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CHAPTER ONE
INTRODUCTION
1.1	Background of the Study
In the dynamic landscape of contemporary business environments, the role of secretaries has undergone substantial transformations, driven largely by advancements in modern communication technologies. Traditionally, secretaries were responsible for routine clerical tasks such as typing, filing, and handling correspondence. However, the advent of computers, the internet, and mobile communication devices has significantly altered these responsibilities, reflecting an expanded role that includes managing complex schedules, coordinating meetings, and handling confidential information. The integration of advanced communication tools into the workplace has played a crucial role in this evolution, enabling secretaries to perform their tasks more effectively and efficiently (Gadgets and Gizmos, 2012).
Modern communication equipment encompasses a broad range of technologies designed to facilitate effective and efficient information exchange. Key among these are computers and laptops, which are essential for a myriad of office tasks from document creation to data analysis. Smart phones and tablets ensure constant connectivity, allowing secretaries to manage work from virtually any location (Tech Today, 2017). Email and instant messaging platforms like Microsoft Outlook and Slack have become indispensable for quick, asynchronous communication. Video conferencing tools such as Zoom and Microsoft Teams have revolutionized meetings, enabling face-to-face interactions regardless of geographical barriers. Cloud-based solutions like Google Drive and Dropbox facilitate seamless file sharing and collaborative work. Office suites such as Microsoft Office and Google Workspace offer comprehensive tools for creating documents, spreadsheets, presentations, and more (Johnson, 2020).
The deployment of modern communication equipment has significantly impacted the performance of secretaries in various ways. One of the most notable effects is increased efficiency. Automation and digital tools streamline routine tasks, reducing the time required to complete them and minimizing errors. For example, the use of templates and automated scheduling software can save substantial time in organizing meetings and preparing documents (Smith & White, 2018). Enhanced communication is another critical impact. Modern communication tools facilitate better interaction within and outside the organization. Instant messaging, email, and video conferencing enable secretaries to communicate quickly and effectively, ensuring that critical information is conveyed promptly (Lee, 2019).
Remote work capabilities have become particularly important in recent years. The COVID-19 pandemic highlighted the importance of these capabilities, as modern communication equipment has made it possible for secretaries to perform their duties from home or other remote locations, maintaining productivity and continuity of operations (Taylor, 2020). Improved document management is another significant benefit. Cloud storage and digital filing systems enhance document management, making it easier to store, retrieve, and share documents. This leads to better organization and accessibility of important information (Williams, 2016).
Access to online training and development resources enables secretaries to acquire new skills and stay updated with the latest technological advancements, further enhancing their performance and career prospects. Theoretical frameworks that can be applied to understand these changes include the Technology Acceptance Model (TAM), developed by Davis (1989). TAM explains how users come to accept and use technology, suggesting that perceived usefulness and perceived ease of use are the primary factors influencing the adoption of technology. 
Diffusion of Innovations Theory, proposed by Rogers (2016), examines how innovations are spread within a social system. It identifies five stages through which an innovation passes: knowledge, persuasion, decision, implementation, and confirmation. This framework can be applied to study how secretaries adopt and integrate new communication technologies into their workflows (Greenhalgh et al., 2019). The Resource-Based View (RBV) posited by Barney (1991), which suggests that a firm's resources and capabilities are crucial for gaining competitive advantage, can also be useful in understanding how secretaries' use of modern communication equipment contributes to organizational success (Kozlenkova et al., 2014).
Another crucial aspect of the impact of modern communication equipment on secretaries is the improvement in multitasking capabilities. Secretaries today often juggle multiple responsibilities simultaneously. Tools like digital calendars, project management software, and unified communication platforms enable them to manage their time and tasks more effectively, ensuring that no aspect of their work is neglected. These tools help in prioritizing tasks, setting reminders, and tracking deadlines, thereby enhancing overall productivity and job satisfaction (Henderson, 2015).
Furthermore, the adoption of artificial intelligence (AI) and machine learning in communication tools is beginning to transform secretarial tasks. AI-powered virtual assistants, such as Siri, Google Assistant, and specialized enterprise bots, can handle a variety of tasks like scheduling meetings, setting reminders, and even drafting standard responses to emails. These technologies free up secretaries to focus on more complex and strategic tasks that require human judgment and creativity (Brown, 2018).
The integration of cyber security measures with modern communication tools is another critical area that impacts secretarial performance. As secretaries often handle sensitive and confidential information, the implementation of robust cyber security protocols ensures that data is protected from unauthorized access and breaches. Encrypted communications, secure login protocols, and regular cyber security training are essential components that support the safe and efficient use of modern communication equipment (Johnson, 2020).
Moreover, the globalization of businesses has increased the need for secretaries to be proficient in handling communication across different time zones and cultures. Modern communication equipment supports this by offering tools that facilitate asynchronous communication and provide translation services, thereby enabling secretaries to manage international operations smoothly (Smith, 2016).
1.2	Statement of the Problem
The rapid integration of modern communication equipment in the workplace has significantly transformed the role and responsibilities of secretaries, yet the impact of these technological advancements on their performance remains underexplored. While these tools are designed to enhance efficiency and streamline communication, there is a need to systematically assess how they affect secretaries' productivity, job satisfaction, and overall performance. Existing research primarily focuses on the benefits of technology in general office environments, often overlooking the specific experiences and challenges faced by secretaries. 
This gap in the literature suggests a lack of comprehensive understanding of whether the adoption of modern communication equipment genuinely improves secretarial functions or if it introduces new complexities and stressors. Furthermore, the diverse range of technologies—from email and instant messaging to advanced AI tools—necessitates a detailed investigation into which specific tools contribute most positively to secretarial performance and under what conditions. Addressing this problem is crucial for developing targeted strategies that can optimize the use of technology in secretarial roles, ensuring these professionals can leverage modern tools to enhance their efficiency and job satisfaction effectively.
1.3	Objective of the Study
i. Examine the impact of modern communication equipment on the efficiency of secretaries.
ii. To analyze the effect of advanced communication technologies on secretarial job satisfaction.
iii. To identify the specific communication tools that are mostly enhance secretarial performance in an organization.
iv. Situate the challenges faced by secretaries when adopting modern communication equipment.
1.4	Research Questions
1. What is the impact of modern communication equipment on the efficiency of secretaries?
2. How does the effect of advanced communication technologies on secretarial job satisfaction?
3. What are the specific communication tools that are mostly enhance secretarial performance in an organization?
4. What are the challenges faced by secretaries when adopting modern communication equipment?



