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ABSTRACT
Motivation plays a crucial role in enhancing job performance, particularly in the context of secretarial roles within organizations. This study investigates the impact of motivational strategies on the job performance of secretaries. Secretaries, as key administrative support staff, are integral to the smooth functioning of an organization. Their responsibilities, including managing schedules, handling communications, and supporting management, require a high level of efficiency and effectiveness. However, their productivity can often be hindered by lack of motivation, leading to lower performance levels. This research explores various motivational factors, such as intrinsic and extrinsic rewards, recognition, career development opportunities, and a positive work environment, and examines how these elements influence the performance of secretaries. The study highlights the importance of tailoring motivation strategies to the specific needs and preferences of secretarial staff in order to enhance their engagement, job satisfaction, and overall productivity. By conducting surveys and interviews with secretaries and managers, the research identifies key motivational drivers that can boost job performance and contribute to organizational success. The findings underscore that motivated secretaries not only improve their own performance but also positively impact the efficiency of the organization as a whole.
Keywords: Motivation, Job Performance, Secretaries, Organizational Efficiency, Employee Engagement
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
Motivation is a critical factor that influences employee performance across various job roles in an organization. In particular, the performance of secretaries, who play a pivotal role in administrative operations, can be significantly affected by their level of motivation. Secretaries are responsible for managing schedules, correspondence, office tasks, and supporting high-level executives, making them essential to the seamless functioning of an organization (Gilley, 2017). Despite their importance, secretarial roles are often perceived as routine and repetitive, which can lead to low motivation and diminished job performance if not adequately addressed (Herzberg, 1966).
The concept of motivation has been widely studied, with Herzberg’s Two-Factor Theory and Maslow’s Hierarchy of Needs providing foundational insights into what drives human behavior in the workplace. Herzberg’s theory suggests that job satisfaction and dissatisfaction are influenced by distinct factors—motivators (such as achievement and recognition) and hygiene factors (such as salary and work conditions). This framework is particularly relevant to secretarial roles, as a lack of both motivation and proper working conditions can result in decreased job performance and lower morale.
In organizational settings, a motivated secretary is more likely to exhibit greater efficiency, initiative, and attention to detail, leading to improved organizational performance (Locke & Latham, 2002). However, factors such as insufficient recognition, limited career growth opportunities, and poor work environment contribute to a lack of motivation, ultimately hindering job performance (Robinson & Judge, 2017). Understanding how to apply effective motivational strategies to enhance the job performance of secretaries is crucial for improving organizational efficiency and fostering a productive work environment.
Therefore, this study aims to investigate how various motivational strategies—both intrinsic and extrinsic—can be employed to enhance the performance of secretaries in an organizational setting. By examining the relationship between motivation and job performance, this research will contribute valuable insights for organizations seeking to improve the performance of their administrative support staff.
The concept of motivation has long been explored by theorists such as Maslow and Herzberg, who developed models to understand how employees' needs and work conditions affect their performance. According to Maslow’s Hierarchy of Needs, employees must have their basic needs met before they can be motivated to achieve higher levels of satisfaction and performance in their roles (Maslow, 1943). In the context of secretaries, this theory suggests that factors such as job security, fair compensation, and positive work relationships must be met before they can feel motivated to contribute at higher levels.
Herzberg’s Two-Factor Theory also offers insight into the dynamics of motivation within secretarial roles. Herzberg proposed that job satisfaction and dissatisfaction stem from different factors: motivators (such as recognition, achievement, and responsibility) and hygiene factors (such as salary, working conditions, and relationships with colleagues). For secretaries, ensuring both the hygiene factors (e.g., fair pay, safe working conditions) and motivators (e.g., recognition, career development opportunities) are effectively addressed can significantly enhance job performance.
Motivation in the workplace can be intrinsic or extrinsic. Intrinsic motivation refers to the internal satisfaction that comes from performing a job well, such as feeling a sense of accomplishment or personal growth. Extrinsic motivation, on the other hand, involves external rewards such as salary increases, bonuses, promotions, or public recognition (Deci & Ryan, 2000). For secretaries, the balance between these forms of motivation can make a notable difference in their job performance. Intrinsically motivated secretaries may take more initiative and demonstrate greater attention to detail, while extrinsically motivated employees may be more driven by rewards, which can also enhance their productivity and efficiency.
Research has shown that motivated employees are more likely to display higher levels of job satisfaction, which in turn contributes to improved organizational outcomes. For example, motivated secretaries tend to demonstrate better time management, enhanced problem-solving abilities, and stronger interpersonal skills, all of which contribute to overall organizational effectiveness (Judge & Bono, 2001). On the other hand, unmotivated employees are more prone to absenteeism, errors in task completion, and overall dissatisfaction with their job roles, all of which can hinder the performance of an organization as a whole (Robinson & Judge, 2017).
Therefore, understanding the specific motivational factors that influence secretaries is crucial for organizations seeking to optimize the performance of their administrative staff. This study will explore various strategies—such as offering career development opportunities, providing a positive work environment, and recognizing employee achievements—that can be used to enhance secretaries’ motivation and job performance. By identifying and addressing key motivational drivers, organizations can improve both individual and organizational performance.
In the context of organizational behavior, motivation is the psychological force that drives individuals to perform specific actions in pursuit of certain goals. Various theories have been developed to explain the factors that influence motivation at the workplace. Maslow’s Hierarchy of Needs offers a framework where basic physiological needs and safety must first be met before employees can pursue higher-order needs such as belongingness, esteem, and self-actualization. In the context of secretarial roles, these theories suggest that basic needs like adequate pay, job security, and a safe work environment must be addressed before motivational factors like recognition and career advancement can be effective in improving performance (Maslow, 1943).
1.2 Statement of the Problem
In many organizations, secretaries play a crucial role in ensuring smooth administrative operations, such as managing schedules, communicating with stakeholders, organizing meetings, and supporting senior management. Despite the critical nature of these responsibilities, secretaries often face challenges in maintaining high levels of job performance due to various motivational barriers. A lack of motivation can lead to reduced productivity, lower job satisfaction, and higher turnover rates among secretaries. Consequently, organizations may experience inefficiencies, errors, and a decline in overall organizational performance, as the performance of secretaries directly influences the effectiveness of administrative operations.
Motivational factors, both intrinsic and extrinsic, are essential in shaping the job performance of employees, including secretaries. Intrinsic motivation, such as a sense of accomplishment and personal growth, and extrinsic motivation, such as financial rewards and recognition, can play a significant role in enhancing performance. However, secretaries may often experience low levels of motivation due to factors such as poor work conditions, inadequate compensation, limited career advancement opportunities, and lack of recognition. These issues can lead to dissatisfaction and a lack of engagement, which directly affects their efficiency and commitment to their roles (Luthans, 2011).
The problem lies in the insufficient attention given to identifying and implementing effective motivational strategies tailored to the needs of secretaries. In many organizations, motivational initiatives may be generalized and fail to address the specific requirements of secretarial staff, resulting in disengagement and suboptimal performance. Moreover, the role of motivation in enhancing secretarial performance remains under-explored in some organizational settings, despite the potential benefits of motivated administrative staff in improving overall organizational efficiency (Gagne & Deci, 2005).
Thus, this research seeks to explore how motivational strategies—both intrinsic and extrinsic—can be effectively utilized to enhance the job performance of secretaries. By understanding the specific motivational drivers that influence secretarial work, organizations can develop targeted interventions to improve job satisfaction, performance, and overall productivity. This study will examine the impact of different motivational techniques, including career development opportunities, recognition, and a supportive work environment, to assess how they contribute to enhanced job performance among secretaries.
1.3 Objectives of the Study
The primary objective of this study is to investigate the role of motivation in enhancing the job performance of secretaries within organizations. The study aims to explore how various intrinsic and extrinsic motivational factors can be utilized to improve job performance, productivity, and overall job satisfaction for secretaries. To achieve this, the study will focus on the following specific objectives:
1. To identify the motivational factors influencing the job performance of secretaries
2. To examine the relationship between motivation and job performance among secretaries
3. To assess the effectiveness of various motivational strategies in improving job performance
4. To identify the key barriers that prevent secretaries from feeling motivated
5. To provide strategies for organizations to enhance the motivation and job performance of secretaries
1.4 Research Questions
This study motivation as a means of enhancing job performance of secretaries within an organization. The following research questions were raised to guide the investigation:
1. What are the key motivational factors that influence the job performance of secretaries in an organization?
2. What is the relationship between motivation and job performance among secretaries?
3. What is the impact of various motivational strategies in improving job performance of secretaries in an organization?
4. What are   the key barriers that prevent secretaries from feeling motivated?
5. Which motivational strategies are perceived as most effective by secretaries in enhancing their job performance?
1.5 Significance of the Study
The significance of this study lies in its potential to enhance understanding of the role motivation plays in improving the job performance of secretaries within organizations. Secretaries perform a critical function in organizational management, contributing to the smooth operation of day-to-day activities, such as scheduling, correspondence, and administrative support for senior staff. Despite their vital role, secretaries often face challenges such as low motivation, which can negatively affect their performance and the overall efficiency of the organization. Understanding the factors that influence motivation in this key role is essential for organizations seeking to maximize employee productivity, reduce turnover, and improve organizational outcomes.
Tthis study will contribute to the body of knowledge by offering insights into the intrinsic and extrinsic motivational factors that affect secretarial work. Intrinsic motivators, such as job satisfaction, a sense of accomplishment, and opportunities for personal growth, alongside extrinsic motivators like salary, recognition, and job security, are often crucial in enhancing employee performance. Identifying these factors will allow organizations to better tailor their motivational strategies, creating an environment that fosters higher performance among secretaries and other administrative personnel.
Overall, this study will provide a comprehensive understanding of the role motivation plays in enhancing the job performance of secretaries, thus offering valuable recommendations for improving employee engagement, satisfaction, and performance in organizational settings.
1.6 Delimitation of the Study
This study is delimited to exploring the role of motivation in enhancing the job performance of secretaries within a specific organizational context. The research will focus on a selected group of secretaries working in private and public organizations, excluding other administrative roles, such as office assistants, administrative assistants, or clerks. As a result, the findings may not be fully generalizable to all administrative staff or to organizations in other sectors, such as non-profits agencies, where motivational factors might differ.
The study will also concentrate on the primary motivational factors—both intrinsic and extrinsic—that influence the job performance of secretaries, without delving into other potential factors, such as organizational culture or external market conditions. Furthermore, the research will primarily focus on motivational strategies employed by the organization and may not consider the personal factors or external influences that could also affect a secretary's motivation and performance. the study also delimited to organizations based in Ilorin   city, meaning that cultural and regional differences may not be fully addressed. This could impact the extent to which the findings are applicable in other geographical settings where workplace norms and motivational practices may vary.
1.7 Limitation of the Study
This study, while examining the role of motivation in enhancing secretaries' job performance, has several limitations that should be considered when interpreting the findings. Respondents may overstate their satisfaction or motivation levels, or conversely, underreport dissatisfaction, which can affect the accuracy of the results.
Another limitation is the focus on a specific type of organization—private and public organizations—while excluding other organizational types, such as non-profits or startups. Motivational factors may vary across different sectors, meaning the results of this study may not be entirely applicable to organizations outside the selected scope. Additionally, the study is confined to Ilorin city, and therefore, the findings may not reflect the diversity of motivational practices or organizational cultures in different locations.
The study also primarily focuses on the main intrinsic and extrinsic motivators for secretaries, without considering other influencing factors, such as personal life circumstances, job complexity, or team dynamics, which may also play significant roles in shaping job performance. The absence of these variables may limit the depth of the analysis of all potential factors affecting secretarial job performance.



