This highlights the complementary relationship between secretaries and technology. Robert (1981) observed that "the secretary is the interface between technology and the managers," suggesting that secretaries do not need to be experts in every aspect of computing but must be skilled in using technology to enhance organizational efficiency.
	This view aligns with Cameron (1982), who stated that computers have not changed the fundamental role of the secretary. Similarly, Eni (1991) emphasized that the secretary is often the first point of contact with prospective customers, and her effectiveness plays a crucial role in shaping a customer’s perception of the company. As Robert and Eni pointed out, secretaries play a pivotal role in bridging the gap between office technology and external communication, including with clients and customers. The most important product a secretary creates is data, and managing this data is essential to avoid errors or data corruption.
	Secretaries should view computers as a tool that can enhance their career development, allowing them to distinguish between responsibility and competence. The integration of computers into secretarial duties raises important questions regarding employee attitudes. According to Benson et al. (1980), the introduction of computers changes the way employees interact and work within an organization, often replacing old patterns of work with new, more efficient ones.
2.1.5	The Impact of Computers on the Secretary’s Role
	As demonstrated above, when computers are first introduced into an organization, the way tasks are performed will undoubtedly change. Users will need to adapt to the new system, and the role of the secretary will be significantly affected. Office managers must help integrate secretarial tasks with computer systems by dividing responsibilities. Benson et al. (1980) advocated for the delegation of tasks such as typing and text editing to computers, while administrative duties like filing should remain the secretary’s responsibility. By doing this, secretaries can contribute to decision-making teams and reduce their workload while ensuring the efficient use of computer systems.
2.1.6	The Significance of Computers in Secretarial Administration
	The importance of computers in secretarial administration cannot be overstated. Computers offer much more than just traditional methods of storing information. This project will explore the relevance of computers in secretarial work and how they help secretaries perform their duties more effectively. Computers allow materials to be stored and retrieved for future use. Secretaries can easily insert, delete, and edit materials. Additionally, computers reduce the need for repetitive typing, freeing up time for secretaries to focus on other tasks while the machine prints documents. Proofreading time is also minimized, as amendments can be checked and corrected more efficiently. Moreover, drafting documents takes less time because secretaries can use standardized templates and codes for frequently used paragraphs.
Importance of Computer Skills on Secretary Productivity, Communication, and Efficiency
	In the modern era of office administration, computer skills have become essential for enhancing the productivity, communication, and overall efficiency of secretaries. As organizations increasingly rely on technological advancements, secretaries are expected to harness the power of computers to manage administrative functions effectively and efficiently. The role of a secretary has expanded significantly with the integration of digital tools in office environments, requiring not only basic technical knowledge but also proficiency in complex systems that ensure smooth operations and effective communication.
2.1.7	The Role of Computer Skills in Office Management
	Computer skills are a vital component of the modern workplace, where technology drives efficiency and innovation. These skills are not limited to basic functions such as typing or word processing but extend to the ability to use complex systems, manage digital files, and communicate through electronic platforms (Eze et al., 2019). With the rise of computer-based tools, the role of secretaries has expanded beyond traditional duties like answering phones and organizing meetings. Secretaries are now responsible for managing electronic communications, maintaining digital files, and coordinating with team members using online platforms, all of which require robust computer proficiency (Aliyu & Kure, 2020).
	For instance, secretaries must have a solid understanding of word processing software such as Microsoft Word, Excel for spreadsheet management, and presentation tools like PowerPoint. These tools help secretaries prepare official documents, manage data, and create presentations—all essential tasks for ensuring smooth office operations (Oguche&Abubakar, 2020). Furthermore, proficiency in managing email communication, scheduling through digital calendars, and using cloud-based storage systems has become crucial in today's digital-first workplaces (Hassan et al., 2021). The increasing reliance on digital tools to perform day-to-day tasks underscores the growing importance of computer skills for secretaries.
2.1.8	Computer Skills for Secretaries: Essential Competencies
	In today’s rapidly evolving workplace, secretaries must possess a range of computer skills to meet the demands of their roles. These skills range from basic knowledge of office applications like word processors and spreadsheets to more advanced abilities in project management and digital communication tools. Computer literacy now extends to the ability to use email effectively, navigate online storage platforms, and manage virtual meetings and teleconferences (Bashir & Gana, 2020). These skills enable secretaries to take on a variety of complex tasks with greater efficiency, which is crucial for organizations striving to operate in a competitive environment.
Some essential computer skills for secretaries include:
1. Word Processing: Secretaries should be proficient in using word processing software such as Microsoft Word or Google Docs to draft, format, and edit various documents, including letters, memos, reports, and proposals.
2. Spreadsheet Management: Microsoft Excel or similar spreadsheet tools are indispensable for handling data, generating reports, creating financial documents, and managing schedules. Understanding advanced features such as formulas, pivot tables, and macros is crucial for improving efficiency (Eze et al., 2019).
3. Email Management: Proficiency in email software is essential for handling large volumes of internal and external communication. Secretaries must manage inboxes, organize messages, schedule emails, and communicate professionally.
4. Project Management Tools: Secretaries often use digital tools such as Microsoft Teams, Slack, or Trello to manage tasks and collaborate with teams on ongoing projects. These tools help coordinate meetings, track deadlines, and manage shared tasks in real-time (Hassan et al., 2021).
5. Virtual Communication Platforms: Knowledge of platforms such as Zoom, Skype, or Google Meet for video conferencing is crucial for conducting meetings and ensuring that communication flows smoothly in remote or hybrid work environments (Aliyu & Kure, 2020).
Mastering these essential skills not only enables secretaries to perform administrative tasks more effectively but also positions them as key contributors to the organization’s productivity and success.
2.1.9	The Impact of Computer Skills on Secretary Productivity, Communication, and Efficiency
	The integration of computer skills has had a profound effect on secretary productivity, communication, and overall efficiency. These skills enable secretaries to handle multiple tasks simultaneously and streamline various administrative functions, which contributes to both their personal effectiveness and the broader organizational goals.
1. Improved Productivity
	Computer skills significantly improve the productivity of secretaries by enabling them to complete tasks more quickly and accurately. For example, word processors allow secretaries to create and format documents efficiently, while spreadsheet software automates repetitive calculations and data management tasks (Oguche&Abubakar, 2020). This reduces the time spent on manual tasks and allows secretaries to focus on more strategic aspects of their work, such as problem-solving and decision-making.