1.5	Significance of the Study
This study will indicate and explain those that will benefit from the study:
· Organizations 
Organizations employing secretaries will gain valuable insights into the optimal utilization of modern communication equipment. By understanding which tools enhance secretarial efficiency and job satisfaction, employers can make informed decisions regarding technology investments, training programs, and workflow optimization strategies. 
· Secretaries
Secretaries will gain a better understanding of which communication tools are most beneficial for their tasks, optimize their workflow, improve their productivity, and enhance their job satisfaction. 
· Researchers 
The study will help the researcher to gain a better insight on the communication tools that will improve the productivity of the organization.  
· Academics
The study contributes to the academic literature by providing empirical evidence and insights into the intersection of modern communication equipment and secretarial performance.


1.6 	Delimitation
	The primary aim of this study is to examine the Effects of Modern Communication Equipment on Secretaries Performance in an Organization. No attempt would be made to go beyond this scope.
1.7 	Limitations 
The major issues that limited this research were retrieving information from respondents who in this regard are lecturers and senior non-academic staff of the case study. Other constraint has to do with financial issues and inadequate time during this period.












CHAPTER TWO
LITERATURE REVIEW
This chapter focuses on review of related literature. This will be discussed under the following sub-headings:-
2.1	Concept of Modern Communication Equipment
2.2	Concept of a Secretary
2.3	The Role of Secretaries in an Organization 
2.4	Types of Modern Communication Equipment Used by Secretaries
2.5	Impact of Modern Communication Equipment on Secretaries
2.6	Challenges Faced by Secretaries Using Modern Communication Equipment
2.1	Concept of Modern Communication Equipment
	Modern communication equipment refers to advanced technological devices and tools that help in transmitting, receiving, and processing information efficiently. These tools have transformed how organizations operate by making communication faster, more reliable, and more effective. Secretaries, who are responsible for managing office communication and documentation, rely on these technologies to improve their productivity and organizational efficiency.
According to Aina (2020), modern communication equipment includes all technologically advanced tools that aid in the transmission, processing, and retrieval of information. These devices range from simple telecommunication tools such as mobile phones to complex computer-based systems such as cloud-based communication platforms.
According to Okoye and Eze (2019), modern communication equipment as "electronic and digital tools designed to enhance communication processes, document handling, and collaboration within business organizations." These technologies have replaced traditional methods of communication, leading to improved efficiency, reduced operational costs, and enhanced workflow management. Modern communication equipment refers to the advanced technological tools used to facilitate the exchange of information within an organization. These include computers, fax machines, telephones, intercoms, scanners, photocopiers, emails, video conferencing tools, and other digital communication systems. The advent of these technologies has revolutionized office operations, making administrative tasks more efficient and reducing delays in information dissemination.
The evolution of modern communication equipment has significantly transformed traditional secretarial roles. In the past, secretaries relied on manual typewriters, handwritten correspondence, and face-to-face meetings for communication. However, the development of advanced office equipment such as word processors, multifunctional printers, and electronic mail systems has streamlined workflow and improved productivity (Okeke & Adamu, 2019).
The innovations of modern communication is the use of the internet and cloud-based services. These technologies enable secretaries to store and retrieve data from remote locations, allowing for increased flexibility and remote work capabilities. Cloud-based applications such as Google Drive, Microsoft OneDrive, and Dropbox provide secretaries with easy access to documents, ensuring seamless collaboration within the organization (Ojo & Taiwo, 2018).
Modern communication tools such as video conferencing platforms (Zoom, Microsoft Teams, Google Meet) have eliminated geographical barriers, making it easier for secretaries to coordinate meetings, manage virtual conferences, and facilitate real-time communication between different departments (Johnson, 2021). The integration of instant messaging applications such as Slack and WhatsApp has also enhanced efficiency in organizational communication, allowing for quick decision-making processes (Smith & Brown, 2022).
Automation and artificial intelligence (AI) have introduced intelligent communication tools that assist secretaries in handling repetitive tasks. Features such as automated email responses, chatbots, and speech-to-text applications reduce the workload on secretaries, allowing them to focus on more strategic administrative duties (Williams & Clark, 2020). AI-powered virtual assistants, such as Google Assistant and Microsoft Cortana, help secretaries schedule meetings, set reminders, and manage communications more effectively.
2.2	Concept of a Secretary
A secretary is a professional responsible for managing administrative tasks, organizing office functions, and facilitating communication within an organization. The role encompasses clerical duties, correspondence handling, record-keeping, and coordination of meetings and schedules (James & Daniels, 2019). Secretaries ensure the smooth flow of information by serving as intermediaries between employees, management, and external stakeholders (Okon, 2020). The responsibilities of a secretary have evolved due to technological advancements and organizational changes. Traditional secretarial functions included typing documents, handling incoming and outgoing mail, and managing physical files. The introduction of digital tools has expanded these roles to include data management, virtual communication, and the use of specialized software for document processing and scheduling (Afolabi & Johnson, 2021). Modern secretaries are expected to be proficient in computer applications, customer relations, and office management software (Smith, 2017).
Secretaries play a crucial role in organizational efficiency by managing information and ensuring that official records are properly maintained. The use of electronic document management systems (EDMS) has significantly improved their ability to organize and retrieve documents, reducing errors and time delays in accessing critical information (Williams & Clarke, 2020). The ability to maintain confidentiality and accuracy in documentation is a key aspect of the secretarial profession (Benson & Adeyemi, 2018).
The secretarial profession requires strong organizational skills, attention to detail, and the ability to multitask effectively. Secretaries handle multiple responsibilities simultaneously, such as scheduling appointments, managing office supplies, and responding to inquiries. Time management and problem-solving skills are essential for secretaries to meet deadlines and support operational efficiency (Martins, 2020).
The impact of modern communication tools on secretarial roles has led to increased productivity, reduced workload, and enhanced professional capabilities. Secretaries who are proficient in digital communication and office management systems contribute significantly to organizational success. Continuous professional development and training in emerging office technologies ensure that secretaries adapt to technological changes and maintain efficiency in their roles (Ojo & Taiwo, 2018).
2.3	The Role of Secretaries in an Organization
A secretary is a professional responsible for providing administrative and clerical support in an organization. They handle tasks such as managing communication, organizing schedules, maintaining records, and assisting executives or departments in ensuring smooth daily operations.
A secretary plays a vital role in organizational administration by handling correspondence, scheduling meetings, managing records, and ensuring smooth communication within the organization. The effectiveness of a secretary is often determined by their proficiency in using modern communication tools to perform these tasks efficiently (James & Daniels, 2019). Secretaries serve as the communication bridge between different departments within an organization. They handle both internal and external correspondence, ensuring that important messages are relayed accurately and promptly (Okon, 2020). According to (Afolabi & Johnson, 2021), they are responsible for organizing meetings, taking minutes, and maintaining confidential records 
Secretaries act as the primary point of contact between different departments, ensuring that communication flows seamlessly within the organization. They are responsible for drafting and disseminating correspondence, scheduling appointments, and handling official inquiries, which significantly contribute to organizational efficiency (Okon, 2020). Managing information properly is critical for operational success, and secretaries play a key role in maintaining records and documentation using advanced office technologies (Afolabi & Johnson, 2021).
The administrative duties performed by secretaries require exceptional organizational skills. Secretaries manage filing systems, store data securely, and retrieve essential documents when needed. The implementation of electronic document management systems (EDMS) has transformed secretarial functions by improving the efficiency of record-keeping and reducing paperwork (Williams & Clarke, 2020). Modern technologies help in storing, indexing, and retrieving data quickly, making documentation processes more streamlined and effective (Smith, 2017).
The role of secretaries extends to supporting executives and ensuring that managerial tasks are executed effectively. Secretaries assist in arranging meetings, preparing reports, and coordinating office schedules. The introduction of digital scheduling tools, such as Microsoft Outlook and Google Calendar, has enabled secretaries to manage time efficiently and ensure that organizational activities proceed without disruption (Benson & Adeyemi, 2018). Effective communication between executives and staff members depends on the secretarial function, making their role indispensable in corporate settings (Ogunleye & Taiwo, 2021).
Secretaries in specialized environments, such as hospitals and educational institutions, perform additional tasks that require familiarity with industry-specific documentation and compliance procedures. In a hospital setting, secretaries handle patient records, coordinate medical appointments, and maintain the confidentiality of sensitive health information. The efficiency of secretarial services in such institutions enhances service delivery and ensures that healthcare professionals receive adequate administrative support (Adeola, 2022).
Secretaries also contribute to the decision-making process by compiling reports, conducting research, and analyzing data for managerial use. The ability to use modern communication tools such as data management software and project collaboration platforms has strengthened the role of secretaries as strategic partners in organizational operations (Johnson & White, 2023). Organizations benefit from secretaries who are proficient in handling technological tools, as this reduces administrative errors and improves workflow efficiency (Anderson, 2019).

