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CHAPTER ONE
INTRODUCTION
1.1 Background of the study
The role of secretaries and administrative professionals has evolved significantly in recent decades, particularly with the widespread adoption of modern communication technologies. Traditionally, secretaries were tasked with managing office correspondence, scheduling meetings, and maintaining records. However, the rise of digital communication tools, such as email, instant messaging, video conferencing, and collaborative platforms like Slack and Microsoft Teams, has transformed the way secretaries carry out their duties (Smith & Johnson, 2018). These technologies have enhanced communication speed, accuracy, and the ability to multitask, making secretaries more central to organizational efficiency and decision-making processes (Brown, 2019).
The impact of these technologies on secretarial performance is multifaceted. On one hand, digital tools allow for faster communication, reducing delays and improving the responsiveness of secretarial functions (Adams, 2020). For example, email and instant messaging allow secretaries to communicate instantly with clients and colleagues, facilitating real-time information exchange and decision-making (Jones, 2021). On the other hand, the increasing reliance on digital platforms has led to new challenges, such as information overload, difficulty in maintaining work-life balance, and the need for continuous skill development (Miller & Clark, 2020).
Modern communication technologies have also enabled secretaries to perform tasks that were previously not part of their traditional roles. Many secretaries now manage virtual meetings, handle digital content management, and collaborate with international teams using cloud-based tools (Williams & Harris, 2017). This shift has enhanced productivity and time management, enabling secretaries to manage more complex and diverse responsibilities. However, it also places greater pressure on them to be highly skilled in using a variety of digital platforms, requiring ongoing training and adaptation (Taylor & Gupta, 2018).
1.2 Statement of the Problem
In today’s fast-paced and technology-driven business environment, modern communication technologies have significantly altered the traditional role of secretaries, transforming how they perform their administrative and communication duties. While these tools, such as email, instant messaging, video conferencing, and cloud-based platforms, have the potential to enhance the efficiency, productivity, and speed of secretarial work, there is a lack of clarity regarding their overall effect on secretarial performance (Smith & Johnson, 2018).
Despite the widespread adoption of these technologies in organizations, there is insufficient empirical research exploring the full range of their impacts on secretarial work. Specifically, it is unclear whether these technologies have led to an increase in secretarial performance, or whether they have created new challenges and burdens that may negatively affect job satisfaction, work-life balance, and overall productivity. As secretaries are required to constantly adapt to evolving digital tools, they face increasing pressure to stay updated with new communication platforms, which can result in stress and burnout (Kim, 2020). Furthermore, while technologies are designed to streamline communication and administrative tasks, their overuse can lead to information overload, a critical issue affecting the ability of secretaries to maintain high levels of performance (Adams, 2020).
1.3 Objectives of the Study
The primary objective of this study is to explore effect of modern communication technologies on secretarial performance. Specifically, the study seeks to achieve the following objectives:
1. To examine the influence of modern communication technologies on the efficiency and productivity of secretarial work.
2. To identify the challenges secretaries face in adapting to and using modern communication technologies.
3. To evaluate the impact of modern communication technologies on interpersonal communication and relationship-building within organizations.
4. To assess how secretaries perceive their role in organizations in the context of modern communication tools.
5. To explore strategies that organizations can adopt to optimize the use of modern communication technologies and enhance secretarial performance.

1.4 Research Questions
To explore the effect of modern communication technologies on secretarial performance, this study seeks to address key areas of concern. The following research questions have been raised to guide the investigation and provide deeper insights into these aspects.
1. What is the influence of modern communication technologies (e.g., email, instant messaging, video conferencing, and cloud-based platforms) on the efficiency and productivity of secretarial work?
2. What challenges do secretaries face when adapting to and using modern communication technologies in their daily tasks?
3. To what extent has the increased use of digital communication tools affected interpersonal communication and relationship-building within organizations?
4. What is the perception of secretaries on the changes in their roles due to the introduction of modern communication technologies?
5. What strategies can organizations adopt to optimize the use of modern communication technologies and enhance secretarial performance?

