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ABSTRACT
This study investigates the impact of the internet on the effective performance of secretaries in organizations. With the rise of digital technologies, secretaries have experienced a significant transformation in their roles and responsibilities. The internet, as a powerful tool, has contributed to enhancing the efficiency, communication, and overall performance of secretaries in various organizational settings. This research aims to explore how internet usage influences the day-to-day tasks of secretaries, such as scheduling, communication, task management, and information retrieval. The study was conducted through a survey of 50 secretaries across different organizations, analyzing their experiences and the perceived benefits and challenges of integrating the internet into their work processes. The findings indicated that the internet significantly improves productivity, reduces time spent on manual tasks, and facilitates better communication and collaboration. However, it also revealed certain challenges, including over-reliance on technology and information overload. The study concluded that while the internet has revolutionized the role of secretaries, there is a need for balanced integration, proper training, and strategies to mitigate potential drawbacks.
Keywords: Internet, Performance, Secretary, Efficiency, Technology
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
The role of secretaries has long been vital to the functioning of any organization. Traditionally, secretaries were primarily responsible for performing administrative and clerical tasks such as answering phones, managing calendars, arranging meetings, and maintaining office correspondence. These tasks were essential to ensure smooth organizational operations and support senior management. However, with the rise of the internet and technological advancements, the role of secretaries has expanded, evolving into more complex functions that require technical proficiency, digital literacy, and strategic involvement in organizational processes.
In today’s rapidly advancing digital era, the internet has become an indispensable tool that affects the way secretaries perform their roles. The advent of email, cloud computing, video conferencing, and other online collaboration tools has transformed the traditional secretarial tasks into more dynamic responsibilities. Secretaries are now expected to handle more than just administrative duties. They are increasingly involved in strategic planning, coordination across teams, and the management of digital tools that streamline workflow and increase efficiency. As organizations integrate more digital tools into their operations, secretaries must adapt and harness the power of these technologies to enhance their productivity and effectiveness.
Historically, the role of a secretary involved managing schedules, typing documents, answering calls, and handling physical mail. However, with the increasing reliance on the internet, secretaries have seen their functions evolve. Today, secretaries handle digital communication, such as emails and instant messaging, store documents on cloud-based platforms, schedule and organize virtual meetings, and manage social media accounts. These changes have led to greater efficiency in communication and document management, allowing secretaries to perform tasks faster and with greater accuracy. However, as much as the internet has enhanced productivity, it has also introduced challenges such as information overload, the need for continuous skill development, and cybersecurity concerns.
The transformation of secretarial roles is largely due to the increasing adoption of digital technologies. Internet-driven tools and systems such as cloud storage, email, instant messaging, and virtual collaboration platforms have enabled secretaries to perform their tasks more efficiently. These tools help secretaries manage daily operations, from communicating with team members to organizing files and documents. The internet also allows for real-time collaboration and communication, eliminating barriers caused by time zones or geographical distances. This has become particularly important in the context of global organizations, where teams are often dispersed across different regions of the world.
Email communication, for instance, has replaced traditional postal mail, allowing for instantaneous exchange of information. This has improved the flow of communication, particularly in terms of its speed and efficiency. Secretaries can now communicate quickly with colleagues, clients, and external stakeholders without the delays associated with mailing physical documents. Similarly, messaging platforms like Microsoft Teams, Slack, or WhatsApp have further enhanced the speed and convenience of communication. These tools enable team members to exchange ideas and updates in real-time, helping secretaries facilitate coordination and teamwork.
1.2 Statement of the Problem
The role of secretaries within organizations has undergone significant transformation in recent years due to the rapid advancement of technology, particularly the widespread use of the internet. The internet has altered the way secretaries carry out their traditional duties, expanding their scope of work beyond the administrative tasks they once performed. Today, secretaries are tasked not only with clerical duties such as managing communication, scheduling, and record-keeping but also with using digital tools for virtual meetings, managing social media accounts, coordinating online projects, and handling a vast amount of digital information. As organizations increasingly rely on digital technologies, the impact of the internet on the performance of secretaries has become a critical area of investigation.
The core problem that this study seeks to address is the extent to which the internet has influenced the effectiveness and performance of secretaries in organizational settings. While digital tools and technologies provide numerous benefits—such as increased communication speed, enhanced collaboration, and better document management—there are significant challenges associated with their use. Secretaries are expected to master new technologies quickly, integrate various digital platforms into their daily routines, and adapt to constantly evolving tools. As such, the adoption of internet technologies presents several issues, including potential information overload, lack of adequate training, and cybersecurity risks.
Despite the substantial impact of the internet on organizational performance and workflow, there is limited research on how these technological changes specifically affect secretaries. Many organizations may have adopted new digital tools, but the effectiveness with which secretaries use these tools is not always assessed. Furthermore, the gap between the expectations of organizations regarding secretaries' roles and their actual ability to utilize the internet effectively may contribute to inefficiencies, reduced productivity, and a lack of role clarity. In some cases, secretaries may experience stress and burnout due to increased workloads resulting from their new responsibilities in a technology-driven workplace.
The problem extends beyond mere adaptation to technology; it involves understanding how secretaries perceive and manage these tools and the ways in which the internet enhances or detracts from their productivity. For instance, while some secretaries may embrace the opportunities presented by digital tools, others may struggle to adapt, potentially leading to frustration and decreased performance. There is also the challenge of ensuring that secretaries have the necessary training, support, and resources to effectively integrate new technologies into their work routines without feeling overwhelmed. Moreover, issues like cybersecurity concerns and data privacy issues may further hinder the effectiveness of secretaries in utilizing internet-based tools, adding to their overall workload and complicating their responsibilities.
1.3 Objectives of the Study
The primary objective of this study is to explore and analyze the impact of internet on the effective performance of secretaries in an organization. With the rapid integration of digital tools and technologies, it is essential to understand how the internet influences secretarial tasks, work efficiency, and overall job satisfaction. This study aims to examine both the positive and negative aspects of internet usage in secretarial work and assess its implications on organizational productivity. Specifically, the following objectives will guide this study:
1. To evaluate the role of the internet in enhancing communication and coordination within an organization 
2. To assess the impact of internet tools and technologies on the administrative responsibilities of secretaries 
3. To examine the influence of the internet on the professional development of secretaries
4. To investigate the challenges faced by secretaries in utilizing internet technologies
5. To explore the impact of internet usage on job satisfaction and work-life balance for secretaries. 
1.4 Research Questions
In line with the objectives outlined above, this study aims to answer the following research questions:
1. How does the use of the internet enhance communication and coordination within an organization, particularly in the role of secretaries?
2. What impact do internet-based tools and technologies have on the administrative responsibilities of secretaries in terms of efficiency and effectiveness?
3. To what extent has the internet contributed to the professional development of secretaries, and how has it influenced their skillsets?
4. What are the main challenges faced by secretaries in utilizing internet technologies, and how do they overcome these challenges?
5. How has the internet affected job satisfaction, work-life balance, and stress levels for secretaries in organizations?
1.5 Significance of the Study 
The impact of the internet on the effective performance of secretaries within organizations is an essential area of research, the followings are the major beneficiaries from the research secretary and organization. 
One of the key benefits of this study to secretaries is its potential to highlight how the internet can facilitate professional development. As the demands of secretarial roles evolve, so too does the need for increased digital literacy and proficiency. By examining the influence of internet tools, this study will identify areas where secretaries can enhance their skills, such as in using project management software, social media platforms, and digital communication tools. The findings will empower secretaries to improve their competency in navigating the increasingly digital workplace, enabling them to stay ahead of technological trends and adapt to new job requirements. This proactive approach will allow secretaries to perform their tasks more efficiently, ultimately enhancing their job performance and confidence.
In addition, the study will also explore how the internet impacts job satisfaction and career progression for secretaries. By understanding how digital tools influence the nature of their work, secretaries will be better positioned to take advantage of professional growth opportunities. For example, the use of internet-based tools like cloud storage, collaborative platforms, and video conferencing can reduce time spent on administrative tasks, leaving more space for creative and strategic responsibilities. This can lead to increased job satisfaction, as secretaries experience a more dynamic and engaging work environment. Furthermore, by gaining new skills and taking on more complex tasks, secretaries may experience enhanced career progression, helping them to transition from traditional administrative roles to more valuable, tech-driven positions within the organization.
While the integration of the internet into secretarial duties offers many benefits, it also introduces challenges such as information overload, cybersecurity risks, and adapting to rapidly changing technology. This study will examine these challenges and provide insights into how secretaries can overcome them. For example, secretaries may struggle with managing an overwhelming amount of digital communication or adapting to new software and tools. By identifying these obstacles, the study will provide valuable strategies and resources to help secretaries cope, reducing stress and increasing their effectiveness in the workplace.
1.6 Delimitation
Delimitations refer to the boundaries set by the researcher that define the scope of the study and identify the specific aspects of the topic that will be investigated. In the case of this research on the impact of the internet on the effective performance of secretaries in an organization, several delimitations have been defined to focus the study's scope and ensure its feasibility within the given timeframe and resources.
First, the study is limited to organizations that actively use internet technologies in their daily operations. This includes the use of communication tools like email, video conferencing, and collaborative platforms, as well as project management tools and cloud-based services. Organizations that do not extensively rely on internet tools or digital technologies for their administrative tasks are excluded from the study. This delimitation helps ensure that the study examines the impact of internet usage on secretarial performance within relevant and technology-driven contexts.
The research will also focus specifically on secretarial roles within corporate and large-scale organizations. While secretarial positions exist in various sectors such as education, healthcare, and government, this study will specifically explore secretaries working in corporate settings. This focus is chosen because corporate environments tend to have higher reliance on digital tools and internet-based systems, which can provide a clearer understanding of how internet usage affects secretarial work in such contexts.
Furthermore, the study will primarily rely on, utilizing surveys, and case study approach of two organizations to gather data from secretaries. Another delimitation pertains to the geographic scope of the study for example Ilorin township. The research will focus on secretaries in organizations based in urban settings or metropolitan areas where internet access and technological infrastructure are more readily available. This excludes organizations in rural or less-developed regions where internet access may be limited or less integrated into the daily tasks of secretaries.
The study does not aim to evaluate the broader impact of internet use on other organizational roles or assess organizational-level strategies and policies regarding digital tools. Lastly, the research will primarily focus on the impact of internet technologies on the administrative tasks of secretaries, such as scheduling, communication, document management, and data organization. The study will not delve into more specialized tasks that some secretaries may perform, such as financial accounting or legal documentation, which may involve more complex tools that are outside the scope of this research.
1.7 Limitation of the Study
This study on the impact of the internet on the effective performance of secretaries in an organization has several limitations. First, the scope of the research was  restricted to Ilorin environs organizations, which may not fully represent the diverse range of organizations in which secretaries work. For instance, the findings might be more applicable to certain industries or regions, limiting the generalizability of the results across different organizational contexts.
Moreover, organizational factors such as culture, management practices, and workplace environment could significantly influence secretarial performance, but these may not be fully explored in the study. Access to participants may also pose a challenge, as some organizations or secretaries may be reluctant to participate due to privacy concerns or time constraints. Furthermore, measuring the "effective performance" of secretaries is complex. The internet is just one factor among many that influence performance, and isolating its exact impact may be difficult.