	Similarly, digital tools like email and cloud storage platforms allow secretaries to access, organize, and share information in real time, thus reducing delays and improving workflow (Bashir & Gana, 2020). The use of digital calendars and scheduling software also helps secretaries keep track of meetings, appointments, and deadlines, ensuring that important tasks are not missed.
2. Enhanced Communication
	Effective communication is at the heart of a secretary’s role, and computer skills are pivotal to achieving this. The advent of email, instant messaging platforms, and video conferencing tools has made communication faster, more efficient, and more reliable. Secretaries are responsible for managing communication between internal teams, clients, and external stakeholders, and their ability to use these digital platforms ensures that messages are sent and received promptly (Eze et al., 2019).
	The use of video conferencing tools like Zoom or Skype has become particularly important, especially in organizations with hybrid or remote work arrangements. Secretaries now play a key role in coordinating and troubleshooting virtual meetings, ensuring that communication is seamless and that all stakeholders are able to participate effectively (Hassan et al., 2021). Furthermore, communication tools like Microsoft Teams or Slack enable secretaries to collaborate with colleagues, share documents, and keep everyone updated on project progress, further enhancing organizational communication.
3. Increased Organizational Efficiency
	The use of computer skills also enhances the overall efficiency of an organization. With the ability to manage digital filing systems, secretaries can store and retrieve documents quickly, which reduces the time spent searching for physical files. This streamlining of file management ensures that information is readily accessible, leading to improved workflow and faster decision-making (Aliyu & Kure, 2020). Cloud-based systems further facilitate this by enabling remote access to documents and collaborative editing, making it easier for secretaries to work with teams across different locations.
	Additionally, the ability to use project management tools allows secretaries to coordinate and track multiple projects simultaneously. These tools help secretaries monitor deadlines, assign tasks, and ensure that work is completed on time, reducing the risk of delays or oversights. By handling administrative tasks more efficiently, secretaries help to ensure that the organization operates smoothly, leading to higher levels of productivity across departments (Oguche&Abubakar, 2020).
	In conclusion, computer skills are not only a necessity but a key driver of secretary productivity, communication, and organizational efficiency in the modern workplace. Secretaries who possess strong computer skills are better equipped to manage complex administrative functions, contribute to improved communication within the organization, and enhance overall efficiency. The ability to use digital tools and platforms effectively allows secretaries to handle multiple tasks with greater accuracy and speed, which in turn improves organizational outcomes. As the demands of the workplace continue to evolve, secretaries must continue to build and refine their computer skills to remain valuable contributors to their organizations' success.
	Investing in training programs to enhance computer literacy among secretaries is essential for fostering a highly skilled workforce that can meet the challenges of the digital age. With continued advancements in technology, secretaries who remain proficient in computer skills will continue to play a crucial role in ensuring the smooth operation and success of organizations.
2.2	Theoretical Frame Work
2.2.1 Technology Acceptance Model (TAM)
	The Technology Acceptance Model (TAM), proposed by Fred Davis in 1989, provides an insightful theoretical foundation for understanding the factors that influence users' decisions to adopt and utilize new technologies. The model was developed to investigate how users' perceptions of a system’s usefulness and ease of use determine their behavior toward its adoption. Over time, TAM has become one of the most widely accepted frameworks in the field of information systems, particularly in organizational contexts. According to TAM, two key factors—Perceived Usefulness (PU) and Perceived Ease of Use (PEOU)—play a significant role in shaping the behavioral intention to use a technology, which in turn affects the actual system use. This model is particularly relevant when examining the role of computer skills in secretarial work, especially in organizations such as MTN Office Ilorin and Kwara State Polytechnic, where technology plays an essential role in improving productivity, communication, and overall operational efficiency.
	The concept of Perceived Ease of Use (PEOU) refers to the degree to which an individual believes that using a particular system would be free from effort. For secretaries, the perceived ease of use of computer tools, such as word processors, spreadsheets, or email platforms, is crucial in their willingness to learn and incorporate these technologies into their daily work routines. If secretaries find these tools user-friendly and intuitive, it increases the likelihood of them adopting them without hesitation. This is especially important in professional environments where time management, administrative tasks, and efficient communication are essential. The use of easy-to-navigate computer applications can enable secretaries to perform tasks with less difficulty and greater speed, thereby enhancing their productivity and reducing the time spent on administrative processes. As secretaries become more familiar with such technologies, they are likely to feel more comfortable using them, which can improve both their work efficiency and job satisfaction (Davis, 1989; Venkatesh & Davis, 2000).
	Perceived Usefulness (PU), on the other hand, is defined as the degree to which an individual believes that using a particular technology will improve their job performance. For secretaries, this perception is directly tied to how computer skills and tools can streamline administrative tasks, improve communication, and facilitate information management. For example, tools such as Microsoft Excel for data analysis, scheduling software for organizing appointments, and email systems for effective communication can greatly enhance the performance of a secretary. If these tools are perceived as helpful in achieving better organizational outcomes, such as meeting deadlines or improving communication with colleagues and clients, secretaries are more likely to adopt them. The usefulness of such technologies in enhancing performance is central to their willingness to embrace them. Thus, when secretaries perceive computer tools as useful, they are more inclined to incorporate them into their daily activities, thereby increasing their efficiency and productivity (Davis, 1989; Venkatesh & Bala, 2008).
	The behavioral intention to use a technology is the next critical element in TAM. It represents the decision-making process in which individuals form an intention to use or not use a technology based on their perceptions of ease of use and usefulness. When secretaries recognize that a technology will not only enhance their productivity but also simplify their work, their intention to use that technology will be stronger. For example, secretaries at MTN Office Ilorin or Kwara State Polytechnic, who perceive computer tools as essential for completing their tasks efficiently, will likely invest time in learning these systems, ultimately leading to increased usage. The more secretaries value the perceived benefits—whether they be increased speed, accuracy, or communication effectiveness—the more motivated they will be to use the technology consistently in their daily tasks. Therefore, a high intention to use is positively correlated with greater actual system use (Davis, 1989; Venkatesh et al., 2003).