1.5 Significance of the Study 
The significance of this study lies in its potential to offer valuable insights into the effects of modern communication technologies on secretarial performance. As the role of the secretary evolves with the integration of new digital tools, understanding these changes is crucial for both the individuals in this role and the organizations that rely on their expertise. By examining the impact of communication technologies on the efficiency, productivity, and job satisfaction of secretaries, this research will provide useful guidance for improving administrative practices and optimizing workplace environments.
Significance to the Secretary
This study highlights how modern communication technologies, such as email, instant messaging, and video conferencing, impact secretarial performance. By understanding how these tools affect their roles, secretaries can optimize their productivity, improve time management, and enhance their professional development. Additionally, the study will help identify challenges like information overload and the need for continuous learning, offering strategies to manage these issues and improve job satisfaction (Adams, 2020).
Significance to the Organization
For organizations, this study provides insights into how technology influences the efficiency and productivity of secretarial staff. It will help organizations make informed decisions on tool selection, training programs, and workflow management, leading to improved communication, coordination, and overall performance (Smith & Johnson, 2018). Furthermore, it will guide organizations in addressing potential risks, such as diminished interpersonal communication, ensuring a balanced approach to technology adoption (Jones, 2021).
By fostering a supportive environment where secretaries can thrive with modern tools, organizations can increase both employee satisfaction and organizational effectiveness.
1.6 Delimitation of the Study
This study is delimited in scope to the effect of modern communication technologies on the performance of secretaries working in corporate and office environments. The primary focus is on the use of tools such as email, instant messaging, video conferencing, and cloud-based platforms. As such, the findings may not be directly applicable to secretarial roles in other sectors, such as government or non-profit organizations, where communication technologies may be used differently or less frequently (Brown, 2019).
Additionally, the study focuses on secretarial staff in medium to large-sized organizations, as these tend to have more complex communication needs and resources to adopt modern technologies (Smith & Johnson, 2018). The research does not extend to secretaries working in small businesses or freelance roles, where technology usage may be more limited or varied.
1.7 Limitation of the Study
This study is limited by the scope of its sample, which focuses primarily on secretarial staff from medium to large-sized organizations, excluding smaller businesses and remote work settings. Therefore, the findings may not be fully applicable to all types of secretarial roles, especially those in non-traditional office environments (Smith & Johnson, 2018). Additionally, the study examines only a subset of modern communication technologies, including email, instant messaging, video conferencing, and cloud-based platforms. Other technologies, such as AI-based assistants or industry-specific tools, were not considered, which may limit the breadth of the study's conclusions (Brown, 2019).
The research also relies on self-reported data from surveys, which introduces the potential for bias, as participants may provide socially desirable No. of Respondents or overlook certain aspects of how technology impacts their performance (Adams, 2020). Furthermore, the cross-sectional design of the study captures data at one point in time, limiting the ability to assess the long-term effects of modern communication tools on secretarial roles and performance (Jones, 2021). Finally, the study focuses exclusively on the perspectives of secretaries and does not incorporate the views of other organizational members, such as managers, who may also be affected by the use of these technologies (Smith & Johnson, 2018).