The workload of secretaries has increased with technological advancements, requiring continuous learning and adaptation. Many organizations provide training programs to ensure that secretaries remain proficient in using modern communication tools. Skill development in areas such as digital literacy, cybersecurity awareness, and advanced software applications is essential for enhancing secretarial performance (Martins, 2020).
2.4	Types of Modern Communication Equipment Used by Secretaries
In today's dynamic work environments, offices have access to a diverse array of communication facilities that enable seamless interaction and collaboration among employees. From traditional methods to cutting-edge technologies, these communication tools play a crucial role in enhancing productivity, streamlining workflow, and fostering connectivity within organizations. The various types of modern communication equipment commonly found in organization. These tools include:
· Computers and Laptops: Computers and laptops are essential tools in secretarial duties, used for word processing, spreadsheet management, data entry, and report writing. Secretaries rely on software such as Microsoft Office Suite (Word, Excel, PowerPoint), Google Docs, and other productivity tools to create and manage documents efficiently (James & Daniels, 2019). The use of high-speed internet enables secretaries to conduct online research, send electronic correspondence, and participate in virtual meetings. Laptops provide flexibility, allowing secretaries to work remotely and access cloud-based storage systems such as Google Drive and Microsoft OneDrive, ensuring continuity of workflow (Okon, 2020). Advanced computing features such as automated grammar checks, voice-to-text applications, and collaboration software enhance document accuracy and team coordination.
· Email: Email platforms such as Microsoft Outlook and Gmail support business communication by enabling secretaries to send, receive, and archive emails efficiently. These systems facilitate document sharing, calendar management, and task scheduling, ensuring seamless coordination of office activities (Williams & Clarke, 2020). Features such as email filtering, auto-replies, and integration with other productivity tools improve workflow management and enhance responsiveness to official inquiries (Smith, 2017).
· Telephone: Secretaries use telephone systems, including VoIP (Voice over Internet Protocol), landlines, and mobile phones, to facilitate internal and external communication. VoIP services such as Zoom Phone and Cisco Webex enable cost-effective and high-quality voice communication across different locations (Afolabi & Johnson, 2021). Telephone systems support call forwarding, voicemail transcription, and automated responses, allowing secretaries to manage calls efficiently and prioritize tasks effectively (Benson & Adeyemi, 2018).
· Video Conferencing: Applications such as Zoom, Microsoft Teams, and Google Meet have become indispensable in modern workplaces. These platforms enable secretaries to coordinate virtual meetings, host webinars, and facilitate real-time collaboration between employees and stakeholders (Ogunleye & Taiwo, 2021). Features such as screen sharing, recording options, and breakout rooms improve engagement and productivity in remote meetings (Adeola, 2022).
· Instant Messaging Applications: Platforms such as Slack, Microsoft Teams, and WhatsApp enhance real-time communication between secretaries and office personnel. These applications facilitate quick decision-making, file sharing, and task assignments, improving office workflow efficiency (Johnson & White, 2023). Secretaries use instant messaging to coordinate with multiple departments, reducing email dependency and increasing communication speed (Martins, 2020).
· Electronic Document Management Systems (EDMS): Secretaries rely on EDMS platforms such as SharePoint, DocuWare, and Google Drive for secure document storage, retrieval, and organization. These systems reduce reliance on physical files, enhance data security, and enable quick access to essential records (Benson & Adeyemi, 2018). Features such as keyword search, document version control, and access permissions streamline administrative processes and improve efficiency (Ojo & Taiwo, 2018).
· Cloud Storage Solutions: Cloud-based storage platforms, including Dropbox, Google Drive, and OneDrive, provide secure and remote access to files, ensuring data backup and collaboration among team members (Adeola, 2022). These solutions allow secretaries to share large files easily, synchronize documents across devices, and protect sensitive information through encryption and multi-factor authentication (Williams & Clarke, 2020).
2.5	Impact of Modern Communication Equipment on Secretaries
The introduction of modern communication equipment has significantly transformed the role and performance of secretaries in organizations. These advancements have improved efficiency, enhanced communication, and streamlined administrative processes, making secretaries more productive and adaptable to the evolving demands of the workplace (Adebayo, 2020).
1. Improved Efficiency and Productivity: Modern communication equipment, such as computers, email systems, and instant messaging applications, has greatly enhanced the efficiency of secretarial duties. Secretaries can now process documents, schedule meetings, and communicate with stakeholders more effectively. The use of electronic document management systems (EDMS) reduces the time spent on manual filing and retrieval of records, allowing secretaries to focus on more strategic tasks (Okeke & Adamu, 2019). These tools also help in minimizing errors, improving accuracy, and ensuring consistency in document preparation (Williams & Clark, 2020).