CHAPTER TWO
LITERATURE REVIEW
The role of secretaries in organizations has evolved significantly over the past few decades, with technological advancements, particularly the internet, transforming the way they perform their duties. This literature review examines existing research on the impact of the internet on secretarial performance, focusing on various dimensions such as communication, information management, productivity, and job satisfaction. The review also identifies key factors influencing how the internet affects secretaries in organizations. therefore, the review is carried out under the following sub headings. 
2.1 Evolution of the Secretary’s Role in Organizations
2.2 The Role of Internet in Communication
2.3 Impact on Time Management and Productivity
2.4 Improved Access to Information and Research
2.5 The Role of the Internet in Training and Professional Development
2.6 Job Satisfaction and Work-Life Balance

2.1 Evolution of the Secretary’s Role in Organizations
The evolution of the secretary's role within organizations has undergone significant transformation since its inception. The role, which originated in the late 19th and early 20th centuries, was primarily focused on clerical and administrative duties. These early secretaries were indispensable in managing the routine administrative tasks that kept businesses running smoothly, including answering phone calls, managing correspondence, scheduling appointments, and organizing records. These tasks, although often perceived as mundane, were vital to the operational efficiency of an organization (McMillan, 2003).
In the late 19th and early 20th centuries, the secretary's position was predominantly held by women, which reflected broader gender roles in the workforce during that time (Dumas & Staz, 1994). The industrial revolution and the growth of office-based jobs created new opportunities for women to enter the workplace, though they were still often relegated to support roles. Women were seen as ideal candidates for the secretary position due to their perceived organizational skills, attention to detail, and ability to maintain confidentiality, which were highly valued in administrative tasks. In fact, the role was frequently viewed as a stepping stone for women entering the professional world, though it was still largely confined to low-level administrative duties (Luchansky, 2008).
At the time, secretaries were expected to possess specific technical skills such as shorthand and typing, both of which were critical for documenting meetings, creating business correspondence, and maintaining accurate records (Dumas & Staz, 1994). These tasks required a level of efficiency and precision that became synonymous with the secretary’s role. Secretaries were expected to perform their duties with a high level of professionalism, which often meant managing sensitive information. As a result, secretaries were also entrusted with maintaining a high level of discretion and confidentiality, which was especially important in organizations with high-stakes decision-making (McMillan, 2003).
As the 20th century progressed, the secretary's role began to evolve into a more professional position with broader responsibilities. The development of new office technologies such as the typewriter, the telephone, and later, computers, further transformed the secretary's tasks, allowing for more efficient communication and record-keeping (Luchansky, 2008). With these technological advancements, the role of the secretary expanded to include more complex tasks such as managing office systems, coordinating executive schedules, and assisting with the management of projects (McMillan, 2003).
By the mid-20th century, the secretary’s role had become more central to the functioning of organizations. No longer relegated to purely administrative tasks, secretaries were often involved in decision-making processes and had a greater influence within organizations. Secretaries began to take on responsibilities related to office management, human resources, and even customer relations, broadening their impact within the company (Luchansky, 2008).
2.2 The Role of Internet in Communication
The internet has dramatically reshaped the role of the secretary in organizations by enhancing communication, improving document management, and streamlining various administrative tasks. As digital communication tools have evolved, the role of secretaries has expanded beyond traditional administrative functions to include more dynamic and strategic responsibilities. This transformation has significantly improved their effectiveness in supporting organizational operations and ensuring smooth workflow.
The shift to digital communication tools like email, instant messaging, and video conferencing has been a game-changer for secretaries. Email has become the primary mode of professional communication, allowing secretaries to manage correspondence and respond to requests promptly, thereby reducing delays and increasing efficiency (Benkler, 2006). Moreover, with the advent of instant messaging platforms such as Slack and Microsoft Teams, secretaries can communicate in real time with executives, team members, and clients, further enhancing their ability to coordinate schedules, manage tasks, and resolve issues promptly (Thurlow, Lengel, & Tomic, 2004). The integration of video conferencing tools, including Zoom and Microsoft Teams, has also enabled secretaries to coordinate virtual meetings, allowing for increased flexibility and the ability to manage meetings with colleagues and stakeholders from across the globe (Castells, 2010).
Beyond communication, the internet has also revolutionized how secretaries manage documents and organize information. Traditional methods of filing and storing physical documents were often cumbersome and inefficient, requiring significant time and resources. However, cloud-based storage solutions like Google Drive and Dropbox have allowed secretaries to store, access, and share documents digitally, making it easier to retrieve information quickly and collaborate with others (Berners-Lee, 1999). Cloud platforms not only make document management more efficient but also reduce the risk of data loss by providing secure, off-site backups and real-time version control (Borgman, 2007). This has enabled secretaries to streamline workflows, ensure that files are always up to date, and collaborate more effectively with colleagues.
In addition to document management, the internet has introduced a range of project management tools that have enhanced secretaries' ability to track tasks, deadlines, and projects. Platforms such as Asana, Trello, and Monday.com allow secretaries to organize tasks, assign responsibilities, and monitor progress, ensuring that everyone involved in a project stays informed and on track (Benkler, 2006). These tools also improve communication within teams, as they enable real-time updates and provide a central platform for sharing information and providing feedback (Borgman, 2007). Secretaries are now able to oversee the completion of multiple projects simultaneously and make data-driven decisions to prioritize tasks effectively.
The role of the secretary has also become increasingly integral to managing organizational communications outside of the office, particularly as companies embrace digital marketing and social media strategies. Platforms like LinkedIn, Twitter, and Facebook have become key communication channels for businesses to engage with clients, customers, and the public (Hampton, 2016). Secretaries often play a key role in managing these platforms, whether it’s scheduling posts, responding to inquiries, or keeping track of organizational announcements. By using these tools, secretaries help ensure that the organization maintains a consistent online presence, enhancing its visibility and reputation in the digital sphere (Benkler, 2006).
Another critical benefit of the internet in improving secretarial performance is its impact on remote work. The ability to coordinate meetings, manage tasks, and share documents digitally has made remote work more viable and effective. Secretaries, once confined to physical office spaces, can now manage tasks and provide administrative support from virtually anywhere (Castells, 2010). The COVID-19 pandemic accelerated this shift, as many organizations moved to remote or hybrid work models. Secretaries have become adept at using digital tools to facilitate remote communication, whether it’s organizing virtual meetings, managing team communications, or coordinating travel arrangements for executives working from different locations (Hampton, 2016).
Furthermore, the internet has facilitated faster access to information, which allows secretaries to be more proactive in their roles. In the past, gathering information for a report or preparing documents for meetings could be a time-consuming process. However, with online databases, search engines, and digital libraries, secretaries can now access a vast array of resources quickly, enabling them to compile accurate and up-to-date information (Castells, 2010). For example, secretaries preparing a presentation for an executive can easily access the latest market reports, industry news, and company data online, ensuring that their work is both relevant and timely (Borgman, 2007).
The internet has dramatically reshaped the role of the secretary in organizations by enhancing communication, improving document management, and streamlining various administrative tasks. As digital communication tools have evolved, the role of secretaries has expanded beyond traditional administrative functions to include more dynamic and strategic responsibilities. This transformation has significantly improved their effectiveness in supporting organizational operations and ensuring smooth workflow.
