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CHAPTER ONE

INTRODUCTION
1.1 
Background of the study
Secretaries are not burn but made, although there are people with the potential of becoming good, effective and efficient secretaries. Before anybody can be called a secretary, she must have unclear goals certain trainings. The period of training varies from time to time and depend on the level of operation.

In other words, the degree of training will determine where the secretaries work. Generally, it is however required that a person must have gone through series of trainings before she can qualify as a secretary. During the period of training, no matter how short or long it takes, it is expected that all the skills and knowledge required of her to be able to discharge her duties effectively must have been acquired. Having acquired these, the end result is to be able either to impact these skills and knowledge into others or make the best use of them in various places where such are needed.

For decades now, fast changes have been taking place in all facets of human life including the office environment. This is as a result of technological advancement. Every office in today's business world, be it government, industry or other human endeavors, requires facts and accurate information for quick decision-making. The office worker, including the secretaries expects certain support from the organization into which he/she is employed. This support can be technological (Machines and Equipment) and human. In offices of past, manager's dictated memos and letters and secretaries typed them. Most processing centers and relied on personal computers and even electronic mail in an effort to lessen the need for secretarial support and make the secretary-secretaries very productive (Ezoem, 2019; Osuala, 2020). As a result of changes in technology the role of secretaries in business has changed tremendously from that of typewriting and shorthand dictation, answering of telephone calls and processing of mails. Today's secretaries are exposed to office technology including the internet that make work much easier and knowledge more accessible (Edwin, 2020).

It is now easier to send messages by telex, electronic mails (e-mails), fax and telephones. Other office gadgets available to the secretaries are photo-copy machines, duplicating machines, dictating machines, printers, among others. This is the era of computers and information technology which has become an enabler of greater convenience. Three of the most popular types of computer software programs are word processing, which help the user to write and edit memos, letter and reports, data programs or databases, which help the user/ secretaries to use long lists of data and spreadsheet programs, which handle tables and numbers (Dulek and Fielden, 2021).

Secretaries now have many technologically advanced office gadgets to ease their jobs and enhance proficiency and productivity leading to improved access to goods and services globally (Wofersohn, 2021). There are wide range of office machines and equipment which now enable secretaries to improve their performances. Such new machines take the form of electronic typewriters that have replaced the manual ones. Word processors with multi-purpose facilities, computers and other sophisticated office machines and equipment are now provided by employees. Some of the physical equipment used by secretaries including computer communication equipment and electronic pocket organizers (Lucas, 2018). New technological equipment that has altered the procedures and technique for office functions include the computers, electronic mail / commerce voice mail, and the internet.

However, these new developments brought by technological challenges require even more knowledge and skills beyond being a professional secretaries, for the secretaries to be abreast with the changing times, face the challenges and overcome the old ways of doing things she or he needs training requirements in recent times to help meet organizational objectives. Information technology has affected many professions in recent times, the roles of secretarial professionals have been turned around by technology. It has provided the tools that shift the role of secretaries from that of information recorders to business strategists (Appah and Emeh, 2019). Several other authors are of view that the secretaries have to be well equipped to meet the present challenges of a modern office.

1.2 
Statement of the Problem
An automated office, undoubtedly, offers new roles and responsibilities for the secretaries. Such new roles presuppose that additional training and qualifications are required from the secretaries. Cameron (2021), a very long time ago, commented that it takes up to 10 to 15 years between the introduction of new equipment in the market and its installation in small organizations. This is particularly peculiar to private business organizations in developing countries. In modern times, it is not uncommon to find some organizations still subjecting secretaries to the use of manual typewriters. When secretaries are not provided with efficient and effective working tools, productivity is definitely bound to be low.

It is observed that due to the introduction of sophisticated technological (Electronic) office equipment into today's office and the role secretaries need to play in ensuring accuracy and efficiency in their jobs, the secretaries need to meet the challenges by acquiring new skills and competencies for efficient operations in the electronic office. There is continuous advancement in technology which has affected the secretarial profession in terms of the quality, speed and accuracy of works performed. This study is therefore undertaken in order to gain understanding on the impact of training on the job performance of secretaries.

1.3 
Objective of the Study
The main aim of this study is to ascertain the Training and Developing Influence on Secretaries Effectiveness and outcome in an Organization. In achieving this aim, the following specific objectives were laid out as follows:

1. To ascertain the ease of use of new office technologies existent in an organization.

2. To investigate the level of usage of these new office technologies.

3. To identify the level performance of trained secretaries and...

4. To determine the relationship between job training and development.
5. To find out if training programs are organized by organizations to improve the secretaries’ work skills.
1.4 
Research Questions
The study attempted to answer the following questions:

1. What are the most important task that secretaries perform?

2. What secretaries skills are needed to perform those task?

3. In what subject areas do secretaries receive additional training after they are hired?

4. How is this additional training provided?

5. What secretaries skills need to be improved?

1.5 
Significance of the Study
This research work will be useful to organizations and employers of labour, as it will provide information on the importance of training and developing influence on secretaries effectiveness and outcome in an organizations and also help management of such organizations come up with actions plans and strategies on evaluating secretaries to determine their area of weaknesses and cover up existing gaps.