CHAPTER TWO
LITERATURE REVIEW
This literature review explores the role of motivation in enhancing secretaries' job performance in organizations. Secretaries play a crucial role in ensuring smooth organizational operations, and their motivation directly affects their productivity and effectiveness. The review examines key motivational theories, both intrinsic and extrinsic factors, and strategies that organizations can use to boost secretarial performance. It also highlights challenges in motivating secretaries and the influence of organizational culture, work conditions, and technology on their motivation. Ultimately, this review aims to provide insights into improving secretarial performance through effective motivational practices. 

2.1 Introduction to Motivation and Job Performance
Motivation is a fundamental psychological construct that drives human behavior, particularly in organizational settings. It is the process through which individuals’ needs and desires are directed towards achieving specific goals and objectives (Ryan & Deci, 2000). The concept of motivation is crucial in the workplace, as it influences the enthusiasm, commitment, and effort that employees put into their roles. In roles like secretarial positions, where employees are often required to handle complex administrative tasks, maintain communication across departments, and ensure operational efficiency, motivation is a key determinant of job performance.
Motivation is a psychological factor that propels individuals to take action, achieve goals, and perform tasks. In an organizational setting, motivation is often regarded as one of the primary drivers of job performance, influencing not only the quantity of work completed but also the quality of outcomes (Ryan & Deci, 2000). Job performance, defined as the effectiveness with which employees carry out their roles and responsibilities, is crucial for the success of any organization (Campbell, 1990). In particular, the role of a secretary is vital for maintaining efficient operations, as secretaries handle administrative tasks such as scheduling, correspondence, record-keeping, and communication management. Therefore, understanding how motivation affects the performance of secretaries can offer valuable insights into improving overall organizational efficiency.
Motivation can significantly impact the job performance of secretaries, whose responsibilities require high levels of accuracy, organization, and time management. When secretaries are motivated, they are more likely to demonstrate greater efficiency, initiative, and a proactive approach to problem-solving (Locke & Latham, 2002). Motivated employees are also more committed to their work, leading to increased job satisfaction and a stronger sense of accomplishment in their roles (Herzberg, 1966).
Motivational theories such as Maslow’s Hierarchy of Needs (1943) and Herzberg’s Two-Factor Theory (1959) suggest that understanding what drives employees, including secretaries, is crucial for enhancing performance. Maslow's theory posits that individuals have a hierarchy of needs, starting from basic physiological needs to higher-level needs like self-actualization. For secretaries, meeting basic needs such as fair compensation and job security is essential, but opportunities for professional growth and recognition are critical for fostering intrinsic motivation. Herzberg's Two-Factor Theory further divides motivation into hygiene factors (e.g., salary, working conditions) and motivators (e.g., recognition, achievement). Both factors are necessary for improving job performance, with hygiene factors preventing dissatisfaction and motivators enhancing overall job satisfaction and performance.
Moreover, the relationship between motivation and job performance is not merely theoretical; it has practical implications for organizations. For instance, when secretaries are intrinsically motivated, they tend to approach their work with greater dedication and a desire to exceed expectations (Deci & Ryan, 1985). Intrinsic motivation, driven by factors such as personal growth, autonomy, and meaningful work, leads to increased creativity and problem-solving skills, which are key in the secretary’s role. Conversely, extrinsic motivators like bonuses, rewards, and career advancement opportunities also play a significant role in boosting job performance by recognizing and rewarding exceptional performance (Eisenberger & Shanock, 2003).
The impact of motivation on job performance has been extensively researched, with a broad consensus suggesting that motivated employees are more likely to exhibit higher levels of engagement, productivity, and job satisfaction (Locke & Latham, 2002). Motivation, as a driving force behind employee behavior, is not a singular concept but rather can manifest in different forms, broadly categorized into intrinsic and extrinsic motivation. Understanding these distinct types of motivation is essential for comprehensively evaluating how motivation influences job performance, particularly in an organizational context.
Intrinsic Motivation arises from internal factors that lead individuals to engage in tasks for the inherent satisfaction or personal fulfillment they derive from the work itself. This type of motivation is driven by a deep sense of purpose and personal growth, such as the enjoyment of the work process, the challenge presented by the task, or the opportunity for self-improvement (Deci & Ryan, 1985). Employees who are intrinsically motivated often display a high degree of passion and enthusiasm for their work, as they find it personally rewarding (Ryan & Deci, 2000). In terms of job performance, intrinsically motivated employees are generally more creative, take initiative, and engage more fully with their tasks. When employees experience intrinsic motivation, their focus is often on the enjoyment of the work rather than the external rewards that may come with it (Amabile, 1996). For secretaries, intrinsic motivation can manifest in their desire to streamline office processes, solve problems creatively, or improve communication systems, all of which contribute to improved performance and organizational efficiency.
Extrinsic Motivation, in contrast, involves the motivation to engage in tasks based on external rewards or incentives. These rewards may include financial compensation, promotions, job security, recognition, or other tangible benefits (Ryan & Deci, 2000). Extrinsically motivated employees are driven by the desire to achieve a specific outcome or avoid negative consequences, such as the desire for a salary increase, a performance bonus, or job advancement (Locke & Latham, 2002). While extrinsic motivation can effectively drive certain behaviors, its impact on long-term job performance is often debated. Extrinsic rewards are especially useful in motivating employees for tasks that require minimal intrinsic interest or creativity, where external recognition or tangible rewards can act as powerful motivators (Eisenberger & Shanock, 2003). However, research suggests that over-reliance on extrinsic rewards can undermine intrinsic motivation, particularly when employees begin to feel that their work is valued solely for the reward it yields (Deci, Koestner, & Ryan, 1999). For secretaries, extrinsic motivators like salary increases or recognition for outstanding work may enhance their productivity, but these rewards may be most effective when combined with opportunities for personal growth and autonomy.
The interaction between intrinsic and extrinsic motivation can vary depending on the individual and the context in which they operate. The Self-Determination Theory (SDT) posits that individuals have basic psychological needs for autonomy, competence, and relatedness, and these needs are crucial for fostering both intrinsic and extrinsic motivation (Deci & Ryan, 2000). When employees perceive that they have control over their tasks (autonomy), feel capable of achieving success (competence), and experience positive social interactions at work (relatedness), both intrinsic and extrinsic motivation are likely to be enhanced, leading to optimal performance. Furthermore, the Cognitive Evaluation Theory (Deci & Ryan, 1985) suggests that external rewards can sometimes diminish intrinsic motivation if they are perceived as controlling rather than supportive. For example, if a secretary feels that they are rewarded only for their productivity and not for their contributions to team goals or personal development, their intrinsic motivation may decrease over time, potentially affecting long-term job performance.
For secretaries, effective motivation strategies are essential because their role requires not only technical competence but also organizational skills, attention to detail, and a high degree of responsibility (Herzberg, 1959). Motivated secretaries are more likely to show initiative, stay organized, and maintain a positive attitude in their work, all of which contribute to enhanced job performance (Locke & Latham, 2002). As such, understanding the factors that drive motivation for secretaries is key to improving their job performance and, consequently, the overall functioning of the organization.
2.2 Theories of Motivation
Motivation is a key determinant of job performance, and understanding the different theories that explain how motivation works can provide valuable insights into how to enhance secretaries' job performance within an organization. Secretaries play a critical role in ensuring smooth organizational operations by performing a variety of tasks, including managing schedules, organizing correspondence, maintaining records, and handling communications. By applying various motivation theories to their role, organizations can enhance the secretary’s job performance, improve job satisfaction, and foster greater commitment. This section explores key motivational theories and how they relate to the performance of secretaries in an organizational context.
Maslow’s Hierarchy of Needs
Abraham Maslow’s Hierarchy of Needs (1943) remains one of the foundational theories of human motivation, widely applied in organizational psychology to understand employee behavior and performance. Maslow proposed that human beings are driven by a series of hierarchical needs, which progress from basic physiological necessities to more complex psychological and self-fulfillment needs. His theory is relevant to workplace settings as it provides a clear framework for understanding how fulfilling different needs can influence job performance. For secretaries, understanding how these needs intersect with motivation is crucial to enhancing both their engagement and job performance.
The first two levels of Maslow’s hierarchy—physiological and safety needs—are essential for any individual’s well-being and functioning. Physiological needs refer to the basic requirements for survival, such as food, water, and shelter, while safety needs are concerned with protection from harm and the assurance of a stable and secure environment (Maslow, 1943). In the workplace, meeting these basic needs is crucial to prevent dissatisfaction and to create a foundation upon which higher motivation can be built.
For secretaries, these basic needs are often met through adequate compensation, benefits, job security, and a safe working environment (Maslow, 1943). A secretary who is fairly compensated for their work, with access to health benefits, a stable job, and a secure office environment, is less likely to experience stress or anxiety about their basic survival needs. This sense of security frees them to focus on performing their job duties effectively. Research has demonstrated that employees who are not concerned about their basic needs are more likely to exhibit higher levels of productivity and engagement (Robinson & Judge, 2017).
Once physiological and safety needs are met, individuals strive to fulfill their social needs, which encompass the desire for love, friendship, and a sense of belonging. In the context of secretaries, social needs are met through positive workplace relationships and the opportunity to interact and collaborate with colleagues (Maslow, 1943). These interactions can foster a sense of community and connectedness, motivating secretaries to engage more deeply in their work.
Esteem needs, the next level in Maslow’s hierarchy, are closely tied to an individual’s need for recognition, respect, and a sense of accomplishment (Maslow, 1943). For secretaries, having their efforts acknowledged through formal recognition programs, praise from supervisors, or career advancement opportunities can significantly enhance motivation. Esteem needs are fulfilled when secretaries receive recognition for their contributions, and when they feel that their roles are valued within the organization. Studies have shown that employees who feel respected and valued for their work tend to be more satisfied with their jobs and more motivated to perform well (Herzberg, 1959).
Providing opportunities for secretaries to take on new responsibilities, such as organizing meetings, managing projects, or participating in decision-making processes, can help fulfill their esteem needs by increasing their sense of competence and autonomy (Deci & Ryan, 1985). As secretaries take on new challenges and are recognized for their achievements, they experience a boost in self-esteem, which in turn drives them to work harder and contribute more to the organization (Locke & Latham, 2002).
At the top of Maslow’s hierarchy is self-actualization, which represents the desire for personal growth, creativity, and fulfillment of one’s potential. Self-actualization involves becoming the best version of oneself and realizing one’s unique talents and capabilities. For secretaries, achieving self-actualization in the workplace might include the opportunity to engage in tasks that challenge their skills, contribute to innovation, or pursue professional development opportunities (Maslow, 1943).
Organizations that provide secretaries with the freedom to explore new ways of performing their tasks, or that encourage participation in training and professional development programs, foster a sense of personal achievement and growth. Research has shown that when employees have the opportunity to develop and advance their skills, they are more likely to remain motivated, perform better, and experience greater job satisfaction (Ryan & Deci, 2000). For instance, a secretary who is given the opportunity to attend workshops on advanced communication skills or project management is not only able to improve their current job performance but also grows professionally, which enhances their motivation and engagement.