	Finally, the actual system use refers to the real-world application of the technology by users. It is the ultimate outcome of the adoption process and reflects the extent to which individuals incorporate a technology into their routine. In the case of secretaries, the more they perceive technology to be useful and easy to use, the more likely they are to utilize it effectively in their job roles. The widespread use of technologies such as email systems, document management software, and scheduling tools can significantly enhance a secretary's ability to perform their job duties with higher efficiency and fewer errors. In a professional setting, where the role of the secretary is evolving to include more administrative responsibilities, the ability to adapt and effectively use digital tools can determine the overall success of the individual in their position. As secretaries increasingly integrate these tools into their workflows, they experience heightened productivity and efficiency, which can ultimately contribute to improved organizational performance (Venkatesh & Davis, 2000; Venkatesh et al., 2003).
	In conclusion, the Technology Acceptance Model (TAM) offers a robust framework for understanding how secretaries' perceptions of computer tools influence their adoption and use. This theoretical perspective is particularly relevant for analyzing the impact of computer skills on secretarial work, as it highlights the significant role of perceived ease of use and perceived usefulness in shaping technology acceptance. In the case of MTN Office Ilorin and Kwara State Polytechnic, where administrative efficiency and communication are paramount, TAM provides valuable insights into how secretaries' engagement with computer technology can improve their job performance. As organizations increasingly rely on technology to streamline operations, the ability of secretaries to effectively utilize digital tools will be essential in ensuring higher productivity, enhanced communication, and overall job efficiency (Davis, 1989; Venkatesh & Bala, 2008).
2.3	Empirical Literature
	The role of computer skills in improving secretary productivity, communication, and efficiency in professional settings has been extensively studied, with numerous studies affirming the significant impact of technological proficiency on workplace performance. A study by Salahuddin (2014) emphasized that secretaries with advanced computer skills demonstrated higher productivity levels as they could complete administrative tasks more efficiently, thereby positively influencing overall organizational output. Similarly, Agboola and Ogunyemi (2016) noted that secretaries proficient in 	using office technologies such as word processors, spreadsheets, and email systems contributed significantly to enhanced communication and operational efficiency within Nigerian public institutions.
	In the context of communication efficiency, Meyer and Knox (2019) examined how the use of digital communication tools, such as email and instant messaging, improved coordination and decision-making processes within organizations. They highlighted that secretaries who were proficient in these technologies played a key role in reducing communication delays, leading to smoother workflow management and faster organizational decision-making. This notion was further supported by Sani and Hassan (2020), who explored how secretaries in various Nigerian organizations, including educational institutions, leveraged computer-based communication systems to streamline internal information flow and minimize communication bottlenecks.
	Moreover, Salmon and Snodgrass (2017) explored the relationship between computer skills and job satisfaction among secretaries, finding that secretaries who utilized advanced computer skills felt a greater sense of accomplishment and were more satisfied with their roles. This study highlighted how technology adoption can lead to job satisfaction and performance improvement, reinforcing the idea that proficiency in computer applications positively correlates with overall job performance. Tarek and Shams (2018) also affirmed the positive relationship between computer literacy and workplace efficiency, concluding that secretaries who possessed higher levels of computer literacy were more effective in managing administrative tasks, thus enhancing their overall productivity.
	These findings align with the context of MTN Office Ilorin and Kwara State Polytechnic, where secretaries who possess strong computer skills are better equipped to handle their increasing workload. Studies such as Ali and Zafar (2021) have shown that proficiency in advanced computer applications, such as spreadsheet software and document management tools, allows secretaries to manage data more efficiently and reduce errors in their administrative work, thus improving organizational performance.
2.4	Gap in Literature
	Despite the abundant research on the positive impact of computer skills on secretary productivity, communication, and efficiency, several gaps in the literature remain. One notable gap is the limited focus on the perceptions of secretaries regarding the integration of computer technologies into their roles. Although previous studies have generally assumed that higher computer skills automatically translate into improved performance, Perceived Usefulness (PU) and Perceived Ease of Use (PEOU), which are key components of the Technology Acceptance Model (TAM), have not been thoroughly explored. Research into how secretaries perceive and adapt to new technologies could provide valuable insights into factors influencing technology adoption in professional settings, especially in Nigerian institutions like MTN Office Ilorin and Kwara State Polytechnic.
	Another gap in the literature is the lack of research focusing on the specific software tools and applications that secretaries use within their respective organizations. Most studies on computer literacy have dealt with general skills without distinguishing between the various tools that contribute to efficiency. For instance, while many studies acknowledge the importance of word processing and email communication, there is a lack of detailed research on how secretaries' familiarity with specialized software—such as project management tools or advanced data analysis software—affects their job performance. Studies such as Meyer and Knox (2019) and Tarek and Shams (2018) have examined communication tools, but further research is needed to explore how secretaries in specific organizations, like MTN Office Ilorin and Kwara State Polytechnic, use these tools and how their skills with them contribute to overall workplace efficiency.
	Additionally, the role of organizational support in enhancing the computer skills of secretaries remains underexplored. While much of the existing literature assumes that secretaries will naturally adopt technologies once they have the skills, organizational support such as training programs, management encouragement, and access to necessary resources can significantly influence technology adoption. Morris et al. (2018) highlighted that organizational support plays a crucial role in the successful integration of technology within workplaces. However, there is limited research on how Nigerian organizations specifically support their secretaries in adopting new technologies, and how such support impacts their productivity and efficiency. Future research could explore how MTN Office Ilorin and Kwara State Polytechnic provide such support and whether it influences secretaries’ computer literacy and their ability to perform administrative duties more effectively.
	Finally, another gap in the literature is the examination of how technological advancements impact secretaries in the long term. Most studies have focused on the immediate effects of computer skills on productivity and communication. However, there is a lack of longitudinal studies that track how the adoption of new technologies over time influences secretarial roles and organizational performance. Research exploring these long-term effects could provide a deeper understanding of the evolving role of technology in secretarial work and how organizations can strategically plan for continuous technological advancements to enhance their administrative functions.