This research work will also be useful to other researchers as it will serve as a research material for further studies.

1.6
 Delimitations
i. Professional secretary-executive assistant who has a mastery of office skills and can assume responsibility and show initiative.
 ii. Entry-level secretary person who performs routine tasks such as answering the telephone, typing, and running errands. 
iii. Skill level-degree of accuracy or speed required on the job for typing, shorthand or equipment operation. 
iv. Subject area knowledge about how to handle miscellaneous responsibilities including making appointments, making travel
v. Machine transcription process of typing material while listening to tapes.
1.7 
Limitation
1. The time frame allocated to the study does not enhance wider coverage as the researcher has to combine other academic activities and examinations with the study.

2. The secretaries answered the questions giving an accurate picture of their job responsibilities.

CHAPTER TWO
LITERATURE REVIEW
2.1 
Literature Review
Secretaries play an important role in ensuring the smooth functioning of administrative processes in organizations. As the demands of modern workplace evolve, so does the need for competent, adaptable, and tech-savvy secretarial staff. Training and development (T&D) have been identified as critical drivers of employee. Training and development are critical human resource functions that enhance employee capabilities and improve organizational efficiency. For secretaries, who are pivotal in managing administrative tasks and supporting organizational communication, continuous skill enhancement is particularly vital. This review examines relevant literature on how training and development impact secretaries effectiveness and the overall outcomes within an organization.

The human resource (personnel) is considered the most critical to any organization’s survival in that it utilizes financial and material resources available to bring about organization’s desired goals, however, many organizations in Nigeria have remained stagnant in their operations because of their inability or refusal to equip their workforce with needed knowledge usually derived from job training which would ordinarily put their employee in a position to work in line with organizational goals and objectives in such a way that maximum productivity will be realized. Achive, (2020, pp.6). Human resource management is also an integral part of management of any establishment. Failure of any company to take human resource issues will constitute a great problem. This work is aimed at looking at likely problems in Nigeria organization as regard the effect of job training and how those problems wrong placement of employees, inadequate job training, retraining and development programmes and inadequate provision for staff advancement can be solved. Ajileye. (2019).

However, job training is of growing importance to companies seeking to gain an advantage among competitors. There is significant debate among professionals and scholars as to the effect job training has on both secretaries and organizational goals. One school of thought argues that job training leads to an increase in turnover while the other states that training is a tool that can leads to higher levels of secretaries retention.

2.2 
Concept of Training and Development
Training refers to the systematic process of enhancing the knowledge, skills, and competencies of employees to perform specific tasks (Noe, 2021). Development on the other hand is more long-term and focuses on personal growth and the potential for future responsibilities (Armstrong & Taylor, 2020).

Training is a planned effort by an organization to facilitate employee’ learning of job-related competencies. This competencies include knowledge, skill, or behaviors that are critical for successful job performance. Secretaries might receive training in

· Office Software Applications (e.g., Microsoft Word, Excel)

· File Management Systems

· Customer Service Skills

· Communication and Time Management

The objective is to improve their efficiency in handling day-to-day administrative tasks.

Development refers to a broader and more long-term educational process. It is less about specific job roles and more about general growth career advancement, and leadership potential. Development focuses on building the capacity of employees to take on more complex or different roles in the future (Armstrong & Taylor, 2020).

Development activities for secretaries may include:

· Leadership Training

· Project Management Courses

· Personal development seminar

This process helps secretaries evolve into roles with more responsibility or specialization, such as executive assistants or office managers.

2.2.1 
Objectives of Training and development

The primary goals of Training and Development are to:

· Enhance employee competence and productivity

· Reduce performance gaps

· Ensure adaptability to changing technologies or procedures

· Improve employee satisfaction and retention

· Contribute to overall organizational growth and competitiveness

In secretarial roles, training and development ensures that secretaries can keep up with fast changing administrative technologies, maintain professionalism, and support organizational operations efficiently.

Training and development are essential for both individual employee growth and organizational success. For secretaries, who form the backbone of administrative operations, ongoing Training and development initiatives ensure that they remain efficient, updated, and aligned with the organization’s evolving needs. A strategic approach to T&D empowers secretaries to contribute meaningfully to organizational objectives while also achieving own professional goals.

2.2.2 
Benefit of Training and Development

Training and development offer several key benefits for both employee and organization:

1. Improve performance: employees gain new skills and knowledge, training equips employees with the necessary skills and knowledge to perform their jobs effectively. When employees understand their roles better and learn best practices, they can complete tasks more efficiently, with greater accuracy. This leads to higher productivity, fewer errors, and better quality of work.
2. Increased employee satisfaction and Moral: employees who receive training feel more confident and competent in their roles. This boosts self-esteem and job satisfaction. When employees see that the organization is investing in their growth, it creates a sense of belonging and motivation, which positively impacts morale and overall workplace culture.