CHAPTER TWO
LITERATURE REVIEW
This literature review explores various studies that examine effect of modern communication technologies on secretarial performance, highlighting both the positive and negative effects, as well as the challenges faced by secretaries in adapting to this digital shift. The review will be conducted under the following sub headings: 
2.1 Modern Communication Technologies in the Workplace
2.2 Role of Secretaries in the Digital Age
2.3 Positive Effects of Modern Communication Technologies on Secretarial Performance
2.4 Challenges Faced by Secretaries in Adapting to New Technologies
2.5 Impact on Job Satisfaction and Employee Well-Being
2.1 Modern Communication Technologies in the Workplaces
The integration of modern communication technologies (MCTs) in the workplace has profoundly transformed organizational operations and worker performance. Modern communication tools, such as email, video conferencing, instant messaging, and collaborative platforms, have facilitated faster, more efficient communication, enabling employees to interact seamlessly, regardless of geographical constraints. These technologies have significantly altered the traditional office setting by enabling real-time communication, reducing the time and costs associated with in-person meetings, and supporting the increasingly flexible and remote work environment (Wainwright, 2020).
The role of MCTs in enhancing workplace productivity is well documented in contemporary organizational studies. Technologies such as cloud-based collaboration platforms (e.g., Google Workspace, Microsoft Teams) have improved workflow management, allowing workers to collaborate on documents, track project progress, and maintain communication without physical proximity (Miller et al., 2019). This is particularly crucial for organizations that operate in a globalized economy where employees might be spread across different regions and time zones.
Additionally, the advent of mobile communication tools, such as smartphones and tablets, has further contributed to enhanced communication flexibility. Workers can respond to client inquiries, attend virtual meetings, and access organizational resources from virtually anywhere. This technological shift has resulted in improved employee engagement, faster decision-making, and increased responsiveness to organizational needs (Johnson & Lee, 2021).
Research has shown that the effective use of MCTs in the workplace positively impacts employee performance. According to a study by Smith (2021), workers who utilize MCTs to perform tasks report higher levels of productivity and job satisfaction. One key factor is the increased ease of information sharing and communication across departments, which streamlines operations and enables quicker No. of Respondents to challenges. In contrast, organizations that have not fully integrated MCTs often experience slower communication processes, leading to delays and misunderstandings (Roberts, 2020).
2.2 Role of Secretaries in the Digital Age
The role of secretaries has evolved significantly in the digital age, moving beyond traditional administrative tasks to becoming integral contributors to organizational success. Historically, secretaries were primarily responsible for typing, filing, answering phones, and organizing meetings. However, with the advent of modern communication technologies and the shift towards digital workplaces, the scope of their duties has expanded considerably (Parker, 2020). In today’s fast-paced business environment, secretaries play a pivotal role in facilitating effective communication, managing office technology, and supporting managerial decisions.
In the digital age, secretaries are not only expected to perform traditional clerical duties but are also tasked with managing and utilizing advanced digital tools and technologies. These include email management, scheduling software, video conferencing tools, and collaborative platforms such as Microsoft Teams, Zoom, and Google Workspace. The ability to navigate these technologies is now considered a critical skill for secretaries to enhance efficiency and productivity within modern organizations (Nguyen & Lim, 2021). With these tools, secretaries can schedule meetings, coordinate events, communicate with clients, and perform research—all while ensuring the smooth operation of the office.
Moreover, modern secretaries are required to have strong digital literacy skills. They must be adept at managing various digital platforms and using software to handle tasks such as document preparation, record-keeping, and data entry. For instance, the introduction of cloud-based storage solutions has transformed how secretaries organize and store office documents, allowing for more accessible, efficient, and secure management of files (Anderson & Brown, 2022). Additionally, secretaries now manage digital communications, including emails, instant messages, and social media interactions, ensuring that information flows seamlessly across departments and with external stakeholders.
In many organizations, secretaries also serve as the primary point of contact for both internal and external communication. They are expected to coordinate and facilitate communication among various departments, manage inquiries from clients, and ensure timely No. of Respondents to requests. The digital tools at their disposal have made this role even more crucial, as they can quickly disseminate information through emails, instant messaging, or virtual meetings. The ability to multitask and respond to various communication channels simultaneously has become a key expectation of modern secretaries (Koch & Smit, 2021).
2.3 Positive Effects of Modern Communication Technologies on Secretarial Performance