CHAPTER THREE
METHODOLOGY
This chapter deals with the procedures and methods used for obtaining the data required for analysis and completion of this research work.
3.1	Instrument Used  
3.2	Population of the Study
3.3	Sample and Sampling Technique
3.4	Distribution and Collection of Data
3.5	Reliability  
3.6	Validity  
3.7	Method of Data Analysis
3.1	Instrument Used  
The researcher designed a questionnaire to be used for the collection of data from the case study. A questionnaire was used because it permits a much larger sampling giving room for arrangement of the relevant points. It reduces the risk of bias as can exist in structured interviews. The questionnaire method allowed the researcher present the questions orderly for the respondent’s consideration. The items in the questionnaire are placed on four points rating scale of “SA-Strongly Agree 4, A-Agree 3, D-Disagree 2, SD-Strongly Disagree 1” respectively.


3.2	Population of the Study
The population for this research work which sample will be selected from the staff of MTN office Fate Road Ilorin, and Kwara State Polytechnic, Ilorin. A total number of 30 staff was given copies of the questionnaire.
3.3	Sample and Sampling Technique
To obtain appropriate data needed for this study, the researcher made sure that the population consisted of people who possess the required information needed to complete the work and those who would be willing to respond objectively. As a result, the population chosen comprises staff of MTN office Fate Road Ilorin, and Kwara State Polytechnic, Ilorin. The number of staff sampled was 30.
3.4	Distribution and Collection of Data
Thirty copies of the questionnaire were produced and distributed, 5 copies were distributed at MTN office Fate Road Ilorin, and 25 copies were distributed at Kwara State Polytechnic, Ilorin making a total number of 30.
3.5	Reliability  
The researcher first tested the instrument in order to make sure the instrument elicited the desired responses from the respondents. The instrument used in this research work is reliable, as the question method will reveal information from the case study.