To enhance the job performance of secretaries, organizations must recognize the importance of addressing both basic and higher-level needs. Initially, providing a stable, safe working environment and fair compensation is critical for ensuring that secretaries do not experience dissatisfaction. However, organizations must go beyond merely fulfilling basic needs to truly motivate secretaries. Opportunities for recognition, career advancement, responsibility, and personal growth are key to fostering sustained motivation and enhancing performance.
As secretaries’ social and esteem needs are fulfilled through positive workplace relationships and recognition, they are likely to become more engaged and motivated in their roles. Additionally, when secretaries are given opportunities for professional development and personal growth, they experience a sense of fulfillment and self-actualization that drives their job performance. Organizations that take a holistic approach, addressing both the basic and higher-level needs of secretaries, will likely see improved productivity, engagement, and job satisfaction.
Herzberg’s Two-Factor Theory
Herzberg’s Two-Factor Theory (1959) remains one of the most widely discussed and influential frameworks for understanding motivation in the workplace. Herzberg proposed that motivation is influenced by two distinct categories of factors: hygiene factors and motivators. Hygiene factors are the basic elements necessary to prevent dissatisfaction but do not necessarily encourage employees to exert extra effort or perform at their highest potential. These include salary, job security, working conditions, and company policies. On the other hand, motivators are factors that directly contribute to higher levels of motivation and job performance, such as recognition, achievement, personal growth, and opportunities for advancement.
In the context of secretaries, hygiene factors play an important role in maintaining a baseline level of satisfaction. Herzberg’s theory emphasizes that these factors, such as fair compensation, job security, and a safe and comfortable work environment, are crucial for preventing dissatisfaction (Herzberg, 1959). Secretaries who are adequately compensated and work in a positive and supportive environment are less likely to experience dissatisfaction that can negatively affect their performance. If these hygiene factors are absent or inadequate, secretaries may feel frustrated, undervalued, or disengaged, which can significantly impact their job performance. Research has shown that when employees' basic needs are met in terms of salary, job security, and working conditions, they are less likely to experience negative feelings that might otherwise detract from their ability to perform effectively (Robinson & Judge, 2017).
However, while hygiene factors are essential to preventing dissatisfaction, Herzberg's Two-Factor Theory suggests that they are not sufficient for motivating employees to perform at their best. To enhance job performance and foster a sense of commitment and engagement, organizations must focus on motivators. For secretaries, motivators such as recognition for their work, opportunities for achievement, and avenues for personal and professional growth can significantly increase their intrinsic motivation (Herzberg, 1959). When secretaries feel appreciated and acknowledged for their contributions, they are more likely to experience a sense of accomplishment and satisfaction, which directly enhances their job performance. Recognition can come in many forms, including praise from supervisors, formal awards, or public acknowledgment of their efforts in meetings or communications. Research suggests that employees who receive regular positive feedback and recognition for their work tend to be more motivated, perform better, and experience higher levels of job satisfaction (Locke & Latham, 2002).
Vroom’s Expectancy Theory
Victor Vroom’s Expectancy Theory (1964) provides a cognitive framework for understanding motivation in the workplace. According to this theory, individuals are motivated to perform well when they believe that their efforts will lead to desired outcomes. Vroom (1964) identified three critical components of motivation: expectancy, instrumentality, and valence. Expectancy refers to the belief that effort will lead to performance; instrumentality is the belief that performance will result in rewards; and valence refers to the value that individuals place on the rewards they receive. This theory suggests that people will only be motivated to exert effort if they perceive a clear and rational connection between their effort, their performance, and the rewards they value.
In the context of secretaries, applying Vroom’s Expectancy Theory involves ensuring that they understand the direct relationship between their efforts and the rewards they can expect to receive. For example, if a secretary believes that working efficiently and consistently will lead to favorable outcomes, such as salary increases, recognition, or career advancement, they are likely to be more motivated to perform their tasks effectively. When secretaries perceive a clear connection between their work and tangible rewards, they are more likely to invest effort in performing their roles at a higher level (Vroom, 1964).
Expectancy in Vroom’s model reflects the individual’s belief that their effort will translate into the desired level of performance. For secretaries, it is important that they have confidence in their ability to achieve the expected level of performance. Organizations can support this belief by providing necessary training, resources, and a work environment that fosters success. If secretaries feel that their effort will lead to high-quality work and that they have the necessary tools and support to succeed, they are more likely to be motivated to exert effort (Vroom, 1964).
Instrumentality, the second component of Vroom’s theory, is the belief that performance will lead to rewards. For secretaries, this means that they must perceive a clear connection between their performance and the rewards or recognition they will receive. For instance, if secretaries know that completing tasks efficiently will result in a reward, such as a salary increase, a bonus, or a promotion, they will be more motivated to work toward these outcomes. Studies have shown that when employees clearly understand the link between their performance and the rewards they will receive, they are more motivated to engage in goal-directed behaviors (Locke & Latham, 2002). Transparent communication of reward systems within organizations is key to enhancing motivation by clarifying the instrumentality component of Vroom’s theory.
The final component of Vroom’s Expectancy Theory is valence, which refers to the value that employees place on the rewards they receive. For secretaries, this means that the rewards must align with their personal values and needs. For example, some secretaries may value financial incentives, while others may place greater importance on recognition, career growth opportunities, or a better work-life balance. When the rewards offered by the organization align with the secretary's personal preferences, they are more likely to be motivated to perform well. Research has shown that employees are more motivated when the rewards offered by their employers are perceived as meaningful and valuable to them (Ryan & Deci, 2000).
To apply Vroom’s Expectancy Theory in an organizational context, it is essential for management to clearly communicate the connection between effort, performance, and rewards. This can be achieved through goal-setting processes, regular feedback, and transparent reward systems. Secretaries need to know what is expected of them in terms of performance and what rewards or recognition they can anticipate in return. Organizations should also ensure that the rewards they offer align with the personal values of their employees, whether those rewards are financial, career-related, or related to intrinsic satisfaction (Vroom, 1964). By understanding how effort translates into performance and performance into valuable rewards, secretaries are more likely to be motivated to engage in high-level performance and contribute to organizational success.
Furthermore, Vroom’s theory suggests that motivation is not a one-size-fits-all approach, and organizations should consider the individual differences among secretaries. While one secretary may be motivated by financial incentives, another may be more motivated by recognition or opportunities for career growth. It is crucial for organizations to understand these differences and tailor their motivational strategies accordingly, ensuring that each secretary perceives a strong link between their efforts, their performance, and the rewards they value most (Locke & Latham, 2002).
2.3 Motivational Factors Affecting Job Performance in Secretarial Roles
Motivational factors significantly impact job performance, particularly in secretarial roles, where employees often perform essential administrative tasks that keep the organization running smoothly. Secretaries are required to manage a variety of tasks, from scheduling meetings and managing communications to handling sensitive documents and providing support to higher-level executives. As such, their motivation plays a central role in their ability to perform these duties effectively. Several motivational factors affect secretaries’ job performance, including job satisfaction, recognition, career development opportunities, work environment, and intrinsic and extrinsic rewards.
Job satisfaction is one of the most significant motivational factors that affect job performance in secretarial roles. When secretaries are satisfied with their work, they are more likely to be engaged and motivated to perform their tasks at a high level. According to Herzberg’s Two-Factor Theory (1959), job satisfaction is influenced by factors such as recognition, responsibility, and opportunities for personal growth, which can significantly enhance secretarial job performance. Secretaries who find their work meaningful and fulfilling are likely to exhibit higher levels of enthusiasm, dedication, and productivity in their roles. In contrast, dissatisfaction with the job can result in disengagement, lower productivity, and ultimately decreased job performance (Locke, 1976).
Recognition for a job well done is a powerful motivator for secretaries. Herzberg (1959) distinguishes between hygiene factors and motivators, noting that while hygiene factors such as salary and job security are necessary to prevent dissatisfaction, true motivation comes from motivators such as recognition and achievement. Secretaries who feel appreciated for their efforts, whether through public acknowledgment or private appreciation from their supervisors, are likely to be more motivated and committed to their roles. Recognition can come in various forms, including verbal praise, promotions, bonuses, or other tangible rewards. These forms of recognition not only boost job satisfaction but also contribute to greater motivation and improved performance (Ryan & Deci, 2000).
Opportunities for professional growth and career advancement are crucial for maintaining motivation in secretarial roles. According to Maslow’s Hierarchy of Needs (1943), once basic physiological and safety needs are met, individuals seek to fulfill higher-order needs such as self-esteem and self-actualization. For secretaries, career development opportunities, such as training, skill development, and the possibility of promotion, provide a sense of accomplishment and self-worth. When secretaries perceive that their organization is invested in their growth and future success, they are more likely to be motivated and engaged in their work. This motivation can enhance their job performance, as they are more likely to take initiative and seek ways to improve their skills and efficiency (Gagné & Deci, 2005).
A positive work environment and supportive organizational culture are essential motivational factors for secretaries. A work environment that promotes collaboration, respect, and a sense of belonging can contribute significantly to motivation and job performance. According to Self-Determination Theory (Deci & Ryan, 1985), individuals are motivated when they feel that they belong to a community and are supported by others. For secretaries, this means fostering positive relationships with colleagues, supervisors, and other stakeholders within the organization. When secretaries work in an environment where they feel valued and included, they are more likely to feel motivated to perform their tasks effectively. A supportive organizational culture that promotes open communication, teamwork, and mutual respect helps to create a work environment that encourages secretaries to perform at their best.
Motivational theories such as Vroom's Expectancy Theory (1964) and Deci and Ryan’s Self-Determination Theory (1985) also provide insights into how both intrinsic and extrinsic motivation factors can enhance secretaries' job performance. Intrinsic motivation arises from the enjoyment of the work itself, the desire for personal growth, and the satisfaction gained from completing tasks effectively. Secretaries who are intrinsically motivated may find fulfillment in organizing complex schedules, handling office communication, or solving problems. This internal drive can lead to higher levels of job performance as secretaries are motivated by the work itself rather than external rewards (Deci & Ryan, 1985).
Extrinsic motivation, on the other hand, comes from external rewards such as financial incentives, promotions, and job security. Secretaries who are motivated by extrinsic rewards may be driven to perform well in exchange for tangible benefits such as salary increases, bonuses, or recognition from management. Vroom’s Expectancy Theory (1964) emphasizes that employees are more likely to be motivated when they perceive a clear link between their efforts, performance, and the rewards they receive. In the case of secretaries, this means that when they perceive that their hard work and dedication will lead to tangible rewards, such as salary raises or career advancement, they are more likely to be motivated to perform at a higher level.