3. One of the leading causes of employee turnover is a lack of growth and development opportunities. Organizations that offer ongoing training and career progression paths are more likely to retain their top talent. Employees are less likely to leave if they see opportunities to grow within the company.

4. Addressing weaknesses and Skill Gaps: Training helps identify and address individual or organizational skill gaps. By providing targeted learning opportunities, companies can improve employee capabilities in specific areas where improvement is needed, leading to a more balanced and capable workforce.

5. Increased innovation and Creativity: Training programs that encourage critical thinking, problem-solving, and new learning can lead to innovation. Employees are more likely to come up with fresh ideas, solutions, and improvements when they are exposed to new concepts, technologies, and approaches.
2.3 
Role of a Secretaries in an Organization

Secretaries, often referred to as administrative assistants, executive assistants, or personal assistants, play a crucial role in the smooth functioning of an organization. Their responsibilities have expanded beyond traditional clerical tasks to include more strategic, managerial, and technologically advanced duties.

Traditionally, secretaries have been responsible:

administrative functions of an office which includes:

i. document Preparation: preparing, typing, and editing various documents, report, presentations, and correspondence.

ii. Data Entry and Management: Handling data entry tasks, maintaining and organizing files (both physical and digital), and ensuring that records are updated and stored properly.

iii. iii) Filing system: Organizing both physical and digital filing systems important documents and information.

iv. iv) proofreading and editing: reviewing written materials for accuracy, grammar, spelling, and formatting.

Secretaries are often the communication link between the management, staff, and external shareholders, they are responsible for answering external calls, taking messages, and directing calls to the appropriate personnel, handling incoming and outgoing emails, letters, and other forms of communication, office management, financial and budgetary support, human resource support.

The role of a secretary has evolved dramatically over the years, expanding far beyond traditional clerical duties to encompass a wide range of administrative, managerial, and technical responsibilities. Modern secretaries are central to the smooth functioning of an organization, ensuring that the operations of the office are efficient, organized, and effective. Their contributions are integral to organizational success, as they often handle time-sensitive tasks, maintain important systems, and ensure that communication flows seamlessly across all levels of the organization. As businesses become more complex, the demand for secretaries to possess a broader skill set ranging from advanced technological skills to interpersonal and managerial capabilities.

2.4 
Impact of Training on Secretary Effectiveness

Training directly impacts secretary effectiveness by improving their skills, productivity, communication, which ultimately leads to better performance and organizational efficiency. Training plays a crucial role in enhancing the effectiveness of secretaries in several ways:

i. Improve skills and knowledge: proper training equips secretaries with essential skills such as time management, organizational techniques, communication, and technical proficiency. This enables them to handle administrative tasks more efficiently, prioritize work, and manage

ii. resources better. With comprehensive training, secretaries can execute tasks more quickly and with fewer mistakes. For instance, training in software tools like Microsoft office, calendar management systems, and streamline daily tasks, allowing for smoother workflow and time for higher priority duties.

iii. Better communication: secretaries often serve as the communication hub for executives or teams. Training can improve their ability to handle emails, phone calls, and face-to-face interactions professionally. Effective communication skills help them in drafting documents, taking messages, and relaying information accurately, which is essential for seamless organizational operations.

iv. Adaptability to change: As organizations evolve, secretaries are often required to adapt to new technologies, office procedures, and working styles. Training helps them stay current with innovations like remote work systems or project management tools, ensuring they remain valuable assets to the organization.

2.5 The Effect of Job Training on the effectiveness of secretaries in an Organization

According to Lane, and Robison. (2020, pp.11) the effect of job training on the effectiveness of secretaries in an organization include:

· Job Security: the fear of losing one’s job due to advancement of ICT will be reduced because of the acquisition of vocational skills and job training skills

· Help with work related problem: The knowledge acquired through vocational skills and job training help employees to tackle work related problem easily.

· Better pay: As a result of additional knowledge acquired through vocational skills and job training. Employees are opportune to receive better pay of it.

· Job satisfaction: Advancement of knowledge through vocational skill and job training makes employees happy doing the job and continue

· Increase productivity: Jackson & Schuler, (2019, pp.5) claimed that vocational skills and job training assist employees in higher organization to avoid the loss of productivity that usually comes with new way of handling new job position.

· Opportunity of realizing potentials: Employees additional training on vocational skills and job training give them opportunities of development that will bring about realizing more potentials and promotion in their organization.

· Improves efficiency and morale of employees: Employees development on vocational skill and job training improves their efficiency and moral among the co-workers in their organization.

· Encourage team work: Employees development on vocational skills and job training give them more knowledge to relate well with other employee and work as a team member.

The effect of job training on the effectiveness of secretaries in an organization is significant. Job training equip secretaries with the necessary skills knowledge to perform their overall productivity. it ensures they are well-prepared for the challenges they may encounter, improving their ability to assist management and support organizational functions effectively. This, in turn, contributes to smoother organizations and better support for management.