The shift to digital communication tools like email, instant messaging, and video conferencing has been a game-changer for secretaries. Email has become the primary mode of professional communication, allowing secretaries to manage correspondence and respond to requests promptly, thereby reducing delays and increasing efficiency (Benkler, 2006). Moreover, with the advent of instant messaging platforms such as Slack and Microsoft Teams, secretaries can communicate in real time with executives, team members, and clients, further enhancing their ability to coordinate schedules, manage tasks, and resolve issues promptly (Thurlow, Lengel, & Tomic, 2004). The integration of video conferencing tools, including Zoom and Microsoft Teams, has also enabled secretaries to coordinate virtual meetings, allowing for increased flexibility and the ability to manage meetings with colleagues and stakeholders from across the globe (Castells, 2010).
Beyond communication, the internet has also revolutionized how secretaries manage documents and organize information. Traditional methods of filing and storing physical documents were often cumbersome and inefficient, requiring significant time and resources. However, cloud-based storage solutions like Google Drive and Dropbox have allowed secretaries to store, access, and share documents digitally, making it easier to retrieve information quickly and collaborate with others (Berners-Lee, 1999). Cloud platforms not only make document management more efficient but also reduce the risk of data loss by providing secure, off-site backups and real-time version control (Borgman, 2007). This has enabled secretaries to streamline workflows, ensure that files are always up to date, and collaborate more effectively with colleagues.
In addition to document management, the internet has introduced a range of project management tools that have enhanced secretaries' ability to track tasks, deadlines, and projects. Platforms such as Asana, Trello, and Monday.com allow secretaries to organize tasks, assign responsibilities, and monitor progress, ensuring that everyone involved in a project stays informed and on track (Benkler, 2006). These tools also improve communication within teams, as they enable real-time updates and provide a central platform for sharing information and providing feedback (Borgman, 2007). Secretaries are now able to oversee the completion of multiple projects simultaneously and make data-driven decisions to prioritize tasks effectively.
The role of the secretary has also become increasingly integral to managing organizational communications outside of the office, particularly as companies embrace digital marketing and social media strategies. Platforms like LinkedIn, Twitter, and Facebook have become key communication channels for businesses to engage with clients, customers, and the public (Hampton, 2016). Secretaries often play a key role in managing these platforms, whether it’s scheduling posts, responding to inquiries, or keeping track of organizational announcements. By using these tools, secretaries help ensure that the organization maintains a consistent online presence, enhancing its visibility and reputation in the digital sphere (Benkler, 2006).
Another critical benefit of the internet in improving secretarial performance is its impact on remote work. The ability to coordinate meetings, manage tasks, and share documents digitally has made remote work more viable and effective. Secretaries, once confined to physical office spaces, can now manage tasks and provide administrative support from virtually anywhere (Castells, 2010). The COVID-19 pandemic accelerated this shift, as many organizations moved to remote or hybrid work models. Secretaries have become adept at using digital tools to facilitate remote communication, whether it’s organizing virtual meetings, managing team communications, or coordinating travel arrangements for executives working from different locations (Hampton, 2016).
Furthermore, the internet has facilitated faster access to information, which allows secretaries to be more proactive in their roles. In the past, gathering information for a report or preparing documents for meetings could be a time-consuming process. However, with online databases, search engines, and digital libraries, secretaries can now access a vast array of resources quickly, enabling them to compile accurate and up-to-date information (Castells, 2010). For example, secretaries preparing a presentation for an executive can easily access the latest market reports, industry news, and company data online, ensuring that their work is both relevant and timely (Borgman, 2007).
Despite these many benefits, the internet has also introduced challenges that secretaries must manage effectively. The constant stream of digital communication can lead to information overload, making it difficult for secretaries to prioritize tasks and maintain focus (Benkler, 2006). Additionally, the rise of remote work and the ubiquity of digital communication have blurred the lines between work and personal life, creating new challenges for time management and maintaining work-life balance (Hampton, 2016). To overcome these challenges, secretaries must develop effective strategies for managing digital communication, such as using tools to organize emails and messages, setting clear boundaries for work hours, and using time management tools to stay on top of tasks (Thurlow, Lengel, & Tomic, 2004).
2.3 Impact on Time Management and Productivity
The internet has significantly transformed time management and productivity in secretarial roles within organizations, enabling secretaries to manage tasks, schedules, and communications with greater efficiency. However, as new technologies streamline workflows and boost productivity, they also introduce challenges such as information overload and digital distractions that can undermine effectiveness. The increasing reliance on digital tools has created both opportunities and challenges that secretaries must navigate to optimize their performance.
The advent of digital tools like project management software (e.g., Asana, Trello, and Microsoft Teams) has been a key factor in improving organizational efficiency. These tools enable secretaries to manage tasks, track deadlines, and coordinate activities across teams more effectively. By providing a centralized platform for task assignment, deadline tracking, and progress monitoring, these platforms help secretaries stay organized and ensure that tasks are completed on time. Furthermore, cloud-based solutions enable secretaries to collaborate in real-time with other team members, facilitating faster decision-making and reducing the need for frequent meetings (Serrat, 2017; Allen, 2001). These tools have made it possible for secretaries to streamline administrative processes, reduce duplication of effort, and increase overall productivity (Benkler, 2006).
The digitalization of communication has also played a major role in enhancing the productivity of secretaries. Email, instant messaging, and video conferencing platforms (e.g., Zoom, Microsoft Teams) allow secretaries to quickly communicate with colleagues, clients, and executives without the delays associated with traditional phone calls or face-to-face meetings. Video conferencing, for example, enables secretaries to organize and manage remote meetings, which not only saves time but also reduces travel costs and logistical challenges, particularly for global organizations (Anderson & Rainie, 2012). Instant messaging platforms, such as Slack, offer real-time communication, making it easier for secretaries to handle quick requests and respond to urgent matters, further improving efficiency (Mark et al., 2012).
Moreover, the internet has facilitated the use of digital calendars and scheduling tools to better manage time. Tools like Google Calendar and Outlook help secretaries schedule meetings, send reminders, and manage appointments for executives, ensuring that no appointments are overlooked or double-booked. These tools are also integrated with communication platforms, which allows for seamless coordination between team members, executives, and external stakeholders (Borgman, 2007). The ability to automatically synchronize calendars and set up virtual meeting rooms helps secretaries optimize their time, reduce scheduling conflicts, and enhance their ability to prioritize tasks effectively (Allen, 2001).
However, while these technological advancements have enhanced productivity, they have also led to new challenges. One significant challenge that secretaries face is information overload. With the constant flow of emails, messages, and updates from multiple platforms, secretaries often struggle to manage and prioritize the most important tasks. Research by Mark et al. (2012) highlights those constant interruptions, particularly from digital notifications, can significantly reduce productivity by creating fragmented work periods, leading to lower-quality work and increased stress. Secretaries must be skilled in filtering information and using digital tools to organize and prioritize communication, ensuring that only critical information is processed immediately while less important tasks are deferred.
The shift to a digitally connected environment has also blurred the lines between personal and professional life, which can impact productivity and well-being. As remote work becomes more prevalent, secretaries are often expected to be available beyond traditional office hours. This continuous connectivity can lead to burnout, as it is challenging to set boundaries between work and personal life. Mazmanian et al. (2013) note that the expectation of always being "on" creates pressures on individuals to respond to work-related communications outside of regular hours, which can negatively impact both mental health and work-life balance. Secretaries need to implement strategies to manage work hours effectively, set clear expectations with their executives and teams, and avoid the pitfalls of overworking (Mark et al., 2012).