2.4 Impact of Motivation on Job Performance
Motivation plays a pivotal role in influencing job performance across various job roles, and secretarial positions are no exception. Secretaries are often tasked with handling a wide range of administrative responsibilities, which can include scheduling, communication management, and organizational support. The motivation levels of secretaries directly affect how efficiently and effectively they perform these duties. When secretaries are motivated, they are more likely to take initiative, work diligently, and contribute positively to the organization's goals (Locke & Latham, 2002).
Motivated secretaries are generally more engaged in their tasks and demonstrate higher levels of commitment to their work. Motivation can increase their willingness to go beyond the basic requirements of the role and proactively address challenges, seek out improvements in work processes, and show creativity in problem-solving (Herzberg, 1959). For instance, a secretary who is intrinsically motivated may take on additional responsibilities, such as training new employees or optimizing administrative systems, even if these tasks are not formally required. This behavior contributes to enhanced job performance, as the secretary is actively involved in the success of the organization.
According to Vroom's Expectancy Theory (1964), motivation is driven by the belief that effort will lead to performance and that performance will lead to desired outcomes. When secretaries perceive that their efforts are linked to tangible rewards, such as salary increases, promotions, or recognition, they are more likely to invest higher levels of effort and perform better. Organizations that create a clear link between job performance and rewards (both intrinsic and extrinsic) can expect to see improvements in job performance from their secretarial staff. For example, when secretaries understand that their performance will be evaluated and rewarded, they are more likely to engage fully in their work, leading to better productivity and outcomes.
Motivation also influences job satisfaction, which in turn impacts job performance. Herzberg's Two-Factor Theory (1959) highlights the importance of motivators, such as recognition, responsibility, and opportunities for personal growth, in driving job satisfaction. Secretaries who feel that their work is meaningful and their contributions are recognized are more likely to be satisfied with their jobs, leading to improved motivation and higher performance. When secretaries are motivated by factors like career development opportunities or the chance to take on new responsibilities, their commitment to the organization increases, which enhances their overall job performance.
Furthermore, motivation can help reduce job-related stress and burnout, which are common challenges in secretarial roles due to the high demands of the job. Motivation can serve as a buffer, helping secretaries cope with the pressures of their tasks and maintain a positive attitude toward their work. According to Self-Determination Theory (Deci & Ryan, 1985), intrinsic motivation plays a key role in reducing burnout by providing a sense of autonomy and competence. When secretaries feel that they have control over their tasks and can perform them competently, they are less likely to experience burnout and more likely to maintain high levels of performance. In contrast, low motivation can lead to disengagement, stress, and burnout, which diminish job performance (Gagné & Deci, 2005).
The impact of motivation on job performance is also closely linked to the work environment and organizational culture. A supportive work environment that encourages motivation—through factors like recognition, career development, and fair compensation—can lead to improved job performance. In contrast, an unsupportive work environment that neglects to meet motivational needs can have the opposite effect, resulting in decreased job satisfaction, motivation, and performance (Kuvaas, 2006).