2.6 
Influence on organizational outcomes

Organizations that invest in employee training often report improved job satisfaction, lower turnover, and increased productivity. In secretarial roles, this means better managed schedules, enhanced documentation accuracy, and faster decision support processes, all of which contribute to organizational agility and competitiveness (Noe, 2020).

Secretaries often regarded as administrative support staff, play a vital role in shaping the efficiency and effectiveness of organizational processes. With the evolution of administrative functions, secretaries now contribute beyond clerical duties, impacting communication flow, office condition, and even strategic implementation.

Historically, secretaries were confined to typewriting, filling, and basic office duties. However, technological advancement and organizational restructuring have redefined their responsibilities. Modern secretaries engage in decision support tasks, project coordination, and digital communication, making them strategic administrative partners (Olorunfemi, 2023). In times of organizational transformation or restructuring, secretaries serve as stabilizing agents. Their adaptability, institutional knowledge, and administrative consistency help maintain work flow continuity (Nwaoha, 2019). Secretaries often act as a bridge between management and staff. Their interpersonal skills contribute to a positive work culture and smooth conflict resolution. Research shows that secretarial staff with strong emotional intelligence can significantly influence team morale and collaboration (Chulwudi & Nwokedi, 2019). Despite their impact, secretaries often face low recognition, limited career growth, and inadequate involvement in decision making. These factors can reduce their motivation and, consequently, their contribution to organizational goals (Eze, 2020).

Secretaries are integral to organizational success through their role in communication, coordination, and administrative support. When adequately empowered, they not only enhance operational efficiency but also contribute to strategic outcomes. Organizations that recognize and invest in their secretarial workforce stand to gain in productivity and workplace harmony. Secretaries influence key aspects of organizational performance:

· Communication Management: Effective internal and external communication depends heavily on secretarial roles. Miscommunication or delays can hinder operations (Chasanya, 2019).

· Time and Task Coordination: Secretaries help streamline executives’ schedules, ensuring optimal time management, which boosts productivity (Adebayo & Ojo, 2021).

· Information Management: As gatekeepers of information, they manage sensitive data and documentation, ensuring accuracy and confidentiality crucial for decision making (Okafor, 2019).

2.7
 Influence of Training and Development on secretarial Performance

Studies show that training significantly improves secretaries’ competency in handling software tools (e.g., Microsoft Office suite, scheduling apps, data management systems). Adeyemo & Afolabi (2020) found that IT training boosts speed and accuracy in task execution, allowing secretaries to better support organizational efficiency. Training programs focused on communication skills improve internal and external correspondence. Effective communication is vital in secretarial role, especially when dealing with stakeholders or representing executives. Boxell & Purcell (2018) supports that employees with strong interpersonal skills contribute to a more cohesive work environment. Regular training boosts morale and motivation by making secretaries feel valued and invested in. This reduces turnover and increases commitment. Olaniran & Ojo (2021) indicated that employees who undergo continuous development are likely to stay with the organization and perform better.

Training and development are essential tools for enhancing the efficiency, competence, and overall performance of secretarial staff. As the administrative backbone of many organizations, secretaries are responsible for managing schedules, handling communication, organizing documents, and support executive functions. When they receive targeted training and professional development, their ability to perform these tasks improves significantly. Effective training helps secretaries acquire both technical and soft skills, including proficiency in office software, organizational abilities, time management programs also prepare them for new responsibilities and evolving technologies, fostering adaptability in a dynamic work environment.

Furthermore, trained secretaries are more confident, require less supervision, and contribute to a smoother workflow. Organizations that invest in their secretarial staff often experience increased

productivity, improved work quality, and stronger administrative support overall. Training and development are vital in enhancing secretarial performance by improving skillsets, increasing efficiency, and enabling professional growth, which in turn contribute to organizational success.

2.8 Training and Secretarial Effectiveness

Studies suggest that secretarial staff who receive consistent and relevant training perform better in terms of time management, accuracy, and multitasking (Akinyemi, 2018). For instance, training in digital tools (like MS Office, CRM software, or cloud-based collaboration tools) significantly enhance their ability to support organization goals. In today’s fast-paced, technology driven work environment, the role of the secretarial has evolved significantly from basic clerical duties to a more dynamic and multi-functional position. Secretaries today are expected to manage office operations, handle complex scheduling, communicate with stakeholders, and support executive functions. To keep pace with these changing demands, continuous and relevant training is crucial. This essay explores the concept of training and how it contribute to secretarial effectiveness in modern organizations.

To appreciate the importance of training, one must understand the responsibilities of a modern secretary. Secretaries are responsible for a wide array of tasks, including but not limited to: Managing scheduling and appointments, Organizing meetings and taking minutes, Preparing reports, memos, and correspondence, Managing communication channels such as phone calls and emails, Coordinating travel arrangements, Maintaining filing systems, both physical and digital. Given this wide range of responsibilities, secretaries need to possess a diverse skill set. A well trained secretary can significantly enhance organizational efficiency by ensuring administrative functions run smoothly.