2.4 Improved Access to Information and Research
The internet’s transformation of information access has had a profound impact on the effectiveness of secretaries in modern organizations, enabling them to significantly enhance their performance. The ease with which secretaries can now access research materials, manage information, and communicate within and outside the organization has led to improved productivity and efficiency. Historically, secretaries were restricted by geographical and institutional limitations in terms of accessing research and information. Physical libraries and archives often required time-consuming visits, and many research materials were locked behind expensive paywalls, limiting access (Borgman, 2007; Smith, 2010). With the advent of the internet, these barriers have been largely removed, making information more readily accessible to those who need it most, including secretaries in organizational settings (Benkler, 2006).
One significant shift is the ease of accessing online databases, which has made research and information retrieval much faster and more effective for secretaries. Platforms such as Google Scholar, JSTOR, and ResearchGate have democratized access to a wide range of scholarly articles, industry-specific research, and peer-reviewed literature, all available at the click of a button (Piwowar et al., 2018). This has allowed secretaries to quickly gather information, conduct research, and support decision-making processes within their organizations. Furthermore, the availability of resources in various formats—such as PDFs, e-books, and research databases—has facilitated more dynamic ways for secretaries to collect and organize data, compared to the traditional reliance on physical copies (Joubert et al., 2012). By accessing these platforms, secretaries can support executives with up-to-date research, market trends, and relevant studies, contributing to a more informed and responsive workplace.
Moreover, the rise of open-access platforms has particularly benefited secretaries in organizations by reducing the reliance on costly subscriptions for academic materials. Open-access journals and repositories, such as arXiv and PubMed, have played a key role in removing the financial barriers to obtaining research materials (Houghton et al., 2012). These resources provide free access to high-quality research, thus allowing secretaries in smaller organizations or those without large budgets to access essential research for their roles. This greater access has empowered secretaries to support a more inclusive and diverse approach to knowledge management within their organizations (Benkler, 2006). With a broader range of resources at their disposal, secretaries are better equipped to perform tasks such as report writing, preparing presentations, and assisting executives with data analysis, all of which require access to accurate and current information.
Additionally, the use of cloud-based systems, such as Google Drive and Microsoft OneDrive, has further enhanced secretaries' ability to manage and share information. These platforms allow secretaries to store, organize, and share documents with ease, making collaboration more efficient and enabling them to quickly retrieve the information they need (McAfee & Brynjolfsson, 2014). Furthermore, cloud-based document-sharing has improved the way secretaries work with teams, as these systems support real-time collaboration and updates, eliminating the need for back-and-forth communication regarding document versions (Serrat, 2017). This streamlined approach to document management has saved time and allowed secretaries to focus on higher-value tasks, such as project coordination or meeting preparation.
The internet has also made it easier for secretaries to stay organized, which is critical in their role. With the increasing complexity of organizational tasks and communication, secretaries can use digital tools to keep track of appointments, meetings, and deadlines. Project management tools, such as Trello, Asana, and Microsoft Teams, have become indispensable in helping secretaries coordinate tasks and projects, prioritize work, and manage resources (Serrat, 2017). These platforms offer a centralized location for tracking tasks and deadlines, allowing secretaries to keep executives and teams on track and ensure that projects are completed in a timely manner.
For instance, Trello’s visual board system allows secretaries to break down tasks into manageable components, assign deadlines, and track progress in real-time, all in an intuitive and user-friendly interface (Fowler, 2015). The ability to visually organize tasks on boards or lists allows secretaries to easily oversee multiple projects, prioritize urgent tasks, and ensure that nothing slips through the cracks. Additionally, these platforms enable teams to communicate directly within task-specific threads, reducing the need for excessive email chains and making it easier for secretaries to gather updates and information in one place (Delozier, 2018).
Similarly, Asana offers a comprehensive project management tool that integrates task delegation, scheduling, and workflow tracking. Secretaries can utilize Asana to create projects, set deadlines, and assign responsibilities across team members. This promotes accountability and transparency, ensuring that everyone involved in a project is on the same page. Furthermore, Asana’s ability to generate progress reports and visual timelines aids secretaries in monitoring the overall project’s timeline and addressing any delays or roadblocks in real-time (Dempsey, 2018). By offering a consolidated view of tasks, deadlines, and progress, these digital tools significantly reduce the likelihood of missing important events, which is essential for secretaries supporting busy executives.
2.5 The Role of the Internet in Training and Professional Development
The internet has significantly impacted the role of the secretary within an organization, particularly when it comes to training and professional development. Secretaries, once confined to administrative and clerical roles, are now presented with a wealth of online resources that allow them to acquire new skills, refine their knowledge, and keep up with evolving technologies and practices in the workplace. As a result, secretaries are empowered to perform their roles more efficiently, manage their time more effectively, and contribute more meaningfully to organizational success.
Online learning platforms like Coursera, edX, LinkedIn Learning, and Udemy have become essential tools for secretaries looking to enhance their competencies in areas such as communication, project management, data analysis, and leadership (Pappano, 2012). For example, secretaries can take courses on advanced Microsoft Office skills, which are crucial for document preparation, scheduling, and data management in many office environments (Serrat, 2017). Gaining proficiency in tools like Excel for data analysis or PowerPoint for presentations allows secretaries to provide greater support to executives and teams, which, in turn, enhances their value within the organization.
In addition to technical skills, secretaries can improve their communication abilities through online training. Effective communication is at the heart of a secretary’s role, as they are often responsible for managing the flow of information, coordinating meetings, and acting as a liaison between management, clients, and staff. Online courses in business communication, negotiation, and customer service can help secretaries refine their skills in handling correspondence, creating reports, and managing interactions with clients or customers (Sharma & Bhatnagar, 2013). These training opportunities help secretaries increase their professional presence and effectiveness, ensuring that they meet the communication demands of the modern workplace.
The flexibility of online learning is particularly advantageous for secretaries, as it allows them to pursue professional development without disrupting their day-to-day responsibilities. Secretaries can engage in self-paced courses, attend live webinars, or listen to podcasts during their commutes, all of which enable them to improve their skills while balancing work, family, and other commitments (Anderson & Rainie, 2012). This accessibility fosters a culture of continuous learning and helps secretaries stay up-to-date with the latest trends in technology, administration, and office management, which is essential in an increasingly digital world.
The internet also provides secretaries with opportunities to network and collaborate with other professionals in their field, which contributes to their professional growth. Platforms such as LinkedIn and professional associations’ websites offer spaces for secretaries to connect with peers, share best practices, and participate in discussions or webinars on emerging trends in the industry (Baron, 2011). This not only supports career advancement but also provides valuable insights into the evolving expectations of secretarial roles, helping secretaries remain agile in the face of changing organizational needs.
Furthermore, the use of digital tools and resources enables secretaries to improve their problem-solving and decision-making capabilities. Many online training programs focus on critical thinking, time management, and decision-making skills, which are essential in navigating the complex tasks associated with the secretary’s role (Cirillo, 2006). These courses help secretaries develop strategies for prioritizing tasks, managing stress, and maintaining productivity in fast-paced environments, all of which enhance their ability to perform effectively.
The internet has also facilitated the creation of virtual communities where secretaries can collaborate, share advice, and seek mentorship. These communities can provide ongoing support and guidance, helping secretaries to refine their skills and remain motivated in their professional development journey (Friedman, 2005). By engaging with peers and mentors online, secretaries can gain valuable feedback and build connections that enhance their careers.