2. Enhanced Communication and Collaboration: The availability of email systems, video conferencing tools, and instant messaging applications has revolutionized communication within organizations. Secretaries can instantly share information with management, employees, and external stakeholders without geographical limitations (Johnson, 2021). Video conferencing platforms such as Zoom and Microsoft Teams enable secretaries to coordinate virtual meetings, reducing the need for physical presence and travel expenses (Smith & Brown, 2022). These tools enhance teamwork and facilitate quick decision-making, ensuring that organizations remain agile and responsive to emerging issues.
3. Flexibility and Remote Work: With the integration of cloud-based communication systems, secretaries can perform their duties from remote locations. Cloud storage solutions such as Google Drive and Dropbox allow secretaries to access files, update records, and share documents securely from any device with an internet connection (Ojo & Taiwo, 2018). This flexibility supports work-from-home arrangements and ensures continuity of administrative tasks during emergencies, such as the COVID-19 pandemic (Martins, 2020).
4. Reduction in Workload and Automation: Modern communication equipment incorporates automation features that reduce the workload of secretaries. Artificial Intelligence (AI)-powered virtual assistants like Google Assistant and Microsoft Cortana help in scheduling appointments, setting reminders, and managing routine correspondence (Williams & Clark, 2020). Automated email responses, speech-to-text applications, and workflow management tools allow secretaries to handle repetitive tasks more efficiently, freeing up time for higher-priority responsibilities (Anderson, 2019).
5. Challenges and Adaptation: While modern communication equipment offers numerous benefits, secretaries also face challenges such as the high cost of acquiring and maintaining these technologies (Benson & Adeyemi, 2018). Regular training is necessary to keep up with evolving systems, and some secretaries may struggle with adapting to new technologies (Afolabi & Johnson, 2021). Additionally, cyber security threats pose risks to confidential organizational data, requiring strict security measures and compliance with data protection policies (Smith, 2017).
2.6	Challenges Faced by Secretaries Using Modern Communication 
Equipment
While modern communication equipment has brought numerous benefits to secretaries, it also presents various challenges that can affect their effectiveness and well-being in the workplace. This section examines the challenges faced by secretaries using modern communication equipment in an organization.
1. Technological Complexity: One of the primary challenges for secretaries is the complexity of modern office communication equipment. With the rapid advancement of technology, secretaries are required to navigate a myriad of digital tools and platforms, each with its own interface, features, and functions (Elsaid, 2015). Mastering these technologies can be daunting, especially for those with limited digital literacy skills or technological aptitude (Griffiths, 2015). Moreover, constant updates and changes to software and systems can further exacerbate the challenge of staying current with technology (Majchrzak et al., 2013).
2. Information Overload: The proliferation of digital communication channels and the volume of information exchanged can overwhelm secretaries, leading to information overload (Derks et al., 2016). Secretaries may struggle to manage multiple email accounts, instant messages, and notifications, resulting in difficulty prioritizing tasks and staying organized (Gilson, 2015). Moreover, the expectation of constant availability and responsiveness can contribute to feelings of stress and burnout.
3. Blurring of Boundaries: The integration of modern communication equipment has blurred the boundaries between personal and professional communication, posing challenges for secretaries in managing work-life balance. With the advent of mobile devices and remote work arrangements, secretaries may find it difficult to disconnect from work outside of office hours. This can lead to feelings of being constantly on-call and a diminished sense of separation between work and personal life (Derks et al., 2016).
4. Security Concerns: The use of digital communication tools raises concerns about data security and privacy, particularly when handling sensitive information or confidential documents (Griffiths et al., 2015). Secretaries may encounter challenges in ensuring the secure transmission and storage of sensitive data, especially when using cloud-based platforms or sharing information with external stakeholders (Elsaid et al., 2015). Moreover, the risk of cyber threats, such as malware, phishing attacks, and data breaches, further underscores the importance of implementing robust security measures and protocols.
5. Communication Overload: In addition to information overload, secretaries may also experience communication overload, characterized by a constant barrage of emails, messages, and notifications (Chesley, 2014). Managing communication overload can be challenging, as secretaries must prioritize incoming messages, filter out irrelevant information, and respond to urgent requests in a timely manner (Dabbish, 2015). Failure to effectively manage communication overload can lead to missed deadlines, overlooked tasks, and decreased productivity (Bloomfield, 2017).
6. Training and Support: To address the challenges associated with modern office communication equipment, organizations can provide comprehensive training and support for secretaries (Lapointe, 2016). This includes offering digital literacy programs, technology workshops, and ongoing professional development opportunities to enhance secretaries' proficiency with digital tools and platforms (Dugdale, 2015). Moreover, organizations can implement policies and guidelines for managing information overload, establishing clear boundaries between work and personal communication, and ensuring data security and privacy.