3.6	Validity  
In order to be sure that the instrument measures what it is supposed to, it was given to two lectures in Office Technology and Management Department. These lecturers critically examined the items of the instrument with respect to their fitness for the purpose of this study and accepted its use for the study.
3.7	Method of Data Analysis
The data collected through the questionnaire were analyzed manually, using tables and percentage. The analyses are presented in the next chapter.













CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction  
The data collected through questionnaire by the researcher are presented and analyzed in this chapter. A total of 30 questionnaires were distributed and thirty were returned. The figures were converted to 100%. Analysis of data to answer the research questions were conducted and presented in tables as follows.  
4.2	Results 
	Table 4.1:	Computer skills help secretaries handle large volumes of work with ease.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	10
	33

	Disagree
	03
	10

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 15 (50%) of the respondents strongly agreed with the statement that computer skills help secretaries handle large volumes of work with ease, 10(33%) respondents agreed with the statement, while 3(10%) respondents disagreed and 2(7%) of the respondents strongly disagreed with the statement. This implied that computer skills help secretaries handle large volumes of work with ease.
	Table 4.2:	Lack of computer knowledge can reduce a secretary’s productivity.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	12
	40

	Agree
	08
	27

	Disagree
	06
	20

	Strongly Disagree
	04
	13

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.2 above revealed that, 12 (40%) of the respondents strongly agreed with the notion that lack of computer knowledge can reduce a secretary’s productivity, 8(27%) respondents agreed, while 6(20%) respondents disagreed and 4(13%) of the respondents strongly disagreed with the statement.
	Therefore, one can say that lack of computer knowledge can reduce a secretary’s productivity.