Training is essential for secretaries because it bridges the gap between job demands and employee capabilities. some key ways training enhance secretarial effectiveness:

1. Skill Development: Training equip secretaries with the technical

skills needed to operate modern office equipment and software. This includes proficiency in word processing, spreadsheets, emails systems, and office management software such as Microsoft Office, Google workplace, and enterprise resource planning tools. Technical proficiency enhance accuracy, speed, and reliability in task execution.

2. Improved Communication: Secretaries are often the first point of contact for clients, suppliers, and other stakeholders. Training in communication skills both written and oral helps secretaries convey messages clearly, maintain professionalism, and build positive relationships. Effective communication also involves listening skills, negotiation, and the ability to manage conflicts.

3. Time and Task Management: Training help secretaries prioritize tasks, manage time effectively, and handle multiple responsibilities simultaneously. Time management training teaches them how to plan their day, avoid procrastination, and work efficiently under pressure.

4. Adaptability to Technology: As technology evolves, secretaries must adapt to new systems and tools. Continuous training ensures they stay current with technological trends, such as the use of cloud storage, virtual meeting platforms, and data security practices. This adaptability enhances productivity and reduces error.

5. Professionalism and Ethics: Training in workplace ethics, confidentiality, and professional conduct ensures that secretaries understand the importance integrity and discretion in handling sensitive information. Such training reduces the risk of legal issues and enhances the organization’s reputation.

6. Boosting Confidence and Job Satisfaction: When secretaries are well trained, they perform their tasks more competently which boosts their confidence and job satisfaction. A motivated secretary is more likely to contribute positively to team morale and

7. the overall organizational culture.

8. Training is a critical component in enhancing secretarial effectiveness. As the responsibilities of secretaries become more complex and integral to organizational success, the need for ongoing professional development can not be overemphasized. Effective training improves technical skills, communication, time management, and adaptability, all of which contribute to a more efficient and productive work environment. Organizations that invest in the development of their secretarial staff not only improve internal operation, but also strengthen their overall competitive advancement. Training is not luxury it is a necessity for secretarial effectiveness in today’s complex organizational environment. A secretary’s role is central to the smooth functioning of any business or institution. Equipping them with the right skills and knowledge through regular and relevant training not only enhancing their performance but also contributes to the overall success of the organization. As workplace continue to evolve, investing in the professional development of secretarial staff ensures they remain efficiency, adaptable, and effective in their roles.

2.9
 Importance of Training and development in enhancing effectiveness

Training and development have long been recognised as critical tool for enhancing employee performance. Research indicates that investing in employee development leads to higher levels of competence, job satisfaction, and retention (Saks & Belcourt, 2018). Specifically, for secretaries, training and development programs focus on several key areas. One of the primary goals of training and development is to enhance the performance of employee. By providing employee with right skills and knowledge, organizations enable their workforce to perform their roles more effectively. This can include anything from teaching new technical skill to developing soft skills such as communication, teamwork, and problem solving. As employees become more proficient in their respective roles, they can execute tasks more efficiently, leading to an overall increase in productivity. When employee undergo continuous training, they become more confident in their abilities; which reflects positively on their performance. For example, customer service employees trained in effective communication and conflict resolution are more likely to handle challenging situations with customers in a calm, effective manner, thereby improving customer satisfaction.

Moreover, a well trained workforce is more likely to meet organizational goals and contribute a achieving strategic objectives. Employees who are equipped with the necessary skills can take on more complex task thereby alleviating pressure from management and allowing the organization to meet its objectives in a timely and cost-effective manner.
CHAPTER THREE

METHODOLOGY

3.1
 Instrument Used

For this study, a structured questionnaire was designed by the researcher as the primary data collection instrument. The questionnaire was scale to gather quantitative data from secretaries, information was gathered to determine the training and development needed to influence secretaries' effectiveness and outcome in an organization. The chapter deals with the method and procedure adopted in carrying out the study. The method was presented under the following scheduling Population of the study, and sampling techniques, distribution and collection of data, and method of data analysis.

3.2 
Population of the Study

The population of this studies comprises of secretaries of Kwara state University in Nigeria, Ilorin. The number of secretaries and staff comprises of both junior and senior secretaries. The total population of secretaries for the study was 216.

3.3 
Sample and Sampling Techniques

A simple random sampling technique was used to select participants for this study. From the identified organizations, a total of 95 secretaries were randomly chosen to participate in the study. The sample size was determined to ensure a reasonable representation of the population, providing insights on Training and Developing influence on secretaries effectiveness and outcome in an organization. The sample included secretaries from different organizational level to capture a diverse range of experiences and perspectives regarding training and developing influence on secretaries effectiveness and outcome in an organization.