The internet has also democratized access to leadership and management training, making it easier for secretaries to advance in their careers. While secretaries traditionally held support roles, the availability of online leadership training programs allows them to develop skills that can help them move into managerial positions. 
Project management is another area where online training has become a game-changer for secretaries. With digital tools like Trello, Asana, and Microsoft Teams, secretaries are now required to coordinate tasks, track progress, and ensure that projects stay on schedule. Online courses in project management, such as those offered by Project Management Institute (PMI) or on platforms like edX, cover essential concepts like project planning, risk management, and resource allocation. These courses help secretaries gain the knowledge and confidence needed to oversee projects from inception to completion, a crucial skill that can make them more valuable to their teams and increase their potential for upward mobility within their organizations (Kerzner, 2013).
Furthermore, conflict resolution training is a critical aspect of leadership development. Secretaries often serve as intermediaries between different stakeholders, whether they are executives, team members, or external clients. Being able to navigate interpersonal challenges and resolve conflicts effectively is an essential leadership skill. Online courses in conflict resolution, negotiation, and emotional intelligence can provide secretaries with the tools to manage disagreements, mediate discussions, and create a harmonious work environment (Goleman, 1995). These courses enable secretaries to contribute to organizational culture, foster collaboration, and maintain positive working relationships, all of which are crucial for effective leadership.
Beyond acquiring specific skills, many of these online leadership courses offer certificates or badges upon completion, which can be valuable additions to a secretary’s professional portfolio. These credentials not only demonstrate a commitment to personal and professional growth but also serve as tangible proof of a secretary’s expertise in management-related areas. For example, completing a project management certification from a reputable platform or earning a leadership badge from LinkedIn Learning can enhance a secretary’s visibility within their organization, increase their chances of securing promotions, and open doors to new career opportunities (Rosen, 2020).
2.6 Job Satisfaction and Work-Life Balance
The role of job satisfaction and work-life balance in the effective performance of secretaries within an organization cannot be overstated. As the landscape of work continues to evolve with the integration of modern technologies, the internet, in particular, has had a profound impact on both job satisfaction and work-life balance for employees across various industries. Secretaries, as key administrative professionals, experience this dynamic shift firsthand, as their job responsibilities and expectations have transformed along with the increasing use of digital tools, online communication platforms, and remote working opportunities (Hughes, 2013).
Job satisfaction for secretaries has traditionally been tied to the fulfillment of administrative duties, such as scheduling, communication management, and providing support to executives. However, with the rise of the internet and digital tools, the nature of these tasks has evolved, offering secretaries greater autonomy, flexibility, and opportunities for skill development (Kirkwood, 2015). The ability to leverage project management software, collaboration tools like Microsoft Teams and Slack, and virtual meeting platforms such as Zoom allows secretaries to streamline their workflow, improve communication, and reduce the manual workload that previously dominated their roles (McKinsey & Company, 2018). The reduction in administrative burdens can lead to higher job satisfaction, as secretaries can focus on more strategic responsibilities, such as managing executive priorities, coordinating cross-functional projects, and providing insights to senior leaders (Bencsik et al., 2016).
Moreover, the internet enables secretaries to continuously develop their skills through online courses, certifications, and professional development programs. For example, online platforms such as LinkedIn Learning, Udemy, and Coursera offer courses in leadership, project management, time management, and digital literacy (Bencsik et al., 2016). Gaining proficiency in these areas not only contributes to job satisfaction by increasing a secretary's sense of accomplishment but also makes them more valuable to their organizations. This sense of professional growth and the ability to take on more responsibility can contribute to higher job satisfaction levels for secretaries (Rosen, 2020).
In terms of work-life balance, the internet has introduced both challenges and opportunities for secretaries. On one hand, the availability of digital communication tools, cloud storage, and virtual collaboration platforms can blur the boundaries between work and personal life (Mazmanian et al., 2013). The expectation of constant availability, whether through email, instant messaging, or video calls, can lead to an "always-on" mentality, contributing to stress and burnout (Mark et al., 2012). Secretaries, often tasked with managing multiple priorities and responding to urgent requests from executives or teams, may struggle to disconnect from work, which can negatively affect their work-life balance and overall well-being (McKinsey & Company, 2018; Mazmanian et al., 2013).
On the other hand, the internet has provided secretaries with the flexibility to work remotely or adjust their schedules, which can significantly improve their work-life balance. The ability to manage tasks from anywhere, through online platforms, can help secretaries organize their work around personal commitments (Anderson & Rainie, 2012). Remote work, made possible by cloud-based tools and virtual meetings, allows secretaries to work from home, reducing commuting time and giving them greater flexibility in balancing work and personal responsibilities (Choudhury et al., 2020). Additionally, many companies now offer flexible working hours, empowering secretaries to better manage their time and responsibilities both at work and in their personal lives (Hughes, 2013).
The challenge, however, lies in how organizations implement these technologies. While the internet offers opportunities for greater flexibility, it also requires clear boundaries and expectations to prevent burnout. For secretaries to maintain a healthy work-life balance, organizations must prioritize well-being by setting limits on after-hours communication and providing resources for stress management and mental health support (Bakker et al., 2014). Implementing policies that encourage time-off, discourage overwork, and foster a supportive work culture is crucial in ensuring that the benefits of technology do not come at the cost of personal well-being (Bakker et al., 2014).
For organizations, the effective performance of secretaries who experience high job satisfaction and a balanced work-life dynamic directly contributes to improved organizational outcomes. Secretaries who are satisfied with their jobs and able to maintain a healthy work-life balance are more likely to be engaged, productive, and loyal to the organization (Maslach & Leiter, 2016). They are also better equipped to handle the increased complexity of their roles, contributing to smoother operations and more efficient management of executive responsibilities (Gillet et al., 2017). Conversely, secretaries who experience burnout or dissatisfaction due to poor work-life balance may exhibit lower productivity, higher absenteeism, and decreased commitment to their roles, ultimately impacting the organization’s performance (Maslach & Leiter, 2016).
Research indicates that when employees are able to balance their work and personal lives, they are less likely to experience stress and burnout, leading to higher levels of job satisfaction and greater performance (Friedman & Greenhaus, 2000). For secretaries, who are often at the heart of organizational coordination, this balance is critical. The internet provides both the tools and flexibility to manage work and life effectively, but organizations must take an active role in supporting employees through clear expectations, mental health initiatives, and fostering a culture of work-life integration (Hughes, 2013; Mark et al., 2012). 
The accessibility of digital tools, online training programs, and flexible work options has brought substantial improvements in the way secretaries manage their roles and responsibilities, contributing to their overall job satisfaction (Anderson & Rainie, 2012). As the nature of work continues to evolve, secretaries are now able to manage their tasks more efficiently, communicate seamlessly with team members and executives, and engage in continuous professional development without the constraints of traditional in-person training programs (Bencsik et al., 2016).
By utilizing digital communication tools such as email, instant messaging, and video conferencing platforms like Zoom or Microsoft Teams, secretaries can manage multiple tasks simultaneously and remain connected to the organization at all times. This enhanced connectivity allows for more efficient communication, which can reduce stress and increase job satisfaction as secretaries feel more capable of managing tasks and expectations effectively (Mazmanian et al., 2013). These tools allow secretaries to stay on top of schedules, anticipate executive needs, and collaborate with teams, which ultimately enhances their performance and boosts their confidence in handling various administrative responsibilities (Mark et al., 2012).