Modern communication technologies have had a profound impact on the performance of secretaries, revolutionizing how they interact, manage tasks, and contribute to the overall productivity of the organization. In the context of organizational culture, these technologies have not only enhanced secretarial roles but have also reshaped office dynamics, fostering a culture of efficiency, collaboration, and innovation. The integration of tools such as email, video conferencing, cloud storage, instant messaging, and collaborative platforms has brought about numerous positive effects that are critical to the effective performance of secretaries in modern offices.
One of the most significant positive effects of modern communication technologies on secretarial performance is the enhancement of communication and collaboration. In a fast-paced business environment, secretaries often serve as the communication bridge between various departments, management, and clients. With tools such as email, instant messaging, and video conferencing, secretaries can communicate more quickly and efficiently, reducing delays and improving response times. According to Anderson and Brown (2022), the use of email and instant messaging has accelerated communication processes in the workplace, allowing secretaries to relay important messages, schedule meetings, and resolve issues promptly.
Furthermore, modern communication technologies have facilitated real-time collaboration among secretaries, managers, and other team members. Platforms like Microsoft Teams, Google Workspace, and Slack allow for seamless communication and document sharing, enabling secretaries to work more collaboratively with colleagues in different departments or locations. The ability to work on shared documents, track progress on tasks, and provide immediate feedback has led to a more cohesive organizational culture, where teamwork and transparency are emphasized (Nguyen & Lim, 2021).
Modern communication technologies have significantly increased the efficiency of secretarial tasks. The automation of routine processes, such as scheduling, data entry, and document management, has freed up valuable time for secretaries to focus on higher-level responsibilities. Tools like online scheduling software and automated reminders allow secretaries to manage appointments and meetings with ease, reducing the likelihood of errors or scheduling conflicts. As noted by Gray (2020), the automation of such tasks not only saves time but also reduces the cognitive load on secretaries, enabling them to perform more complex tasks with greater accuracy.
Cloud-based tools and storage solutions have also contributed to more efficient document management. Secretaries can now access, edit, and share documents in real-time, eliminating the need for physical paperwork and improving the speed at which information can be disseminated. This digital transformation has resulted in faster decision-making processes, as managers and team members have immediate access to critical documents and data (Parker, 2020). Additionally, secretaries can organize and search for documents more efficiently, saving time that would otherwise be spent on physical filing systems.
2.4 Challenges Faced by Secretaries in Adapting to New Technologies
In recent years, technological advancements have dramatically transformed the role of secretaries within organizations, particularly through the integration of modern communication technologies. While these technologies have streamlined office operations and improved overall efficiency, the process of adapting to new tools and systems has not been without its challenges. Secretaries, as pivotal players in the organizational structure, face several hurdles in embracing and effectively using new technologies, which can influence their performance and the overall work culture. These challenges can be attributed to factors such as resistance to change, insufficient training, lack of technical skills, and issues related to organizational support and culture.
One of the primary challenges secretaries face in adapting to new technologies is resistance to change. According to Kaur and Sharma (2021), resistance to change is a common phenomenon in workplaces, and secretaries are no exception. Many secretaries, especially those who have been in their roles for an extended period, may find it difficult to transition from traditional methods to digital platforms. This resistance often stems from the fear of the unknown, the anxiety of mastering new tools, or the perception that the existing systems are sufficient for daily operations. Resistance to change can be particularly prevalent in organizations with a deeply entrenched organizational culture that is accustomed to manual or less technologically advanced ways of working (McGonagle & Vance, 2020).
Moreover, insufficient training is another significant barrier to technology adoption. The rapid pace of technological advancement often means that secretaries are required to learn and adapt to new tools continuously. However, many organizations fail to provide the necessary training and resources to help secretaries become proficient with new technologies. According to Van der Merwe (2020), proper and ongoing training is crucial for employees to adapt to new systems. Without adequate training programs, secretaries may struggle to understand how to use the technology effectively, leading to frustration, decreased productivity, and increased errors. Training is also essential for ensuring that secretaries understand how to integrate these tools into their daily tasks, such as managing email systems, using video conferencing platforms, or utilizing document management software.