3.4 
Distribution and Collection of Data

The distribution and collection of data was personally conducted by the researcher distributed to the selected secretaries, in their respective organizations depending on the accessibility of the participants. Data collection took place over a period of four weeks. A follow up reminder sent to participants to encourage prompt responses, ensuring that a high response rate was achieved. In all 95 Questionnaires distributed was returned completely. Given 100% return rate.

3.5 
Reliability

Reliability refers to the instrument used in measuring the variable under study. To ensure the reliability of the questionnaire, a pilot study was conducted with a small group of secretaries from organization similar to those included in the main study. The feedback from the pilot study was used to refine the questionnaire, improving clarity and ensuring that the questions accurately measure the training and developing influence on secretaries effectiveness and outcome in an organization. The reliability of the instrument was further assessed using Cronbach's Alpha coefficient, with a value of 0.85 indicating good internal consistency (Torkzadeh & Dhillon, 2019).

3.6 
Validity

The validity of the research instrument was established by experts in Office management, who reviewed the questionnaire to ensure it covered all related aspects on Training and developing influence on secretaries effectiveness and outcome in an organization. The validity was confirmed through the alignment of the questionnaire items with the literature review (Collins & Mossey, 2018). Additionally, the results from the pilot study were used to refine the instrument further to ensure that it is clear and measured what it intended to measure.

3.7 
Method of Data Analysis

The data collected from the questionnaire were analyzed using both descriptive and inferential statistical methods. Descriptive statistics such as frequency distribution, percentages, and mean scores were used to summarize the demographic characteristics of the respondents and their responses to the training and development influence on secretaries' effectiveness. Inferential statistics, specifically Pearson’s correlation coefficient, was employed to examine the relationship between training and development and secretaries’ effectiveness in the organization. The Statistical Package for the Social Sciences (SPSS) version 25 was used for the data analysis to ensure accuracy and efficiency in processing the data (Field, 2020).

CHAPTER FOUR

DATA ANALYSIS

4.1 Introduction

This chapter presents the analysis of data collected from the field, on training and developing influence on secretaries effectiveness and outcome in an organization. The data were presented in tables followed by a brief discussion of the results. Each table present result in terms of frequency and percentages distribution of the respondents.

4.2 Results

Table 4.1: Does training and development improve secretaries job performance?

	Options
	Respondents
	Percentages %

	Strongly Agree
	50
	50%

	Agree
	30
	30%

	Disagree
	10
	10%

	Strongly Disagree
	10
	10%

	Total
	100
	100%


Source: Researchers’ Field work 2025

Table 4.1 indicated that 50 (50%) or the respondents strongly agree and 30 (30%) of the respondents Agreed that training and development improve secretaries job performance. while, 10 (10%) of the respondents Disagree and 10 (10%) respond Strongly Disagree with the statement.

Table 4.2: Does training help secretaries develop strong communication skills?

	Options
	Respondents
	Percentages %

	Strongly Agree
	30
	30%

	Agree
	40
	40%

	Disagree
	20
	20%

	Strongly Disagree
	10
	10%

	Total
	100
	100%


Source: Researcher’s Fieldwork 2025
Table 4.2 shows that 30 (30%) respondents strongly agree and 40 (40%) respondent agree that training help secretaries develop a strong communication skills. While 20 (20%) respondent disagree and 10 (10%) respondents strongly disagree with the statement.
Table 4.3: Do well trained secretaries manage their time more efficiently?
	Options
	Respondents
	Percentages %

	Strongly agree      
	40
	40

	Agree
	40
	40

	Disagree
	10
	10

	Strongly disagree
	10
	10

	Total
	100
	100%


Source: Researcher’s Fieldwork 2025
Table 4.3 indicated that 40 (40%) respondents strongly agree and 40 (40%) respondents Agree that well-trained secretaries manage their time more efficiently. While, 10 (10%) respondents disagree and 10 (10%) respondents strongly disagree with the statements.
Table 4.4: Do secretaries require continuous training to stay abreast of modern technology and best practices?
	Options
	Respondents
	Percentages %

	Strongly Agree
	50
	50

	Agree
	30
	30

	Disagree
	10
	10

	Strongly Disagree
	10
	10

	Total
	100
	100


Source: Researcher’s Fieldwork 2025
Table 4.4 indicated that 50 (50%) respondent strongly agree and 30 (30%) respondent agreed that Secretaries require continuous training to stay abreast to modern technology and best practices, while 10 (10%) respondents disagree and 10 (10%) respondents strongly disagree with the statements.

Table 4.5: Do training equip secretaries with the necessary technical skills to operate modern office software and equipments?
	Options
	Respondents
	Percentages %

	Strongly agree
	40
	40

	Agree
	40
	40

	Disagree
	20
	20

	Strongly disagree
	-
	-

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.5 shows that 40 (40%) respondents strongly agree and 40 (40%) respondents agree that training equip secretaries with the necessary technical skills to operate modern office software and equipments, while 20 (20%) respondents disagree and none of the respondents strongly disagree with the statement.

Table 4.6: Do effectiveness of secretaries has a direct impact on organizational outcomes?
	