2.5 Challenges in Motivating Secretaries
Despite its importance, motivating secretaries comes with several challenges. One key challenge is the lack of perceived career progression. Many secretaries feel that their roles are limited in terms of advancement, leading to job dissatisfaction. When secretaries perceive their work as monotonous or not offering growth opportunities, their motivation and performance can decrease significantly.
Additionally, factors such as insufficient recognition, lack of appreciation, and low compensation can result in decreased motivation. Secretaries often work under high stress, especially in fast-paced environments, which can lead to burnout and disengagement if not properly addressed (Luthans, 2011). The perception that their work is undervalued can lead to demotivation, reducing both job satisfaction and performance.
One of the primary challenges in motivating secretaries is the perception of limited career progression. Many secretaries may feel that their job offers little room for growth beyond administrative tasks, leading to stagnation in both their professional development and motivation. Herzberg (1966) argues that a lack of growth opportunities and advancement can lead to dissatisfaction, particularly when employees feel their potential is underutilized. For secretaries, this can manifest in frustration and a decrease in motivation, especially when they see no clear pathway for promotion or skill enhancement.
Research by Tett & Meyer (1993) highlights that employees who perceive a lack of career advancement are more likely to experience disengagement and reduced job satisfaction. In secretarial roles, where career paths may not always be well-defined, employees may feel stuck in their current positions. Without the promise of career growth, secretaries may lose the intrinsic motivation needed to perform well, leading to decreased job performance.
Providing clear career advancement opportunities, offering professional development programs, and encouraging cross-functional training are essential to overcoming this challenge. According to Noe et al. (2014), organizations that invest in the career development of employees, including secretaries, are more likely to foster long-term motivation and job satisfaction. This could involve creating pathways for secretaries to move into managerial or specialized roles, thus enhancing their motivation and job performance.
Recognition is a critical factor in enhancing motivation, yet secretaries often report feeling overlooked and underappreciated in the workplace. Herzberg (1966) suggested that recognition is one of the key motivators that can lead to job satisfaction and enhanced performance. However, secretaries are sometimes not given adequate acknowledgment for their hard work, which can lead to feelings of inadequacy or frustration.
Studies by Kuvaas (2006) found that employees who do not receive adequate recognition for their efforts are less likely to be motivated to perform at high levels. Secretaries, despite their crucial role in the smooth functioning of an organization, may not always receive the public recognition they deserve for their contributions. This lack of appreciation can negatively impact their morale, reducing their willingness to take initiative and invest in their work.
In many organizational settings, secretaries are seen as support staff rather than integral team members, which can exacerbate the feeling of being undervalued. Luthans (2011) emphasized that when employees feel their efforts are not noticed, they may experience lower levels of job satisfaction, leading to disengagement and reduced productivity. To overcome this, organizations should implement regular recognition programs and reward systems that acknowledge the critical role secretaries play.
Compensation plays a vital role in motivation, and secretaries who feel underpaid for the work they do may experience a drop in motivation and job satisfaction. Vroom’s (1964) Expectancy Theory suggests that if employees believe that their efforts will not result in proportional rewards, they will be less motivated to perform at their best. In many cases, secretarial roles may be viewed as lower-level positions, and as such, compensation may not be aligned with the level of responsibility these roles carry.
Secretaries often manage high volumes of work, deal with multiple deadlines, and take on a variety of complex tasks. When compensation does not reflect the demands of the job, it can lead to dissatisfaction. Luthans (2011) states that employees who feel their compensation is unfair are more likely to exhibit lower motivation, which affects their overall performance. To address this challenge, organizations need to ensure that secretaries are fairly compensated for their work and that benefits such as healthcare, retirement plans, and bonuses are part of their compensation package.
Adams (1965) also stressed the concept of equity theory, stating that employees compare their job inputs (effort, skill, time) to the outcomes (pay, benefits, recognition). If secretaries perceive that their inputs outweigh their rewards, it leads to a feeling of inequity, which undermines motivation and job satisfaction. To prevent this, organizations should regularly assess compensation structures to ensure they are competitive and equitable within the industry.
Secretarial roles, especially in fast-paced environments, often come with high levels of stress due to tight deadlines, complex tasks, and high expectations from managers or clients. Stress and burnout are significant barriers to motivation, as employees who are overwhelmed by their workload are less likely to perform effectively. Maslach and Leiter (2008) discussed the link between stress, burnout, and job dissatisfaction. In secretarial roles, where employees are responsible for multiple tasks simultaneously, the constant pressure to meet deadlines and deal with demanding managers can lead to emotional exhaustion, depersonalization, and a diminished sense of personal accomplishment.