2.5 Impact on Job Satisfaction and Employee Well-Being
In today's fast-paced, technology-driven work environment, organizational culture plays a crucial role in influencing the job satisfaction and overall well-being of employees. The nature of an organization's culture—its values, norms, and leadership style—directly affects how employees perceive their work environment and how engaged they feel in their roles. As the workplace evolves, particularly with the integration of modern communication technologies, job satisfaction and employee well-being have become focal points in the study of organizational effectiveness. A positive organizational culture, especially one that embraces technological advancements and supports employee welfare, can significantly enhance job satisfaction and contribute to better overall employee performance.
The impact of organizational culture on job satisfaction is multifaceted. According to Robbins and Judge (2019), organizational culture influences employees' perceptions of their work environment, which in turn affects their motivation, engagement, and satisfaction. In workplaces with a strong, positive culture—characterized by support, recognition, and clear communication—employees tend to feel more valued and satisfied with their roles. This sense of belonging and fulfillment is essential for fostering long-term commitment and loyalty to the organization. In contrast, organizations with poor or toxic cultures, where communication is inefficient or disjointed, tend to see lower levels of job satisfaction, which may result in higher turnover rates and decreased performance (Schein, 2017).
Modern communication technologies have an undeniable impact on job satisfaction by streamlining communication processes and reducing the time employees spend on administrative tasks. Tools such as email, instant messaging, video conferencing, and collaborative platforms enable employees to communicate more efficiently, collaborate seamlessly, and manage their tasks effectively (Aarons et al., 2020). 
CHAPTER THREE
METHODOLOGY
This chapter outlined the research methodology used to investigate the effect of modern communication technologies on secretarial performance. The following sections detailed each step under which the methodology is been discussed.
3.1 Instrument Used
3.2 Population of the Study
3.3 Sample and Sampling Techniques
3.4 Distribution and Collection of Data
3.5 Reliability
3.6 Validity
3.7 Method of Data Analysis
3.1 Instrument Used
The primary instrument used for data collection in this study was a structured questionnaire. The questionnaire was designed by the researcher to capture the perspectives, experiences, and opinions of secretaries regarding the impact of modern communication technologies on their professional performance. The questionnaire was structured into several sections, each focusing on different aspects of communication technologies, including email, video conferencing, instant messaging, and cloud-based tools.
3.2 Population of the Study
The population of this study consisted of secretaries working in various organizations within Ilorin metropolis. These secretaries were selected because they play a central role in organizational communication, coordination, and administrative tasks, all of which are significantly influenced by modern communication technologies.
The study specifically targeted secretaries who are actively involved in handling digital communications, scheduling meetings, and supporting organizational operations with modern communication tools such as emails, video conferencing, and collaborative software. The total population from which the sample was drawn was approximately 21 secretaries, based on available records of secretarial positions within the selected organizations in Ilorin metropolis for the study.
3.3 Sample and Sampling Techniques
For this study, a stratified random sampling technique was employed to select the sample. Stratified random sampling was chosen because it ensures that different sub-groups within the population (e.g., secretaries from different departments or levels within the organization) are proportionally represented in the sample.
The total population   of 21 secretaries was used as sample for the study because it was manageable for the study.
3.4 Distribution and Collection of Data
The questionnaires were distributed to the sampled secretaries in the selected organization by the researcher with the help of research assistant. The data collection process lasted for two weeks, during which follow-up calls were made to remind participants to complete the questionnaire. This strategy aimed to increase the response rate and reduce non-response bias.
3.5 Reliability
Reliability refers to the consistency of the research instrument in producing similar results under consistent conditions. To assess the reliability of the questionnaire, a pilot test was conducted with a small group of10 secretaries who were not part of the actual study sample). The purpose of the pilot test was to evaluate the clarity, comprehensibility, and consistency of the questions.
The results from the pilot test were analyzed to ensure that the questionnaire was clear and that the questions consistently measured the intended constructs. Minor adjustments were made based on feedback from the pilot participants. After revisions, the questionnaire was deemed reliable for the main study.
3.6 Validity
Validity refers to the extent to which the research instrument measures what it is intended to measure. To ensure the validity of the instrument, several steps were taken, the instrument were given to two senior lecturers in the department of office technology and management to assess and modify in order to improve the quality of the instrument. Their corrections were used to revise and refine the instrument before it was finally used.
3.7 Method of Data Analysis
The data collected from the questionnaires were analyzed using descriptive statistics which involved summarizing the data through frequency distribution and percentages. These provided an overview of the participants' No. of Respondents to various questions, allowing for the identification of trends and patterns of No. of Respondents to statement about modern communication technologies for effective secretarial performance. The analysis was presented in tables as seen in the next chapter



CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents the findings of the research study on “Effect of Modern Communication Technologies on Secretarial Performance." The data collected from the questionnaires were presented in tables, followed by interpretation of the results. 
4.2 Results
Table 4.1: Modern communication technologies enhance the efficiency of secretaries
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	12
	57.1%

	Agree
	6
	28.6%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025
Table 4.1 above showed that 12 (57.1%) respondents strongly agreed, and 6 (28.6%) respondents agreed that modern communication technologies enhanced the efficiency of secretaries, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.2: Modern communication technologies improve communication within organizations
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	10
	47.6%

	Agree
	8
	38.1%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.2 above showed that 10 (47.6%) respondents strongly agreed, and 8 (38.1%) respondents agreed that modern communication technologies improved communication within organizations, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.3: The use of email increase the speed of communication in your office
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	11
	52.4%

	Agree
	7
	33.3%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.3 above showed that 11 (52.4%) respondents strongly agreed, and 7 (33.3%) respondents agreed that the use of email increased the speed of communication in their office, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.4: Video conferencing improve meeting effectiveness
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	9
	42.9%

	Agree
	8
	38.1%

	Disagree
	3
	14.3%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.4 above showed that 9 (42.9%) respondents strongly agreed, and 8 (38.1%) respondents agreed that video conferencing improved meeting effectiveness, while 3 (14.3%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.5: The use of instant messaging improve workflow management for secretaries
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	12
	57.1%

	Agree
	5
	23.8%

	Disagree
	3
	14.3%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.5 above showed that 12 (57.1%) respondents strongly agreed, and 5 (23.8%) respondents agreed that the use of instant messaging improved workflow management for secretaries, while 3 (14.3%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.6: Modern communication technologies reduce the amount of time spent on administrative tasks
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	11
	52.4%

	Agree
	7
	33.3%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.6 above showed that 11 (52.4%) respondents strongly agreed, and 7 (33.3%) respondents agreed that modern communication technologies reduced the amount of time spent on administrative tasks, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.7: Modern communication technologies help secretaries manage client relationships better
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	10
	47.6%

	Agree
	8
	38.1%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.7 above showed that 10 (47.6%) respondents strongly agreed, and 8 (38.1%) respondents agreed that modern communication technologies helped secretaries manage client relationships better, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.8: Secretaries feel more confident using digital communication tools
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	9
	42.9%

	Agree
	7
	33.3%

	Disagree
	3
	14.3%

	Strongly Disagree
	2
	9.5%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.8 above showed that 9 (42.9%) respondents strongly agreed, and 7 (33.3%) respondents agreed that they felt more confident using digital communication tools, while 3 (14.3%) respondents disagreed and 2 (9.5%) respondents strongly disagreed with the statement.


Table 4.9: The use of cloud-based tools improve collaboration among secretaries
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	12
	57.1%

	Agree
	5
	23.8%

	Disagree
	3
	14.3%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.9 above showed that 12 (57.1%) respondents strongly agreed, and 5 (23.8%) respondents agreed that the use of cloud-based tools improved collaboration among secretaries, while 3 (14.3%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.10: Modern communication technologies facilitate faster decision-making within the office
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	10
	47.6%

	Agree
	8
	38.1%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.10 above showed that 10 (47.6%) respondents strongly agreed, and 8 (38.1%) respondents agreed that modern communication technologies facilitated faster decision-making within the office, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.11: The integration of social media tools improve internal communication in your organization
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	9
	42.9%