	
	

	
	
	

	
	
	

	
	
	

	Options
	Respondents
	Percentages %

	Strongly agree
	30
	30

	Agree
	40
	40

	Disagree
	20
	20

	Strongly disagree
	10
	10


Source: Researcher's Fieldwork 2025
Table 4.6 indicated that 30 (30%) respondents strongly agree and 40 (40%) respondents agreed that effectiveness of secretaries has a direct impact on organizational outcome, while 20 (20%) respondents disagree and 10 (10%) respondents strongly disagree with the statement.

Table 4.7: Does rapid technical advancement make it challenging for secretaries to stay up-to-date?
	Options
	Respondents
	Percentages %

	Strongly agree
	50
	50

	Agree
	40
	40

	Disagree
	-
	-

	Strongly disagree
	10
	10

	Total
	100
	100%


Source: Researcher's Fieldwork 2025
Table 4.7 shows that 50 (50%) respondents strongly agree and 40 (40%) respondents agreed that rapid technical advancement make it challenging for secretaries to stay up-to-date, while none of the respondents disagree and 10 (10%) respondents strongly disagree with the statement.

Table 4.8: Does providing regular opportunities ensure secretaries stay current with modern technologies and best practices?
	Options
	Respondents
	Percentages %

	Strongly agree
	30
	30

	Agree
	30
	30

	Disagree
	20
	20

	Strongly disagree
	20
	20

	Total
	100
	100%


Source: Researcher's Fieldwork 2025

Table 4.8 indicated that 30 (30%) respondent strongly agree and 30 (30%) respondents agree that providing regular training opportunities ensure secretaries to stay current with modern technologies and best practice while 20 (20%) respondents disagree and 20 (20%) respondents strongly disagreed with the statement.

Table 4.9 : Does training and developing enhance secretaries problem solving skills?
	Options
	Respondents
	Percentages %

	Strongly agree
	40
	40

	Agree
	40
	40

	Disagree
	10
	10

	Strongly disagree
	10
	10

	Total
	100
	100


Source: Researcher’s Fieldwork 2025

Table 4.9 shows that 40 (40%) respondents strongly agree and 40 (40%) respondents agreed that training and developing enhance secretaries problem-solving skills, while 10 (10%) respondents disagree and 10 (10%) respondents strongly disagreed with the statement.

Table 4.10 : Do secretaries stay organized and ensure smooth day-to-day operations when they undergo training?
	Options
	Respondents
	Percentages %

	Strongly agree
	30
	30

	Agree
	30
	30

	Disagree
	20
	20

	Strongly disagree
	20
	20

	Total
	100
	100%


Source: Researcher’s Fieldwork 2025

Table 4.10 indicated that 30 (30%) respondents strongly agree and 30 (30%) respondents agreed that secretaries stay organized and ensure smooth day-to-day operations when they undergo training, while 20 (20%) respondent disagree and 20 (20%) respondents strongly disagree with the statement.
Table 4.11: Does secretarial skills have positive impact in the organization?
	Option
	Respondents
	Percentages %

	Strongly agree
	40
	40

	Agree
	30
	30

	Disagree
	20
	20

	Strongly disagree
	10
	10

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.11 indicated that 40 (40%) respondents strongly agree and 30 (30%) respondents agreed that secretarial skills have positive impact in the organization, while 20 (20%) respondents disagree and 10 (10) strongly disagree with the statement.
Table 4.12: Does well trained secretary contribute to organizational success?
	Options
	Respondents   
	Percentage %

	Strongly agree
	40
	40

	Agree
	40
	40

	Disagree
	10
	10

	Strongly disagree
	10
	10

	Total
	100
	100


Source: Researcher’s Fieldwork 2025

Table 4.12 show that 40 (40%) respondents strongly agree and 40 (40%) respondents agreed that a well trained secretary contribute to organizational success, while 10 (10%) respondents disagree and 10 (10%) respondents strongly disagree with the statement.

Table 4.13: Do training help secretaries improve their time management skill effectively?
	Options
	Respondents
	Percentages %

	Strongly agree
	40
	40

	Agree
	40
	40

	Disagree
	10
	10

	Strongly disagree
	10
	10

	Total
	100
	


Source: Researcher’s Fieldwork 2025

Table 4.13 show that 40 (40%) respondents strongly agree and 40 (40%) respondents agree that training help secretaries improve their time management skill effectively, while 10 (10%) respondents disagree and 10 (10%) respondents strongly disagree with the statement.

Table 4.14: Do effective secretaries enable organization to achieve their goals and objectives?
	Options
	Respondents
	Percentages %

	Strongly agree
	30
	30

	Agree
	40
	40

	Disagree
	15
	15

	Strongly disagree
	15
	15

	Total
	100
	100%


Source: Researcher’s Fieldwork 2025

Table 4.14 indicated that 30 (30%) respondents strongly agree and 40 (40%) respondents agreed that effective secretaries enables organizations to achieve their goals and objectives, while 15 (15%) respondents disagree and 15 (15%) respondents strongly disagree with the statement.