2.6 Motivational Strategies to Enhance Secretarial Performance
Organizations can implement several strategies to boost motivation among secretaries, improving their job performance. Key strategies include:
Recognition is one of the most effective ways to increase motivation and performance among secretaries. Public acknowledgment and appreciation can significantly elevate employees' sense of worth and job satisfaction. Herzberg's Two-Factor Theory (1966) emphasizes the importance of recognition as a motivator, stating that it helps to create positive feelings about the job and the organization. Employees, including secretaries, who feel their hard work is acknowledged and celebrated are more likely to stay motivated and perform at a higher level.
Recognition can take many forms, such as employee of the month awards, verbal praise from managers, or public acknowledgment during meetings. Kuvaas (2006) found that recognition directly influences employees' commitment to their work and their level of motivation. It helps build a sense of belonging within the organization, thereby increasing productivity and reducing turnover rates. To enhance secretarial performance, organizations should create formal recognition programs, which could include both financial rewards (e.g., bonuses) and non-financial rewards (e.g., a certificate of achievement or a thank-you note).
Moreover, providing secretaries with opportunities for professional growth is a key motivational strategy. When secretaries feel that they have access to skill development opportunities, they are more likely to experience a sense of progression and growth in their careers, which boosts both their intrinsic motivation and job satisfaction. Deci and Ryan (2000) emphasize that intrinsic motivation is strengthened when employees are provided with opportunities to develop their competencies, a key element in their self-determination theory.
Training programs, workshops, and opportunities for higher education are effective ways to foster professional growth. By offering secretaries the ability to learn new skills, such as advanced office management, project coordination, or software tools, organizations signal that they are invested in their employees' career advancement. Additionally, professional development helps secretaries stay current with industry trends, improving their performance and contribution to the organization. As Hackman and Oldham (1976) pointed out, the opportunity for skill variety and mastery within a job enhances motivation and performance, and secretaries benefit significantly from exposure to new learning experiences.
Furthermore, granting secretaries more autonomy in their roles can have a profound impact on their motivation and job performance. Deci and Ryan (2000) argue that autonomy is a central component of intrinsic motivation. When employees feel they have the freedom to make decisions and manage their own work, they are more likely to take ownership of their tasks and strive for excellence.
Secretaries can be empowered by involving them in decision-making processes, such as scheduling meetings or organizing office procedures, or giving them more control over how they prioritize their tasks. Empowering secretaries can lead to increased job satisfaction, higher performance, and a sense of accomplishment. Luthans (2011) highlights that when employees feel empowered, they develop a stronger sense of responsibility, which ultimately leads to enhanced job performance and a greater commitment to the organization. In secretarial roles, autonomy can also reduce stress and increase job satisfaction by allowing employees to work at their own pace and in ways that align with their strengths.
Job enrichment is another powerful motivational strategy, focusing on increasing the variety and complexity of tasks to enhance job satisfaction. For secretaries, performing the same repetitive tasks can lead to boredom and disengagement, reducing motivation and job performance. Hackman and Oldham (1976) proposed that job enrichment, which involves redesigning a job to offer greater variety, challenges, and responsibilities, can positively influence motivation.
Secretaries who are given opportunities to perform a variety of tasks, such as coordinating different types of projects, handling special assignments, or managing office operations, are more likely to find their work engaging. By adding meaningful tasks that align with secretarial skills and interests, organizations can increase intrinsic motivation and performance. Job enrichment can also involve increasing the amount of decision-making responsibility in a role, helping secretaries develop a sense of purpose and involvement in the organization. Gagne and Deci (2005) found that employees who experience job enrichment are more satisfied and motivated, leading to higher performance and lower turnover.
In addition, incentive systems that link job performance to rewards are highly effective in motivating secretaries to perform at their best. Offering bonuses, promotions, or other tangible rewards tied to specific performance targets can drive employees to exceed expectations. Vroom's Expectancy Theory (1964) posits that employees are motivated when they perceive a clear link between their efforts and desired outcomes. When secretaries know that their hard work will lead to rewards such as financial bonuses, recognition, or promotions, they are more likely to be motivated to perform at a higher level.
Organizations can implement incentive systems by setting measurable performance goals, such as completing a set number of tasks or maintaining high levels of accuracy in office duties. Performance evaluations tied to incentives help ensure that secretaries are aware of the expectations and rewards associated with their work. Ryan and Deci (2000) argue that extrinsic rewards, when aligned with organizational goals and personal values, can be highly motivating for employees. Incentive systems should be designed to be fair and transparent, ensuring that all secretaries have an equal opportunity to earn rewards for their contributions.
Another key strategy to enhance motivation is promoting a healthy work-life balance. Secretaries often face high demands in their roles, including long working hours and multiple responsibilities. If these demands are not properly managed, it can lead to stress, burnout, and decreased job performance. Maslach and Leiter (2008) found that maintaining a balance between work and personal life is crucial for sustaining motivation and job satisfaction.
To motivate secretaries and improve their job performance, organizations should implement work-life balance initiatives such as flexible work hours, remote work options, and regular breaks. By offering secretaries more control over their schedules, organizations can help reduce stress and prevent burnout. Secretaries who have the ability to manage their work hours in a way that fits their personal lives are more likely to be engaged and motivated, leading to better performance and overall job satisfaction.