	Agree
	8
	38.1%

	Disagree
	3
	14.3%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.11 above showed that 9 (42.9%) respondents strongly agreed, and 8 (38.1%) respondents agreed that the integration of social media tools improved internal communication in their organization, while 3 (14.3%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.12: The use of online scheduling tools reduce scheduling conflicts for secretaries
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	10
	47.6%

	Agree
	7
	33.3%

	Disagree
	3
	14.3%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.12 above showed that 10 (47.6%) respondents strongly agreed, and 7 (33.3%) respondents agreed that the use of online scheduling tools reduced scheduling conflicts for secretaries, while 3 (14.3%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.13: Modern communication technologies reduce the number of physical meetings required
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	11
	52.4%

	Agree
	6
	28.6%

	Disagree
	3
	14.3%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.13 above showed that 11 (52.4%) respondents strongly agreed, and 6 (28.6%) respondents agreed that modern communication technologies reduced the number of physical meetings required, while 3 (14.3%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.14: The use of mobile communication tools improve secretaries' ability to respond to client inquiries
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	12
	57.1%

	Agree
	6
	28.6%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.14 above showed that 12 (57.1%) respondents strongly agreed, and 6 (28.6%) respondents agreed that the use of mobile communication tools improved their ability to respond to client inquiries, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.15: The use of collaborative platforms improve teamwork among secretaries
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	10
	47.6%

	Agree
	8
	38.1%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.15 above showed that 10 (47.6%) respondents strongly agreed, and 8 (38.1%) respondents agreed that the use of collaborative platforms improved teamwork among secretaries, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.16: Modern communication technologies help secretaries maintain work-life balance
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	8
	38.1%

	Agree
	10
	47.6%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.16 above showed that 8 (38.1%) respondents strongly agreed, and 10 (47.6%) respondents agreed that modern communication technologies helped secretaries maintain work-life balance, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.17: Modern communication technologies improve secretarial support to executives
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	11
	52.4%

	Agree
	7
	33.3%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.17 above showed that 11 (52.4%) respondents strongly agreed, and 7 (33.3%) respondents agreed that modern communication technologies improved secretarial support to executives, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.18: The use of cloud storage make document management more efficient for secretaries
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	12
	57.1%

	Agree
	6
	28.6%

	Disagree
	2
	9.5%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.18 above showed that 12 (57.1%) respondents strongly agreed, and 6 (28.6%) respondents agreed that the use of cloud storage made document management more efficient for secretaries, while 2 (9.5%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.19: The use of mobile apps help secretaries prioritize their tasks better
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	10
	47.6%

	Agree
	7
	33.3%

	Disagree
	3
	14.3%

	Strongly Disagree
	1
	4.8%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.19 above showed that 10 (47.6%) respondents strongly agreed, and 7 (33.3%) respondents agreed that the use of mobile apps helped secretaries prioritize their tasks better, while 3 (14.3%) respondents disagreed and 1 (4.8%) respondent strongly disagreed with the statement.


Table 4.20: The introduction of digital filing systems improve document retrieval efficiency
	Options
	No. of Respondents
	Percentage

	Strongly Agree
	12
	57.1%

	Agree
	5
	23.8%

	Disagree
	2
	9.5%

	Strongly Disagree
	2
	9.5%

	Total
	21
	100%


Source: Researcher's Fieldwork, 2025

Table 4.20 above showed that 12 (57.1%) respondents strongly agreed, and 5 (23.8%) respondents agreed that the introduction of digital filing systems improved document retrieval efficiency, while 2 (9.5%) respondents disagreed and 2 (9.5%) respondents strongly disagreed with the statement.