CHAPTER THREE
METHODOLOGY
The research methodology for this study involved the procedure for collection of all necessary data and information for the study. Therefore, the chapter will be presented under the following sub-headings: -
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	Method of Data Analysis
3.1	Instrument Used
	The questionnaire tagged, “Effect of Modern Communication Equipment on Secretaries Performance in an Organization”(A case study of University of Ilorin Teaching Hospital).” was used because the researcher believed that it would afford the researcher the opportunity to obtained facts from a large number of people which could facilitate analysis. The items in the questionnaire are placed in four-point rating scale of “SA – Strongly Agree 4, A = Agree 3, D = Disagree 2, and SD = Strongly Disagree 1” respectively. 



3.2	Population of the Study
	The population of this study consists of University of Ilorin Teaching Hospital Secretaries. The number of secretaries in University of Ilorin Teaching Hospital, Ilorin were 20 in number.
3.3	Sampling Size and Sampling Procedure 
	The researcher used all the total population as sample size. The total number of populations is sizeable to manage for the study.	
3.4	Distribution and Collection of Data 
The questionnaires designed were distributed by hand personally by the researcher. Twenty (20) of the questionnaire were distributed to  secretaries of University of Ilorin Teaching Hospital Twenty (20) copies were distributed at University of Ilorin Teaching Hospital, Ilorin. The researcher went back after one week to retrieve all the questionnaire.	
3.5	Method of Data Analysis 
	Questionnaire collected were manually analyze. The analysis comprises of tables in which the detailed information was presented. The table shows the percentage of responses indicated to make the analysis cleared to the reader. The consensus of the respondents was determined by the responses that carried the highest.


CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
	This chapter dealt with data analysis. This chapter will be conducted and presented as follows.
4.2	Results 
Table 4.1:	Modern Communication Equipment has significantly improved the efficiency of Secretaries 
Performance.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	05
	25

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
	Table 1 above showed that, 15, (75%) of the respondents strongly agreed and 5 (25%) agreed with the statement that, Modern communication equipment has significantly improved the efficiency of secretaries performance, while none of the respondents  responded to disagreed or strongly disagreed respectively. It is safe to conclude that, Modern communication equipment has significantly improved the efficiency of secretarial tasks.

Table 4.2:	The use of Modern Communication Equipment has enhanced the Productivity of Secretaries in an Organization.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
	Table 2 above indicated that 20(100%) strongly agreed with the statement that, the use of modern communication equipment has enhanced the productivity of secretaries in an organization while there was no respondents for agreed, disagreed and strongly disagreed. 
It is safe to conclude that, the use of modern communication equipment has enhanced the productivity of secretaries in an organization.





Table 4.3:	The introduction of Video Conferencing tools has improved 
Communication within an Organization.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	17
	85

	Agree
	03
	15

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
	Table 3 showed that 17(85%) strongly agreed, 3(15%) agreed with the notion while none of the respondents disagreed and strongly disagreed respectively. It is obvious say that, The introduction of Video Conferencing tools has improved Communication within an Organization.







Table 4.4:	The use of Modern Communication Equipment has reduced Paperwork in an Organization.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	08
	40

	Agree
	07
	35

	Disagree
	05
	25

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4 showed that, 8(40%) strongly agreed, 7(35%) agreed while 5(25%) disagreed with the statement that the use of modern communication equipment has reduced paperwork in an organization and there was no respondents for strongly disagreed. 
It is clear to say that, the use of Modern Communication Equipment has reduced Paperwork in an Organization.






Table 4.5:	Modern Communication tools have made it easier for Secretaries to manage multiple tasks simultaneously.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	13
	65

	Agree
	07
	35

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 5 above showed that, 13 (65%) of the respondents strongly agreed with the statement that modern communication tools have made it easier for secretaries to manage multiple tasks simultaneously, while 7 (35%)  agreed and none of the respondents disagreed and strongly disagreed respectively. 
It is obvious to conclude that, Modern communication tools have made it easier for secretaries to manage multiple tasks simultaneously.






Table 4.6:	Modern Communication Equipment has improved the quality of Internal and External Communications in an Organization.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	18
	90

	Agree
	02
	10

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 6 above revealed that, 18 (90%) of the respondents strongly agreed, 2 (10%) agreed to the statement that, Modern communication equipment has improved the quality of internal and external communications in an organization, while there was no respondents for disagreed and strongly disagreed.  
Based on the above analysis, it is therefore safe to conclude that, Modern communication equipment has 
improved the quality of internal and external communications in an organization.



Table 4.7:	Modern Communication Equipment has Facilitated better Coordination and Collaboration among Team Members.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	07
	35

	Agree
	05
	25

	Disagree
	05
	25

	Strongly  Disagree
	03
	15

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 7 above revealed that, 7 (35%) of the respondents strongly agreed, 5 (25%) agreed with the statement that, Modern communication equipment has facilitated better coordination and collaboration among team members, while 5(25%) disagreed and 3(15%) strongly disagreed with the notion.







Table 4.8:	The availability of Modern Communication Equipment has enhanced Secretaries' Performance in Handling Correspondence.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	02
	10

	Disagree
	03
	15

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 8 above showed that, 15 (75%) of the respondents strongly agreed, 2 (10%) agreed with the statement, while 3(15%) of the respondents disagreed and there was no respondents for strongly disagreed. 
It is therefore safe to conclude that, the availability of modern communication equipment has enhanced secretaries' performance in handling correspondence.






Table 4.9:	Modern Communication Equipment has improved the overall Performance of Secretaries in an Organization.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	10
	50

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 9 above revealed that, 10 (50%) of the respondents strongly agreed with the statement that modern communication equipment has improved the overall performance of secretaries in an organization, 10 (50%) respondents agreed while none of the respondents disagreed and strongly disagreed respectively. 
It is safe to say that, modern communication equipment has improved the overall performance of secretaries in an organization.





Table 4.10:	Modern Communication Tools have made it easier for Secretaries to Schedule and Organize Meetings.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	09
	45

	Agree
	07
	35

	Disagree
	03
	15

	Strongly  Disagree
	01
	5

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 10 revealed that, 9(45%) of the respondents strongly agreed, 7(35%) of the respondents agreed while 3(15%) respondents disagreed and 1(5%) strongly disagreed with the notion. It is obvious to conclude that, Modern communication tools have made it easier for secretaries to schedule and organize meetings.