CHAPTER THREE
METHODOLOGY
This chapter presents the research methodology adopted by the researcher to conduct the study on   "Motivation as a Means of Enhancing Secretary’s Job Performance in an Organization.". 
3.1 Instrument Used
[bookmark: _Hlk189583690]The primary data collection instrument for this study was a structured questionnaire designed to measure motivation as a means of enhancing secretaries job performance in organizations. The questionnaire comprised of closed-ended questions of A Likert scale (1-4) was used to measure the degree of motivation and performance, ranging from "Strongly agree"4, agree 3, disagree2, and   "Strongly disagree. 1, respectively."
3.2 Population of the Study
The population for this study comprised secretaries employed in various organizations across Ilorin city. These organizations span both public and private sectors that employ administrative staff, including executive assistants and office managers. The population also includes secretaries with a minimum of 2 years work experience, as this ensures a fair understanding of their roles and the factors affecting their performance. The total population is estimated to consist of approximately 200 secretaries across the selected organizations.
3.3 Sample and Sampling Techniques
A stratified random sampling technique was employed to ensure that different subgroups of secretaries (based on organization type) were adequately represented. This approach ensured diversity in the sample and that the data accurately reflected the broader population.
The sample size was determined to be (50% of the total population) which was 100 secretaries randomly selected from the population both from public and private organization.
3.4 Distribution and Collection of Data
The data distribution and collection were conducted personally by the researcher and research assistants for secretaries working in a centralized office, physical copies of the questionnaire were distributed to them.
The data collection period lasted for two weeks, during which follow-up reminders were sent to improve response rates. 

3.5 Reliability
Reliability refers to the consistency of the measurement instrument. To ensure reliability, a pilot test was conducted with a small sample of 20 secretaries different from the target population of secretaries.  The Cronbach’s alpha was calculated to measure the reliability of the instrument. A threshold value of 0.7 or higher was set as acceptable. The pilot study resulted in a Cronbach’s alpha value of 0.83, indicating that the instrument was reliable and produced consistent results.

3.6 Validity
Validity ensures that the instrument measures what it is intended to measure. To ensure the validity of the instrument expert in organizational behavior and motivation reviewed the questionnaire to ensure that the question items were relevant and aligned with the study objectives. Feedback was incorporated into the final version of the questionnaire to improve its quality.

3.7 Method of Data Analysis
Data collected from the study were analyzed using quantitative descriptive statistics, including frequencies, and percentages to summarize the responses of the respondents on the questionnaire to determine   the relationship between motivational factors and job performance of    secretaries.  


CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents findings from a study on "Motivation as a Means of Enhancing Secretaries’ Job Performance." Data were collected via a structured questionnaire from 100 secretaries across different organizations. Using descriptive statistics, the study analyzes how various motivational factors influence job performance. The tables below summarize respondents’ views on key motivational aspects affecting their work.
4.2 Results
Table 4.1: Secretaries feel motivated at work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.1 showed that 55 (55%) respondents strongly agreed, and 35 (35%) respondents agreed that secretaries feel motivated at work, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.