Table 4.15: Do well trained secretaries improve productivity by efficiently managing tasks and deadlines?
	Options
	Respondents
	Percentages %

	Strongly agree
	40
	40

	Agree
	40
	40

	Disagree
	10
	10

	Strongly disagree
	10
	10

	Total
	100
	100%


Source: Researcher’s Fieldwork 2025

Table 4.15 shows that 40 (40%) respondent strongly agree and 40 (40%) respondents agree that well trained secretaries improve productivity by efficiently managing tasks and deadlines, while 10 (10%) respondents disagree and 10 (10%) respondents strongly disagree with the statement.

Table 4.16: Do organizations tailor training programs for their secretaries to meet specific needs?
	Options
	Respondents
	

	Strongly agree
	30
	30

	Agree
	30
	30

	Disagree
	20
	20

	Strongly disagree
	20
	

	Total
	100
	100%


Source: Researcher’s Fieldwork 2025

Table 4.16 indicated that 30 (30%) respondents strongly agree and 30 (30%) respondents  agreed that organizations tailor training programs for their secretaries to meet their specific needs, while 20 (20%) respondents disagree and 20 (20%) respondents strongly disagree with the statement.

CHAPTER FIVE

SUMMARY, CONCLUSION AND RECOMMENDATION

5.1 Summary

This study investigates the training and developing influence on secretaries’ effectiveness and outcome in an organization, a case study of secretaries in Kwara State University, Ilorin, Nigeria. A total number of 95 secretaries participated in the study using simple random sampling techniques. The data collected were analyzed using descriptive statistics method. The findings from the study are summarized as follows:

· The majority of respondents (80%) agree that training and development improve secretaries’ job performance, indicating that well trained secretaries are more effective in their roles.

· About 70% of respondents agree that training helps secretaries develop strong communication skills, which are essential for their role as a communication hub within the organization.

· A significant 80% of respondents agree that well-trained secretaries manage their time more efficiently, highlighting the importance of training in enhancing time management skills.

· Also, 80% of respondents agree that secretaries require continuous training to stay abreast with modern technology and best practices, emphasizing the need for ongoing professional development in a technology-driven work environment.

5.2 Conclusion

The study concludes that training and development play a crucial role in enhancing the effectiveness of secretaries in an organization. Training equips secretaries with the necessary skills to perform their duties more efficiently, including improved communication, time management, and adaptability to modern technology. The findings suggest that organizations that invest in the continuous training and development of their secretarial staff are likely to experience improved productivity, better communication, and overall organizational efficiency. Secretaries, as administrative backbone, significantly contribute to the smooth functioning of an organization when adequately trained.

5.3 Recommendations

Based on the findings of the study, the following recommendations are made to enhance the effectiveness of secretaries through training and development:

· Regular Training Programs: Organizations should implement regular training programs for secretaries to ensure they remain up-to-date with modern technology, office management software, and best practices. This will help them stay competitive and efficient in their roles.

· Focus on Communication Skills: Training programs should emphasize the development of communication skills, both written and oral, as secretaries often serve as the first point of contact for stakeholders. Improved communication will enhance their ability to represent the organization professionally.

· Time Management Workshops: Organizations should conduct workshops on time management to help secretaries prioritize tasks, manage schedules effectively, and handle multiple responsibilities under pressure. This will improve their productivity and support organizational goals.

· Continuous Professional Development: Employers should encourage continuous professional development by providing opportunities for secretaries to attend seminars, workshops, and certification courses. This will ensure they remain adaptable to evolving workplace demands.

· Recognition and Career Growth: Organizations should recognize the contributions of secretaries and provide opportunities for career advancement. Addressing issues such as low recognition and limited career growth can boost their motivation and commitment to organizational goals.

By implementing these recommendations, organizations can maximize the potential of their secretarial staff, leading to improved efficiency, better administrative support, and overall organizational success.
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APPENDIX I
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
(OTM)
Dear Sir/Ma,
Research Questionnaire
Please kindly respond to this questionnaire designed for collection on the project topic title "Training and development influence on secretaries effectiveness and outcome in an organization". Your response will go a long way to success of the project and also create a better understanding of this work as embarked on and be rest assured that your response will be treated almost confidential.

Thanks for your co-operation

Yours faithfully,
UMAR ZULIKIFIRU SABI
HND/23/OTM/FT/0083
APPENDIX II
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
(OTM)
Dear Sir/Ma,
Questionnaire
I shall be grateful if you could kindly complete the questionnaire designed for collection on research title: Training and development influence on secretaries effectiveness and outcome in an organization
You are expected to tick ( ) the correct answer in the appropriate places provided information supplied will kept confidential as the data is for academic purpose.

Thanks for your co-operation.

Yours faithfully,
UMAR ZULIKIFIRU SABI
HND/23/OTM/FT/0083
Bottom of Form
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