Table 4.11:	Modern Communication Equipment has contributed to the Professional Development of Secretaries.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 11 above showed that, 20 (100%) of the respondents strongly agreed with the statement that, Modern communication equipment has contributed to the professional development of secretaries, while none of the respondents agreed, disagreed and strongly disagreed respectively. 
It is therefore safe to conclude that, Modern communication equipment has contributed to the professional development of secretaries.





Table 4.12:	The reliance on Modern Communication Equipment has increased Secretaries' job Satisfaction.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	00
	0.00

	Agree
	05
	25

	Disagree
	10
	50

	Strongly  Disagree
	05
	25

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 12 above showed that, 5(25%) of the respondents agreed with the statement that, the reliance on modern communication equipment has increased secretaries' job satisfaction, 10(50%) of the respondents disagreed and 5(25%) strongly disagreed with the notion while there was no respondents for strongly agreed.







Table 4.13:	The use of Cloud Storage Solutions has improved Accessibility and Security of files. 
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	11
	55

	Agree
	09
	45

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 13 indicated that, 11(55%) of the respondents agreed with the statement, 9(45%) of the respondents agreed with the notion while there was no respondents for disagreed and strongly disagreed respectively. One can say that, the use of cloud storage solution has improved accessibility and security of files.







Table 4.14:	The Adoption of Modern Communication Equipment has increased Job Satisfaction and Motivation among Secretaries.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	14
	70

	Agree
	04
	20

	Disagree
	02
	10

	Strongly  Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
Table 14 above showed that, 14 (70%) of the respondents strongly agreed, 4(20%) agreed with the notion while 2(10%) of the respondents disagreed and there was no respondents for strongly disagreed. 
It is clear to conclude that, the adoption of modern communication equipment has increased job satisfaction and motivation among secretaries.





Table 4.15:	Email systems have increased the speed of Communication and Document sharing in an organization.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	14
	70

	Agree
	06
	30

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 15 above showed that, 14 (70%) of the respondents strongly agreed, 6(30%) agreed with the statement while none of the respondents disagreed and strongly disagreed. 
It is clear to conclude that, Email systems have increased the speed of Communication and Document sharing in an organization.






Table 4.16:	The integration of Modern Communication Equipment has streamlined Secretarial Workflows.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	05
	25

	Agree
	15
	75

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 16 above indicated that, 5(25%) of the respondents strongly agreed, 15 (75%) agreed with the statement that, the integration of modern communication equipment has streamlined secretarial workflows, while there was no respondents for disagreed and strongly disagreed respectively. 
It is safe to conclude that, the integration of modern communication equipment has streamlined secretarial workflows.






Table 4.17:	Instant messaging applications have made real-time Communication more Effective.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	06
	30

	Agree
	08
	40

	Disagree
	03
	15

	Strongly  Disagree
	03
	15

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 17 above showed that, 6 (30%) of the respondents strongly agreed, 8(40%) agreed with the notion while 3(15%) of the respondents disagreed and 3(15%)  respondents strongly disagreed. 
It is clear to conclude that, Instant messaging applications have made real-time Communication more Effective.






Table 4.18:	Training in Modern Communication Equipment is essential for Secretaries to Perform Effectively.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 18 above revealed that, 20 (100%) of the respondents strongly agreed with the statement that, Training in modern communication equipment is essential for secretaries to perform effectively, while there was no respondents for agreed, disagreed and strongly disagreed respectively. 
Therefore it is safe, to conclude that, Training in modern communication equipment is essential for secretaries to perform effectively 





Table 4.19:	The high cost of acquiring and maintaining Modern Communication Equipment affects its usage in an organization.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	14
	70

	Agree
	04
	20

	Disagree
	02
	10

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 19 above showed that, 14 (70%) of the respondents strongly agreed, 4(20%) agreed with the notion while 2(10%) of the respondents disagreed and there was no respondents for strongly disagreed. 
It is clear to conclude that, The high cost of acquiring and maintaining Modern Communication Equipment affects its usage in an organization.






Table 4.20:	The use of Modern Communication tools has reduced the occurrence of errors in Secretarial work.
	Options
	No. of Responses
	Percentage (%)

	Strongly Agree
	05
	25

	Agree
	10
	50

	Disagree
	05
	25

	Strongly  Disagree
	00
	0.00

	Total
	20
	100%


Source: Researcher’s Fieldwork, 2025
Table 20 above showed that, 5 (25%) of the respondents strongly agreed and 10 (50%) agreed with the statement that, the use of modern communication tools has reduced the occurrence of errors in secretarial work, while 5 (25%) of the respondents disagreed and none of the respondents strongly disagreed with the statement. 
It is safe to conclude that, the use of modern communication tools has reduced the occurrence of errors in secretarial work.






CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
This study examined the Effect of Modern Communication Equipment on the Performance of Secretaries in Organizations, with a particular focus on the University of Ilorin Teaching Hospital (UITH). The research explored various modern communication tools such as computers, email systems, video conferencing tools, instant messaging applications, electronic document management systems (EDMS), and cloud storage solutions.
Findings from the study revealed that modern communication equipment significantly enhances secretarial efficiency, productivity, and effectiveness. Secretaries are now able to perform tasks more accurately and quickly, reducing workload through automation and digital collaboration. The use of email and instant messaging applications has improved communication speed, while cloud storage solutions and EDMS have simplified document management.
Despite the numerous benefits, the study also identified challenges such as the high cost of acquiring and maintaining modern communication tools, cyber security concerns, and the need for continuous training to keep up with technological advancements. Many secretaries struggle with adapting to new communication systems due to limited training opportunities, while some organizations face financial constraints in implementing advanced office technology.
Based on the findings, it is evident that modern communication equipment plays a crucial role in the secretarial profession, enabling secretaries to manage administrative functions efficiently. However, for organizations to maximize these benefits, there is a need for proper investment in training, infrastructure, and security measures.
5.2	Conclusion
Modern communication equipment has revolutionized the secretarial profession by enhancing efficiency, improving communication, and streamlining administrative processes. The findings of this study indicate that secretaries who utilize modern communication tools perform their duties more effectively than those who rely on traditional methods.
While these technological advancements offer numerous benefits, organizations must address challenges such as training gaps, high maintenance costs, and security threats to maximize the potential of these tools. Proper investment in training, infrastructure, and cyber-security will ensure that secretaries can fully leverage modern communication equipment to improve organizational performance.
In conclusion, the adoption of modern communication equipment is no longer optional but a necessity in today’s workplace. Organizations that prioritize technological advancements will not only enhance secretarial productivity but also improve overall administrative efficiency.
5.3	Recommendations
Based on the findings of this research, the following recommendations are suggested to enhance the effective utilization of modern communication equipment by secretaries:
1. Provision of Regular Training: Organizations should invest in regular training and capacity-building programs for secretaries to ensure they are proficient in using modern communication tools. This will help them adapt to technological advancements and improve their productivity.
2. Improved Access to Modern Equipment: Organizations should allocate sufficient funds to acquire and maintain modern communication equipment, ensuring secretaries have access to the latest tools necessary for efficient office operations.
3. Implementation of Cyber security Measures: Since digital communication tools are vulnerable to security threats, organizations should implement strong cyber-security policies to protect sensitive information. This includes data encryption, secure password policies, and regular system updates.
4. Encouragement of Remote Work Options: Given the flexibility provided by cloud-based communication tools, organizations should consider remote work policies for secretaries where applicable. This will improve job satisfaction and work-life balance.
5. Integration of Artificial Intelligence (AI) Tools: AI-powered assistants, automated email responses, and speech-to-text applications should be integrated into secretarial duties to enhance efficiency and reduce workload.
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APPENDIX I
KWARA STATE POLYTECHNIC ILORIN
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DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear respondent,
I am a student in the Department of Office Technology and Management, Institute of Information and Communication Technology, Kwara State Polytechnic, Ilorin. I am at present conducting a research and writing a project on “EFFECTS OF MODERN COMMUNICATION EQUIPMENT ON THE SECRETARIES PERFORMANCE IN AN ORGANIZATION.”
The exercise is important in partial fulfillment of the requirements for the award of National Diploma in Office Technology and Management of the institution.
Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.
Yours faithfully

ARINDE TOLULOPE NIFEMI
ND/23/OTM/FT/0128




APPENDIX II
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Madam
RESEARCH QUESTIONNAIRE
This questionnaire is designed to solicit information from you on "EFFECTS OF MODERN COMMUNICATION EQUIPMENT ON THE SECRETARIES PERFORMANCE IN AN ORGANIZATION”.
Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.


Yours faithfully

ARINDE TOLULOPE NIFEMI
ND/23/OTM/FT/0128






QUESTIONNAIRE
1. Modern communication equipment has significantly improved the efficiency of secretarial tasks.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
2. The use of modern communication tools reduces the time needed to complete secretarial duties.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
3. Modern communication equipment enhances the accuracy of secretarial.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
4. Secretaries who use modern communication tools are more productive than those who do not.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
5. The integration of modern communication equipment has streamlined secretarial workflows.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
6. Modern communication tools have made it easier for secretaries to manage multiple tasks simultaneously.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
7. Training in modern communication equipment is essential for secretaries to perform effectively.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
8. Modern communication equipment has improved the quality of internal and external communications in the office.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
9. The use of modern communication tools has reduced the stress levels of secretaries.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
10. Modern communication equipment has facilitated better coordination and collaboration among team members.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
11. Secretaries who use modern communication tools are more likely to meet deadlines.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )



12. The availability of modern communication equipment has enhanced secretaries' ability to handle customer inquiries.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
13. Modern communication tools have made it easier for secretaries to schedule and organize meetings.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
14. The use of modern communication equipment has reduced the need for physical paperwork in secretarial tasks.\
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
15. Modern communication tools have increased the accessibility and availability of secretaries to their employers and colleagues.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
16. The reliance on modern communication equipment has increased secretaries' job satisfaction.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
17. Modern communication equipment has improved the overall performance of secretaries in their roles.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
18. The use of modern communication tools has made secretarial work more flexible and adaptable.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
19. Modern communication equipment has contributed to the professional development of secretaries.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
20. The use of modern communication tools has reduced the occurrence of errors in secretarial work.
(a)	Strongly Agree (    ) 		(b) Agree (   )  
(c)	Disagree (    ) 			(d) Strongly Disagree (     )