Table 4.2: Motivation improves job performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60

	Agree
	30
	30

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.2 showed that 60 (60%) respondents strongly agreed, and 30 (30%) respondents agreed that motivation improves job performance, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.3: Secretaries are motivated by their current work environment
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.3 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that secretaries are motivated by their current work environment, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.4: Job role aligns with secretaries’ skills and interests
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	45

	Agree
	40
	40

	Disagree
	10
	10

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.4 showed that 45 (45%) respondents strongly agreed, and 40 (40%) respondents agreed that job role aligns with secretaries’ skills and interests, while 10 (10%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.5: Secretaries receive adequate recognition for their work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.5 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that secretaries receive adequate recognition for their work, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.6: Financial incentive motivates secretaries to work harder
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.6 showed that 55 (55%) respondents strongly agreed, and 35 (35%) respondents agreed that financial incentive motivates secretaries to work harder, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.7: Secretaries are satisfied with their career growth opportunities
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.7 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that secretaries are satisfied with their career growth opportunities, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.8: Secretaries feel supported by their manager in their role
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60

	Agree
	30
	30

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.8 showed that 60 (60%) respondents strongly agreed, and 30 (30%) respondents agreed that secretaries feel supported by their manager in their role, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.9: Secretaries have access to resources to do their job effectively
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.9 showed that 55 (55%) respondents strongly agreed, and 35 (35%) respondents agreed that secretaries have access to resources to do their job effectively, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.10: Secretaries find their workload manageable
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.10 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that secretaries find their workload manageable, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.11: Job roles are clear to secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.11 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that job roles are clear to secretaries, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.12: Secretaries have effective time management skills
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	45

	Agree
	40
	40

	Disagree
	10
	10

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.12 showed that 45 (45%) respondents strongly agreed, and 40 (40%) respondents agreed that secretaries have effective time management skills, while 10 (10%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.13: Secretaries pay attention to detail in their work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.13 showed that 55 (55%) respondents strongly agreed, and 35 (35%) respondents agreed that secretaries pay attention to detail in their work, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.14: Job enrichment improves motivation
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	45

	Agree
	35
	35

	Disagree
	10
	10

	Strongly Disagree
	10
	10

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.14 showed that 45 (45%) respondents strongly agreed, and 35 (35%) respondents agreed that job enrichment improves motivation, while 10 (10%) respondents disagreed and 10 (10%) respondents strongly disagreed with the statement respectively.



Table 4.15: Organization provides adequate opportunities for professional development
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.15 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that organization provides adequate opportunities for professional development, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.16: Secretaries feel motivated by their immediate supervisor
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.16 showed that 55 (55%) respondents strongly agreed, and 35 (35%) respondents agreed that secretaries feel motivated by their immediate supervisor, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.17: Effective communication improves job performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60

	Agree
	30
	30

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.17 showed that 60 (60%) respondents strongly agreed, and 30 (30%) respondents agreed that effective communication improves job performance, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.18: Workload is fairly distributed among secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.18 showed that 50 (50%) respondents strongly agreed, and 40 (40%) respondents agreed that workload is fairly distributed among secretaries, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.19: Secretaries feel motivated to meet organizational goals
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.19 showed that 55 (55%) respondents strongly agreed, and 35 (35%) respondents agreed that secretaries feel motivated to meet organizational goals, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.20: Recognition contributes to motivation at work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60

	Agree
	30
	30

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's fieldwork, 2025.
Table 4.20 showed that 60 (60%) respondents strongly agreed, and 30 (30%) respondents agreed that recognition contributes to motivation at work, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.




CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This study explores the role of motivation in enhancing the job performance of secretaries within an organization. The research aims to understand how various motivational factors, including financial incentives, job enrichment, recognition, and career growth opportunities, impact secretaries' work performance. The study was conducted using a questionnaire survey, which collected responses from 100 secretaries working in various organizations.
The results revealed that motivation plays a significant role in improving job performance. The majority of respondents agreed that financial incentives, recognition, and support from managers positively influenced their motivation and performance at work. Additionally, job enrichment and clear career growth opportunities were found to be critical in increasing job satisfaction and productivity. The study also highlighted the importance of effective communication and a positive work environment in fostering motivation.
The findings of the study indicated that motivated secretaries are more likely to perform their duties effectively, contribute to organizational goals, and maintain a high level of job satisfaction. These results underline the significance of addressing motivational needs within the workplace to optimize performance and organizational success.

5.2 Conclusion
In conclusion, the study confirms that motivation is a key factor in enhancing the job performance of secretaries within an organization. Motivated secretaries exhibit higher levels of engagement, efficiency, and job satisfaction, which in turn positively impacts their productivity and the overall performance of the organization. The study has identified several motivational factors that significantly contribute to job performance, such as financial incentives, career development opportunities, recognition, and managerial support.
Organizations that prioritize motivation can expect to see improvements in the performance and morale of their staff. Additionally, it is evident from the study that organizations that provide a supportive work environment, offer recognition for achievements, and align employees' roles with their skills and interests are more likely to have motivated employees who perform at their best.
Overall, the research emphasized that an organization's investment in motivation strategies is essential for the development of its human resources, which directly contributes to organizational growth and success.
5.3 Recommendations
Based on the conclusion and findings of the study, the following recommendations were made

1. Organizations should provide financial incentives, such as bonuses or salary increases, to motivate secretaries to perform at their best. Competitive pay structures can help in retaining skilled secretaries and improving their performance.
2. Organizations should Provide Career Development Opportunities. Career growth opportunities, such as training, promotions, and skill development programs, should be prioritized. Offering secretaries the chance to develop professionally will enhance their motivation and increase job satisfaction.
3. Managers should implement Job Enrichment Strategies: Job enrichment techniques, such as adding variety to tasks and increasing responsibilities, can help keep secretaries engaged in their roles. Giving them more autonomy and control over their tasks can lead to higher motivation and performance.
4. Organizations should Improve Managerial Support and Communication: Effective communication and support from managers play a critical role in motivating secretaries. Managers should regularly provide feedback, offer encouragement, and recognize employees' efforts. This approach will foster a positive working environment that enhances job performance.
5. Enhance Work-Life Balance: Organizations should promote a healthy work-life balance by offering flexible working hours and support for personal commitments. A balance between work and personal life can reduce stress and burnout, leading to improved job performance and overall well-being of secretaries.
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QUESTIONNAIRE
1. Secretaries feel motivated at work.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Motivation improves job performance.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Secretaries are motivated by their current work environment.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Job role aligns with secretaries’ skills and interests.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Secretaries receive adequate recognition for their work.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Financial incentive motivates secretaries to work harder.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Secretaries are satisfied with their career growth opportunities.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Secretaries feel supported by their manager in their role.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Secretaries have access to resources to do their job effectively.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Secretaries find their workload manageable.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Job roles are clear to secretaries.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Secretaries have effective time management skills.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Secretaries pay attention to detail in their work.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Job enrichment improves motivation.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Organization provides adequate opportunities for professional development.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Secretaries feel motivated by their immediate supervisor.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Effective communication improves job performance.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Workload is fairly distributed among secretaries.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Secretaries feel motivated to meet organizational goals.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Recognition contributes to motivation at work.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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