CHAPTER THREE
METHODOLOGY
This chapter outlines the research methodology used to examine the impact of the internet on the effective performance of secretaries in an organization. The focus of the chapter is on the procedure adopted by the researcher for collection and to analysis data. 
3.1 Instrument Used
The primary instrument used for data collection was a structured questionnaire, designed by the researcher to gather data on the impact of internet on the effective' job performance of secretary in an organization. The questionnaire was developed to measure several key factors that may be influenced by internet use, such as communication effectiveness, time management, productivity, and overall job satisfaction. The questionnaire included closed-ended questions using four-point Likert rating scales to quantify respondents' attitudes, perceptions, and behaviors related to internet usage in their work. The scale ranged from 1 to 4, where 1 represented "Strongly agree", and 2 represented " Agree,” 3 represent Disagree and 4 represent strongly disagree the items on the questionnaire were derived from the research objectives and literature review. 
3.2 Population of the Study
The population for this study comprised secretaries employed in corporate organizations within Ilorin city. These organizations were selected based on their active use of internet technologies for daily administrative tasks, including communication, document management, and time management. The total population of secretaries in the selected organizations was approximately 150.
The focus on corporate organizations was intentional, as these organizations are more likely to rely heavily on internet tools in their operations, providing a clearer view of how internet usage impacts secretarial performance.
3.3 Sample and Sampling Techniques
A stratified random sampling technique was used to select the study's sample. This method was chosen to ensure that secretaries from different departments within the organization were represented, reflecting the diversity of tasks and responsibilities that secretaries have in various contexts. The departments considered included administration, human resources, finance, and operations.
From each department, random sampling was used to select participants. The sample size consisted of 60 secretaries; a number deemed sufficient to provide meaningful data while maintaining a manageable research scope. Stratified random sampling ensured that each department was proportionally represented, enabling a comprehensive understanding of how the internet affects secretarial performance across different roles within an organization.
3.4 Distribution and Collection of Data
Once the sample was selected, the questionnaires were distributed to the participants personally by the researcher with the help of research assistants in their respective organizations. Participants were given a period of two week to complete the questionnaires, during which follow-up reminders were sent to encourage full participation. The total questionnaire distributed was 60 while 50 was returned, making a return rate of 83% in total.
3.5 Reliability
To ensure the reliability of the instrument, a pre-test was conducted with a small group of 19 secretaries who were not part of the study sample. This pre-test allowed the researcher to evaluate the clarity and consistency of the questions. Based on feedback from the pre-test, some questionnaire items were revised for clarity. The internal consistency of the questionnaire was measured using Cronbach’s alpha coefficient, which assesses how closely related the items in the questionnaire are as a group. A Cronbach's alpha value above 0.7 is considered acceptable. In this study, the Cronbach's alpha value for the entire questionnaire was 0.82, indicated that the instrument was reliable and consistently measured the intended constructs.
3.6 Validity
sTo ensure the validity of the study, which refers to the degree to which the instrument measures the concept it is intended to measure. The questionnaire was developed based on existing literature and objectives of the study regarding the impact of internet on the effective performance of secretary in an organization. Experts in office technology and management and organizational behavior were consulted to ensure that the questions accurately reflected the impact of internet on the effective performance of secretaries in an organization.  In addition, the experts reviewed the items of the questionnaire against the research objectives to ensure that all relevant aspects of secretarial work—such as communication, time management, document handling, and job satisfaction—were covered. This helped to establish that the questionnaire was appropriately capturing the key components of secretarial performance impacted by the internet.
3.7 Method of Data Analysis
[bookmark: _Hlk188640457]The quantitative data collected from the questionnaires were analyzed using descriptive statistic including frequencies, and percentages, were used to summarize the responses of the respondents and provide an overview of the participants' perceptions.  to draw conclusions regarding the impact of the internet on secretarial performance in an organization. The analysis was presented in tables as shown in chapter four 










CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
[bookmark: _Hlk188641360]This chapter presents the results of the study on the impact of internet on the effective performance of secretaries in an organization. The data collected from the questionnaires were analyzed and were presented in tables. Each table showed the responses of the secretaries based on their perceptions regarding various aspects of internet use on their work performance. The results were organized with frequency and percentage distributions.
4.2 Results
Table 4.1: The internet has improved communication with colleagues and clients.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	30
	60

	Agree
	15
	30

	Disagree
	4
	8

	Strongly Disagree
	1
	2

	Total
	50
	100


Source: Researcher’s Fieldwork 2025
Table 4.1 showed that 30 (60%) respondents strongly agreed and 15 (30%) respondents agreed that the internet has improved their communication with colleagues and clients, while 4 (8%) respondents disagreed and 1 (2%) respondent strongly disagreed with the statement respectively.
Table 4.2: The internet has increased productivity in performing secretarial tasks.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	25
	50

	Agree
	20
	40

	Disagree
	3
	6

	Strongly Disagree
	2
	4

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.2 showed that 25 (50%) respondents strongly agreed and 20 (40%) respondents agreed that the internet has increased their productivity in performing secretarial tasks, while 3 (6%) respondents disagreed and 2 (4%) respondents strongly disagreed with the statement respectively.



Table 4.3: The internet helps in managing time efficiently.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	28
	56

	Agree
	18
	36

	Disagree
	3
	6

	Strongly Disagree
	1
	2

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.3 showed that 28 (56%) respondents strongly agreed and 18 (36%) respondents agreed that the internet helps them manage their time efficiently, while 3 (6%) respondents disagreed and 1 (2%) respondent strongly disagreed with the statement respectively.



Table 4.4: The internet has improved document management skills.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	22
	44

	Agree
	20
	40

	Disagree
	5
	10

	Strongly Disagree
	3
	6

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.4 showed that 22 (44%) respondents strongly agreed and 20 (40%) respondents agreed that the internet has improved their document management skills, while 5 (10%) respondents disagreed and 3 (6%) respondents strongly disagreed with the statement respectively.


Table 4.5: The internet has reduced the time spent on administrative tasks.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	27
	54

	Agree
	18
	36

	Disagree
	4
	8

	Strongly Disagree
	1
	2

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.5 showed that 27 (54%) respondents strongly agreed and 18 (36%) respondents agreed that the internet has reduced the time spent on administrative tasks, while 4 (8%) respondents disagreed and 1 (2%) respondent strongly disagreed with the statement respectively.



Table 4.6: The internet has enhanced the ability to multitask.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	24
	48

	Agree
	21
	42

	Disagree
	4
	8

	Strongly Disagree
	1
	2

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.6 showed that 24 (48%) respondents strongly agreed and 21 (42%) respondents agreed that the internet has enhanced their ability to multitask, while 4 (8%) respondents disagreed and 1 (2%) respondent strongly disagreed with the statement respectively.



Table 4.7: The internet has improved the accuracy of work.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	26
	52

	Agree
	17
	34

	Disagree
	5
	10

	Strongly Disagree
	2
	4

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.7 showed that 26 (52%) respondents strongly agreed and 17 (34%) respondents agreed that the internet has improved the accuracy of their work, while 5 (10%) respondents disagreed and 2 (4%) respondents strongly disagreed with the statement respectively.



Table 4.8: Internet access increases motivation to perform tasks.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	22
	44

	Agree
	18
	36

	Disagree
	7
	14

	Strongly Disagree
	3
	6

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.8 showed that 22 (44%) respondents strongly agreed and 18 (36%) respondents agreed that they feel more motivated to perform their tasks because of internet access, while 7 (14%) respondents disagreed and 3 (6%) respondents strongly disagreed with the statement respectively.



Table 4.9: The internet has improved collaboration with others.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	29
	58

	Agree
	16
	32

	Disagree
	3
	6

	Strongly Disagree
	2
	4

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.9 showed that 29 (58%) respondents strongly agreed and 16 (32%) respondents agreed that the internet has improved their ability to collaborate with others, while 3 (6%) respondents disagreed and 2 (4%) respondents strongly disagreed with the statement respectively.



Table 4.10: Internet tools have made work more efficient.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	24
	48

	Agree
	21
	42

	Disagree
	3
	6

	Strongly Disagree
	2
	4

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.10 showed that 24 (48%) respondents strongly agreed and 21 (42%) respondents agreed that internet tools have made their work more efficient, while 3 (6%) respondents disagreed and 2 (4%) respondents strongly disagreed with the statement respectively.



Table 4.11: The internet has made it easier to schedule meetings and appointments.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	30
	60

	Agree
	15
	30

	Disagree
	3
	6

	Strongly Disagree
	2
	4

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.11 showed that 30 (60%) respondents strongly agreed and 15 (30%) respondents agreed that the internet has made it easier for them to schedule meetings and appointments, while 3 (6%) respondents disagreed and 2 (4%) respondents strongly disagreed with the statement respectively.



Table 4.12: The internet supports the ability to meet deadlines effectively.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	26
	52

	Agree
	18
	36

	Disagree
	5
	10

	Strongly Disagree
	1
	2

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.12 showed that 26 (52%) respondents strongly agreed and 18 (36%) respondents agreed that the internet supports their ability to meet deadlines effectively, while 5 (10%) respondents disagreed and 1 (2%) respondent strongly disagreed with the statement respectively.



Table 4.13: The internet has contributed to reducing errors in secretarial tasks.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	23
	46

	Agree
	17
	34

	Disagree
	7
	14

	Strongly Disagree
	3
	6

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.13 showed that 23 (46%) respondents strongly agreed and 17 (34%) respondents agreed that the internet has contributed to reducing errors in their secretarial tasks, while 7 (14%) respondents disagreed and 3 (6%) respondents strongly disagreed with the statement respectively.



Table 4.14: The internet is used to access training materials for skill improvement.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	40

	Agree
	22
	44

	Disagree
	5
	10

	Strongly Disagree
	3
	6

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.14 showed that 20 (40%) respondents strongly agreed and 22 (44%) respondents agreed that they use the internet to access training materials for improving their skills, while 5 (10%) respondents disagreed and 3 (6%) respondents strongly disagreed with the statement respectively.



Table 4.15: The internet has made work more enjoyable.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	25
	50

	Agree
	18
	36

	Disagree
	5
	10

	Strongly Disagree
	2
	4

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.15 showed that 25 (50%) respondents strongly agreed and 18 (36%) respondents agreed that the internet has made their work more enjoyable, while 5 (10%) respondents disagreed and 2 (4%) respondents strongly disagreed with the statement respectively.



Table 4.16: The internet has made it easier to access important information.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	28
	56

	Agree
	16
	32

	Disagree
	4
	8

	Strongly Disagree
	2
	4

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.16 showed that 28 (56%) respondents strongly agreed and 16 (32%) respondents agreed that the internet has made it easier for them to access important information for their role, while 4 (8%) respondents disagreed and 2 (4%) respondents strongly disagreed with the statement respectively.



Table 4.17: The internet has improved the ability to prioritize tasks effectively.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	22
	44

	Agree
	18
	36

	Disagree
	6
	12

	Strongly Disagree
	4
	8

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.17 showed that 22 (44%) respondents strongly agreed and 18 (36%) respondents agreed that the internet has improved their ability to prioritize tasks effectively, while 6 (12%) respondents disagreed and 4 (8%) respondents strongly disagreed with the statement respectively.



Table 4.18: The internet has enhanced collaboration across different locations.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	27
	54

	Agree
	15
	30

	Disagree
	6
	12

	Strongly Disagree
	2
	4

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.18 showed that 27 (54%) respondents strongly agreed and 15 (30%) respondents agreed that the internet has enhanced their ability to collaborate with team members across different locations, while 6 (12%) respondents disagreed and 2 (4%) respondents strongly disagreed with the statement respectively.



Table 4.19: The internet has improved the ability to handle multiple tasks simultaneously.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	23
	46

	Agree
	18
	36

	Disagree
	7
	14

	Strongly Disagree
	2
	4

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.19 showed that 23 (46%) respondents strongly agreed and 18 (36%) respondents agreed that the internet has helped improve their ability to handle multiple tasks simultaneously, while 7 (14%) respondents disagreed and 2 (4%) respondents strongly disagreed with the statement respectively.



Table 4.20: The internet has made the secretary’s role more valuable to the organization.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	32
	64

	Agree
	14
	28

	Disagree
	3
	6

	Strongly Disagree
	1
	2

	Total
	50
	100


Source: Researcher’s Fieldwork 2025

Table 4.20 showed that 32 (64%) respondents strongly agreed and 14 (28%) respondents agreed that the internet has made their role as a secretary more valuable to the organization, while 3 (6%) respondents disagreed and 1 (2%) respondent strongly disagreed with the statement respectively.








CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
The study on the Impact of the Internet on the Effective Performance of Secretaries in an Organization was conducted to evaluate how the internet has contributed to the productivity, performance, and efficiency of secretarial roles within organizations. Secretaries, being central figures in organizational operations, often rely on various tools and technologies to enhance their roles. The internet, as one of the most powerful tools available in the digital age, has played a significant role in shaping how secretaries perform their tasks.
The research explored several aspects of secretarial duties, including time management, communication, scheduling, task prioritization, collaboration, and access to resources. The data were collected through a structured questionnaire administered to 50 secretaries working across different organizations. The study was focused on understanding the relationship between internet usage and the performance of secretarial tasks.
The findings indicated that the internet has had a significant positive impact on secretaries' ability to perform their duties effectively. A majority of respondents confirmed that the internet made it easier for them to schedule meetings, meet deadlines, access information, and improve their communication with other team members. Furthermore, the internet was also identified as a key tool in enhancing job satisfaction and reducing errors in task execution.
The study also highlighted areas where the internet could further improve the role of a secretary, such as in accessing training materials, improving multitasking abilities, and facilitating collaboration with colleagues across different locations. However, the research also uncovered challenges, including over-reliance on the internet, which can lead to reduced interpersonal communication skills and potential information overload.
5.2 Conclusion
The research concluded that the internet has become an indispensable tool for secretaries, contributing significantly to their effectiveness and efficiency in performing administrative and support functions. Secretaries' ability to access information, communicate effectively, and manage tasks in a more organized and efficient manner has been greatly enhanced through internet use. The findings demonstrate that the internet has not only improved the secretarial work environment but has also added value to the organization as a whole by enhancing overall productivity.
It was also evident from the study that the role of the secretary has evolved with the digital transformation brought about by the internet. Secretaries are no longer confined to traditional administrative tasks but have expanded their scope to include digital communication, information management, and multi-tasking across various platforms.
The study further showed that while the internet has greatly enhanced job performance, it also comes with some limitations such as over-reliance on technology and challenges in balancing online work with face-to-face communication. Nevertheless, these challenges can be mitigated through proper training and the development of strategies to maximize the potential of the internet in secretarial work.
5.3 Recommendations
Based on the findings of this study, the following recommendations are made:
1. Organizations should invest in regular training programs and skill development for secretaries to improve their technological skills and keep them updated on new internet tools and applications. This would help secretaries to make the most of digital platforms and enhance their job performance.
2. Balancing Technology and Interpersonal Skills: While the internet is crucial for improving performance, it is equally important for secretaries to maintain their interpersonal skills. Organizations should encourage a balanced approach that incorporates both digital tools and effective face-to-face communication.
3. Regular Evaluation of Internet Tools: Organizations should periodically assess the internet tools and platforms used by secretaries to ensure they are efficient and aligned with the organization's needs. Keeping up-to-date with the latest technology can help secretaries stay ahead in their roles.
4. Supporting Job Enrichment: Organizations should consider implementing policies that encourage job enrichment for secretaries. The internet can be used as a tool for skill development and professional growth, which will enhance job satisfaction and performance.
5. Providing Technical Support: It is essential for organizations to provide reliable technical support to ensure smooth internet connectivity and the proper functioning of internet-based tools. A lack of technical support can hinder the efficiency of secretaries.
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QUESTIONNAIRE
1. The internet has improved communication with colleagues and clients.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

2. The internet has increased productivity in performing secretarial tasks.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

3. The internet helps in managing time efficiently.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

4. The internet has improved document management skills.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

5. The internet has reduced the time spent on administrative tasks.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( )  (d) Strongly Disagree ( )

6. The internet has enhanced the ability to multitask.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

7. The internet has improved the accuracy of my work.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

8. Internet access increases my motivation to perform tasks.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

9. The internet has improved my collaboration with others.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

10. Internet tools have made my work more efficient.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( )  (d) Strongly Disagree ( )

11. The internet has made it easier to schedule meetings and appointments.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( )   (d) Strongly Disagree ( )

12. The internet supports my ability to meet deadlines effectively.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( )  (d) Strongly Disagree ( )

13. The internet has contributed to reducing errors in secretarial tasks.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( )  (d) Strongly Disagree ( )

14. I use the internet to access training materials for improving my skills.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( )  (d) Strongly Disagree ( )

15. The internet has made my work more enjoyable.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( )  (d) Strongly Disagree ( )

16. The internet has made it easier to access important information for my role.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( )  (d) Strongly Disagree ( )

17. The internet has improved my ability to prioritize tasks effectively.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( )  (d) Strongly Disagree ( )

18. The internet has enhanced collaboration with team members across different locations.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

19. The internet has improved my ability to handle multiple tasks simultaneously.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( )  (d) Strongly Disagree ( )

20. The internet has made my role as a secretary more valuable to the organization.
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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