CHAPTER FIVE
SUMMARY, CONCLUSION, AND RECOMMENDATIONS
5.1 Summary
This study aimed to investigate the impact of modern communication technologies on secretarial performance, particularly within organizations. The research focused on secretaries' perceptions regarding the effectiveness of tools such as mobile communication devices, social media platforms, online scheduling tools, cloud storage, and collaborative platforms in enhancing their performance. Data were collected through a structured questionnaire distributed to 21 secretaries working in various units of selected organization within Ilorin metropolis. The whole population were used as A sample of respondents provided usable data, with an 100% response rate.
The findings revealed that modern communication technologies significantly influenced secretarial performance in a variety of ways. The majority of respondents strongly agreed that technologies like mobile communication tools and collaborative platforms improved internal communication, task management, and team collaboration. Tools such as cloud storage were found to enhance document management efficiency, and mobile apps helped secretaries prioritize tasks better. Furthermore, the use of online scheduling tools was associated with a reduction in scheduling conflicts. The data also indicated that modern communication technologies contributed to maintaining work-life balance for secretaries and improved support for executives.
The study confirmed that communication technologies played a central role in streamlining administrative tasks, improving productivity, and providing secretaries with greater flexibility in managing their responsibilities. However, challenges such as the need for continuous training and potential dependency on these technologies were identified as areas requiring attention.
5.2 Conclusion
In conclusion, the study confirmed that modern communication technologies have a profound effect on secretarial performance. The adoption of digital tools such as mobile communication devices, collaborative platforms, cloud storage, and online scheduling tools significantly improved various aspects of secretarial duties, including communication efficiency, task prioritization, document management, and client interaction. These technologies contributed to improved productivity and time management, as well as enhanced work-life balance for secretaries.
Despite the positive outcomes, the study highlighted some challenges. For example, some respondents expressed concerns about the over-reliance on technology and the possible impact on personal interactions and face-to-face communication. Additionally, the continuous evolution of communication technologies requires that secretaries stay updated with the latest tools, which can place additional demands on their time and skillsets.
Overall, the results suggest that organizations that integrate modern communication technologies into their secretarial functions benefit from improved performance and greater organizational efficiency. However, the successful implementation of these technologies depends on adequate training and support for secretarial staff to maximize their potential.
5.3 Recommendations
Based on the findings of this study, the following recommendations are made:
1. Organizations should invest in continuous training and development programs to ensure that secretaries are proficient in using modern communication technologies. 
2. Companies should regularly evaluate the effectiveness of the communication technologies they use. 
3. Organizations should provide adequate technical support to their secretarial staff to ensure that any challenges or issues with technology can be quickly addressed. 
4. Organizations should encourage a balanced approach to communication that includes both digital and face-to-face interactions. 
5. Organizations should regularly upgrade their technological infrastructure, to maintain competitiveness and efficiency.
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Dear Sir/Ma,

RESEARCH QUESTIONNAIRES
	This is a research instrument to elicit information relevant to research work titled Effect of Modern Communication Technologies on Secretarial Performance.
The Research is a partial fulfilment of the requirement for the award of 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. Modern communication technologies enhance the efficiency of secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Modern communication technologies improve communication within organizations. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. The use of email increases the speed of communication in your office. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Video conferencing improves meeting effectiveness. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. The use of instant messaging improves workflow management for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Modern communication technologies reduce the amount of time spent on administrative tasks. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Modern communication technologies help secretaries manage client relationships better. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Secretaries feel more confident using digital communication tools. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. The use of cloud-based tools improves collaboration among secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Modern communication technologies facilitate faster decision-making within the office. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. The integration of social media tools improves internal communication in your organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. The use of online scheduling tools reduces scheduling conflicts for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Modern communication technologies reduce the number of physical meetings required. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. The use of mobile communication tools improves secretaries' ability to respond to client inquiries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. The use of collaborative platforms improves teamwork among secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Modern communication technologies help secretaries maintain work-life balance. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Modern communication technologies improve secretarial support to executives. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. The use of cloud storage makes document management more efficient for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. The use of mobile apps helps secretaries prioritize their tasks better. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. The introduction of digital filing systems improves document retrieval efficiency. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

2