Table 4.3:	Computer training increases my job performance.  
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	14
	47

	Agree
	07
	23

	Disagree
	06
	20

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.3 above indicated that, 14 (47%) of the respondents strongly agreed with the notion that computer training increases my job performance, 7(23%) respondents agreed, while 6(20%) respondents disagreed and 3(10%) of the respondents strongly disagreed with the notion.
	It is obvious to conclude that computer training increases my job performance.





Table 4.4:	Secretaries with better computer skills complete tasks faster than those without.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	67

	Agree
	10
	33

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.4 above showed that, 20 (67%) of the respondents strongly agreed with the notion that secretaries with better computer skills complete tasks faster than those without, 10(33%) respondents agreed, while none of the respondents for disagreed and strongly disagreed respectively.
	It is clear to conclude that secretaries with better computer skills complete tasks faster than those without.





	Table 4.5:	Computer literacy helps me write error-free and well-formatted letters.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	13
	43

	Agree
	09
	30

	Disagree
	06
	20

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.5 indicated that, 13 (43%) of the respondents strongly agreed, 9(30%) respondents agreed with the statement that computer literacy helps me write error-free and well-formatted letters, while 6(20%) disagreed and 2(7%) of the respondents strongly disagreed with the notion.
	This implies that computer literacy helps me write error-free and well-formatted letters.




	Table 4.6:	Good computer skills enhance my ability to share information clearly
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	10
	33

	Disagree
	05
	17

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.6 revealed that, 15(50%) of the respondents strongly agreed, 10(33%) respondents agreed with the notion that good computer skills enhance my ability to share information clearly, while 5(17%) disagreed while there was no respondents for strongly disagreed.
	It is safe to conclude that good computer skills enhance my ability to share information clearly.





Table 4.7:	Poor computer skills hinder effective workplace communication.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	66

	Agree
	05
	17

	Disagree
	05
	17

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.7 showed that, 20(66%) of the respondents strongly agreed with the notion that poor computer skills hinder effective workplace communication 5(17%) respondents agreed with the notion, while 5(17%) disagreed and there was no respondents for strongly disagreed with the statement.
	Therefore, it is obvious to conclude that poor computer skills hinder effective workplace communication.





	Table 4.8:	The use of automation tools (macros, templates) has increased my efficiency.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	15
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.8 revealed that, 15(50%) of the respondents strongly agreed with the notion that the use of automation tools (macros, templates) has increased my efficiency, 15(50%) respondents agreed with the notion, while none of the respondents responded to disagreed and strongly disagreed respectively.
	This implies that the use of automation tools (macros, templates) has increased my efficiency.




	Table 4.9:	Having knowledge of computer troubleshooting helps me solve minor issues without delay.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	22
	73

	Agree
	08
	27

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.9  indicated that, 22(73%) of the respondents strongly agreed with the statement that having knowledge of computer troubleshooting helps me solve minor issues without delay, 8(27%) respondents agreed with the notion, while none of the respondents responded to disagreed or strongly disagreed respectively.
	It is obvious to conclude that having knowledge of computer troubleshooting helps me solve minor issues without delay.





	Table 4.10:	Proficiency in computer applications has improved secretary’s task completion speed.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	20
	33

	Disagree
	03
	10

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.10  showed that, 15(50%) of the respondents strongly agreed with the statement proficiency in computer applications has improved secretary’s task completion speed, 20(33%) respondents agreed, while 3(10%) respondents disagreed and 2(7%) of the respondents strongly disagreed.
	Therefore, one can conclude that proficiency in computer applications has improved secretary’s task completion speed.





	Table 4.11:	Secretarial training programs should include extensive computer literacy courses.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.11  revealed that, 30(100%) of the respondents strongly agreed with the statement that secretarial training programs should include extensive computer literacy courses while there was no respondents for agreed, disagreed and strongly disagreed respectively.
	It is clear to conclude that secretarial training programs should include extensive computer literacy courses.





	Table 4.12:	Secretaries ability to handle confidential information securely is enhanced by computer skills.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	10
	33

	Disagree
	05
	17

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.12 indicated that, 15(50%) of the respondents strongly agreed with the statement that secretaries ability to handle confidential information securely is enhanced by computer skills, 10(33%) respondents agreed with the notion while 5(17%) of the respondents disagreed and there was no respondents strongly disagreed.
	Therefore, one can say that secretaries ability to handle confidential information securely is enhanced by computer skills.





	Table 4.13:	Organization regularly organizes ICT training for secretaries.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	15
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.13 revealed that, 15(50%) of the respondents strongly agreed with the notion that organization regularly organizes ICT training for secretaries, 15(50%) respondents agreed with the statement while none of the respondents disagreed and strongly disagreed respectively.
	It is safe to conclude that organization regularly organizes ICT training for secretaries.




	Table 4.14:	Computer proficiency reduces the likelihood of repetitive errors.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	12
	40

	Agree
	09
	30

	Disagree
	06
	20

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.14 showed that, 12(40%) of the respondents strongly agreed, 9(30%) respondents agreed with the statement, while 6(20%) of the respondents disagreed with the notion that computer proficiency reduces the likelihood of repetitive errors and 3(10%) respondents strongly disagreed.
	Therefore, one can say that computer proficiency reduces the likelihood of repetitive errors.




	Table 4.15:	Secretaries find it easier to store and retrieve documents using computer filing systems.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	14
	47

	Agree
	07
	23

	Disagree
	06
	20

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.15 revealed that, 14(47%) of the respondents strongly agreed, 7(23%) respondents agreed with the statement, while 6(20%) of the respondents disagreed with the notion that secretaries find it easier to store and retrieve documents using computer filing systems and 3(10%) respondents strongly disagreed.
	This implies that secretaries find it easier to store and retrieve documents using computer filing systems.




	Table 4.16:	Secretaries feel more competent and confident in their job due to their computer knowledge
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	53

	Agree
	09
	30

	Disagree
	05
	17

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.16 revealed that, 16(53%) of the respondents strongly agreed with the statement that secretaries feel more competent and confident in their job due to their computer knowledge, 9(30%) respondents agreed with the statement, while 5(17%) of the respondents disagreed and there was no respondents for strongly disagreed.
	It is obvious to conclude that secretaries feel more competent and confident in their job due to their computer knowledge.





	Table 4.17:	Secretaries typing speed has improved due to constant use of computers
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	12
	40

	Agree
	09
	30

	Disagree
	06
	20

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.17 showed that, 12(40%) of the respondents strongly agreed with the notion that secretaries typing speed has improved due to constant use of computers, 9(30%) respondents agreed, while 6(20%) of the respondents disagreed and 3(10%) of the respondents strongly disagreed with the statement. 
	One can conclude that secretaries typing speed has improved due to constant use of computers.





Table 4.18:	Staff knowledge of Excel has improved their ability to manage data efficiently.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.18 revealed that, 30(100%) of the respondents strongly agreed with the statement that staff knowledge of Excel has improved their ability to manage data efficiently while none of the respondents responded to agreed, disagreed and strongly disagreed respectively. 
	This implies that staff knowledge of Excel has improved their ability to manage data efficiently.





	Table 4.19:	Access to updated software tools increases staff productivity.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	09
	30

	Disagree
	06
	20

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.19 indicated that, 15(50%) of the respondents strongly agreed with the notion that access to updated software tools increases staff productivity, 9(30%) respondents agreed, while 6(20%) of the respondents disagreed and there was no respondents for strongly disagreed with the notion. 
	It is safe to conclude that access to updated software tools increases staff productivity.





	Table 4.20:	Secretaries use computer-based tools (e.g., Zoom, Teams) for virtual meetings and communication.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	30
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.20 showed that, 30(100%) of the respondents strongly agreed with the notion that secretaries use computer-based tools (e.g., Zoom, Teams) for virtual meetings and communication while none of the respondents responded to agreed, disagreed and strongly disagreed respectively. 
	This implies that secretaries use computer-based tools (e.g., Zoom, Teams) for virtual meetings and communication.







CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
This study examined the importance of computer skills in enhancing the productivity, communication, and efficiency of secretaries in professional organizations. In the modern office environment, secretaries are expected not only to manage administrative tasks but also to be proficient in various computer applications and digital communication tools. The research focused on how competencies in programs such as Microsoft Office Suite, email platforms, data management tools, and virtual communication software influence the day-to-day performance of secretarial staff.
Using a structured questionnaire distributed among secretaries in selected professional organizations, data was collected and analyzed to assess the level of computer skills possessed, how frequently these skills are applied, and their perceived impact on work outcomes. The findings revealed that most secretaries utilize computers daily and recognize that their ability to use digital tools significantly improves their productivity and communication efficiency. Furthermore, it was observed that organizations that provide regular computer training tend to have more effective and confident secretarial staff.
5.2	Conclusion
The study concludes that computer skills are essential for secretaries to perform effectively in today’s technology-driven work environment. Mastery of word processing, spreadsheet management, email communication, and digital scheduling tools directly contributes to enhanced work output, reduced errors, improved time management, and better coordination with other departments.
The findings affirm that secretaries who are proficient in computer applications are more efficient, communicate more effectively, and exhibit higher levels of productivity. Without adequate computer knowledge, secretaries may struggle to meet the demands of modern organizational tasks. Thus, computer literacy is not a luxury but a necessity for secretarial efficiency and organizational success.
5.3	Recommendations
1. Regular ICT Training: Organizations should implement ongoing computer and digital communication training programs for secretarial staff to ensure they remain competent in current software and emerging technologies.
2. Curriculum Upgrade: Institutions offering secretarial and office technology education should revise their curriculum to include advanced computer applications and real-world digital tools relevant to professional settings.
3. Provision of Modern Tools: Employers should equip secretaries with up-to-date hardware and software tools to support efficient performance and digital communication.
4. Performance Assessment: Secretarial performance evaluations should include an assessment of digital skills to encourage learning and improvement in computer use.
5. Supportive Work Environment: Organizations should encourage a learning culture where secretaries are supported and motivated to develop and update their computer skills regularly.
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APPENDIX I
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear respondent,
I am a student in the Department of Office Technology and Management, Institute of Information and Communication Technology, Kwara State Polytechnic, Ilorin. I am at present conducting a research and writing a project on “IMPORTANCE OF COMPUTER SKILLS ON SECRETARY PRODUCTIVITY, COMMUNICATION AND EFFICIENCY IN A PROFESSIONAL ORGANIZATION”.
The exercise is important in partial fulfillment of the requirements for the award of Higher National Diploma in Office Technology and Management of the institution.
Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.
Yours faithfully

ONIDARE BOBOLA SAMUEL 
HND/23/OTM/FT/0082





APPENDIX II
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Madam
RESEARCH QUESTIONNAIRE
This questionnaire is designed to solicit information from you on “IMPORTANCE OF COMPUTER SKILLS ON SECRETARY PRODUCTIVITY, COMMUNICATION AND EFFICIENCY IN A PROFESSIONAL ORGANIZATION”.
Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.


Yours faithfully

ONIDARE BOBOLA SAMUEL 
HND/23/OTM/FT/0082


QUESTIONNAIRE

1) Computer skills help me handle large volumes of work with ease
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
2) Lack of computer knowledge can reduce a secretary’s productivity
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
3) Computer training increases my job performance
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
4) Secretaries with better computer skills complete tasks faster than those without
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
5) Computer literacy helps me write error-free and well-formatted letters
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
6) Good computer skills enhance my ability to share information clearly
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
7) Poor computer skills hinder effective workplace communication
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
8) The use of automation tools (macros, templates) has increased my efficiency
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
9) Having knowledge of computer troubleshooting helps me solve minor issues without delay
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
10) Proficiency in computer applications has improved secretaries task completion speed
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
11) Secretarial training programs should include extensive computer literacy courses
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )


12) Secretaries ability to handle confidential information securely is enhanced by computer skills
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
13) Organization regularly organizes ICT training for secretaries
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
14) Computer proficiency reduces the likelihood of repetitive errors
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
15) Secretaries find it easier to store and retrieve documents using computer filing systems
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
16) Secretaries feel more competent and confident in their job due to their computer knowledge
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
17) Secretaries typing speed has improved due to constant use of computers
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
18) Staff knowledge of Excel has improved their ability to manage data efficiently
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
19) Access to updated software tools increases staff productivity
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
20) Secretaries use computer-based tools (e.g., Zoom, Teams) for virtual meetings and communication
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )

