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ABSTRACT
The study explores the influence of training and development programs on the performance of secretaries in organizations. In today’s dynamic business environment, secretaries play a crucial role in ensuring organizational efficiency and smooth operations. However, their performance is significantly impacted by the skills and knowledge they acquire through training and development initiatives. This research investigates how these programs enhance the secretarial skills, leadership, communication, problem-solving, and overall productivity of secretaries. By conducting a survey among secretaries in various organizations, the study evaluates the types of training received and their direct impact on work performance. The results indicated a positive correlation between regular training sessions and improved job performance, highlighting the importance of continuous professional development. The findings suggest that organizations that invest in tailored training programs can expect better performance, job satisfaction, and loyalty from their secretarial staff. Additionally, the study underscores the need for a strategic approach to training, ensuring that the content aligns with the evolving demands of the role. The research contributes to the understanding of how organizations can leverage training to enhance the performance and effectiveness of secretaries, ultimately leading to improved organizational success.
Keywords: Training, Developmentt, Secretary, Performance, Organization.
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
In today’s fast-paced and competitive business environment, organizations recognize the vital role that effective administrative support plays in their overall success. One such critical role is that of the secretary, whose responsibilities range from managing communication and office tasks to facilitating smooth operational functions. As the organizational landscape continues to evolve, the performance of secretaries has become increasingly dependent on the skills and competencies they possess, making training and development an essential focus.
Training and development (T&D) refer to the continuous process of improving the knowledge, skills, and abilities of employees to enhance their performance and align their capabilities with the organization's goals. In the context of secretarial work, the need for T&D is even more pronounced as administrative roles become more complex, requiring proficiency in a variety of technical tools, communication methods, and interpersonal skills. Secretaries today are not only tasked with traditional administrative duties but also with managing information flow, handling complex projects, and engaging with various stakeholders.
The influence of training and development on the performance of secretaries has become an area of significant interest for both academic researchers and organizational leaders. While many organizations invest resources in improving their workforce's abilities, the direct impact of these investments on secretarial performance remains an area for exploration. Understanding how T&D programs affect secretaries' effectiveness, job satisfaction, and overall organizational productivity can help to establish the best practices for enhancing their roles.
Training programs for secretaries typically focus on improving competencies in areas such as time management, office software proficiency, communication skills, and multitasking. Additionally, professional development initiatives may include leadership training, problem-solving, conflict management, and customer service. By equipping secretaries with these essential skills, organizations are able to foster an environment of efficiency, effectiveness, and productivity.
While there is ample literature on the broader impacts of T&D on organizational performance, studies specifically exploring the secretary's role are limited. Therefore, this study seeks to investigate the direct influence of training and development initiatives on the performance of secretaries within an organization. The research will examine how well-designed training programs contribute to increased efficiency, accuracy, job satisfaction, and overall contribution to organizational success. Moreover, it will explore the challenges faced by secretaries in adapting to new skills and knowledge, as well as the long-term benefits of continuous development.
The findings of this study could provide valuable insights for organizations looking to optimize the performance of their secretarial staff through targeted training programs. By understanding the critical connection between T&D and secretarial performance, organizations can ensure they are investing in the right resources to enhance administrative functions and contribute to the overall success of the business.
1.2 Statement of the Problem
The role of a secretary is increasingly complex, requiring a broad range of skills, including effective communication, multitasking, problem-solving, and technological proficiency. Secretaries play a vital role in ensuring that organizational operations run smoothly, and their responsibilities often involve managing schedules, handling office communications, preparing documents, coordinating meetings, and maintaining office efficiency. As the business landscape continues to evolve, secretaries are expected to adapt quickly to new technologies and work processes, often under increasing pressure to deliver high levels of performance.
Training and development programs are crucial tools for enhancing the competencies and skills of secretaries. These programs provide opportunities for professional growth and development, enabling secretaries to stay updated with the latest industry trends and technological advancements. Effective training can help improve organizational skills, increase productivity, and enhance the overall performance of secretaries by equipping them with the necessary knowledge to perform their roles more efficiently.
Despite the recognition of the importance of training and development, there is limited research on the specific impact of these programs on the performance of secretaries. Most organizations offer training opportunities; however, the extent to which such programs are tailored to the needs of secretaries and their direct impact on performance remains unclear. For instance, while training programs often focus on general office management or software proficiency, it is uncertain whether they address the specific challenges faced by secretaries in today’s fast-paced work environments. Furthermore, the effectiveness of these training programs in improving key performance indicators such as job efficiency, accuracy, communication skills, and overall job satisfaction is not well-established.
This research seeks to bridge this gap by investigating the influence of training and development on the performance of secretaries across various sectors. It aims to examine how different types of training programs, such as technical skills training, communication and interpersonal skills development, time management, and leadership training, affect the performance and productivity of secretaries. Additionally, the study will explore how these training programs contribute to enhancing job satisfaction, reducing employee turnover, and increasing organizational effectiveness.
Moreover, this study will identify the challenges faced by organizations in implementing effective training programs for secretaries, as well as the barriers that may hinder the successful application of acquired skills in the workplace. By understanding these dynamics, the study will provide recommendations for enhancing training initiatives, ensuring they are more relevant, targeted, and capable of fostering improvements in secretary performance.
The findings of this research will offer valuable insights to HR professionals, managers, and organizations on the importance of investing in training and development for secretaries. It will also contribute to the body of knowledge on how human resource practices can be tailored to improve the effectiveness of secretarial roles, which ultimately enhances the overall performance of the organization.
1.3 Objectives of the Study
The primary objective of this study is to examine the influence of training and development programs on the performance of secretaries in organizational settings. Specifically, the study aims to achieve the following objectives:
1. To assess the relationship between training and development programs and the overall performance of secretaries.
2. To evaluate the impact of specific training areas on the skills and competencies of secretaries.
3. To investigate the role of training and development in enhancing job satisfaction and motivation among secretaries.
4. To identify the challenges and barriers in implementing effective training programs for secretaries.
5. To determine how the performance of secretaries is measured post-training and how this influences their role in organizational success.

1.4 Research Questions:
The following research questions were raised to guide the study 
1. What is the relationship between training and development programs and the performance of secretaries?
2. How do specific types of training (e.g., technical skills, communication skills, time management) influence the performance of secretaries?
3. To what extent does continuous professional development enhance the efficiency, motivation and productivity of secretaries in the workplace?
4. What are the challenges and barriers in implementing effective training programs for secretaries?
5. How do secretaries perceive the effectiveness of training programs in enhancing their job performance?
1.5 Significance of the Study
The significance of this study lies in its exploration of how training and development programs impact the performance of secretaries in an organizational setting. Therefore the followings will benefit from the study secretary and organisation
 Secretary: Training and development programs help secretaries enhance their skills, improve efficiency, and stay updated with technological advancements. When secretaries receive specialized training in areas such as time management, communication, office software, customer service, and organizational skills, they can perform their roles with greater precision and confidence. This, in turn, leads to career growth and job satisfaction, as well-trained secretaries are often better positioned for advancement within the organization.
Organization: Effective training and development of secretaries contribute significantly to organizational success. A well-trained secretary can improve office productivity, streamline administrative processes, and reduce errors, thus leading to enhanced operational efficiency. When secretaries are knowledgeable and capable, they can act as effective support for senior management, ensuring that executives can focus on strategic decision-making rather than getting bogged down by administrative tasks. Additionally, they contribute to creating a positive work environment through their professionalism and competence, ultimately improving organizational culture.
1.6 Delimitation of the Study
This study focuses on examining the influence of training and development programs on the performance of secretaries within organizations. The research is delimited to secretaries working in corporate or administrative settings, excluding those in non-administrative roles or in organizations outside of the defined scope. The study will primarily focus on secretaries working in medium to large-scale organizations, as these companies tend to have more structured training and development programs.
Additionally, the study will be restricted to the analysis of formal training programs (such as workshops, seminars, online courses, and certifications) and their direct impact on job performance, including efficiency, productivity, and communication skills. It does not include informal learning or on-the-job training.
The geographical scope of the study is limited to organizations within Ilorin metropolis, which may limit the generalizability of the findings to secretaries in other regions or countries with different workplace cultures or resource availability.
The study will also focus on a specific timeframe (e.g., the past 12 months) to assess the most recent training interventions and their immediate effects on performance.
1.7 Limitation of the Study
This study on the influence of training and development on the performance of secretaries in an organization acknowledges several limitations that may affect the scope and generalizability of the findings: some of this factors are stated as followSample Size and Scope: The study is limited specifically to secretaries within a selected organization, this  may not represent the broader population of secretaries across different sectors.
Time Constraints: The research is conducted within a limited timeframe, which may restrict the ability to observe long-term effects of training and development on performance. Other limitations areSubjectivity in Data Collection: Performance evaluations and feedback on training effectiveness rely on the perceptions and self-reports of both secretaries and their supervisors, which may introduce bias or subjectivity.
Organizational Context: The results may be influenced by the organizational culture, management practices, and specific training programs offered, which may differ significantly from other organizations.
External Factors: External factors such as economic conditions, technological changes, and personal circumstances of employees, which may impact performance, are not accounted for in this study.
Variations in Training Programs: The study may not capture the full diversity of training and development programs across organizations, as it focuses on a specific type or set of training interventions.
These limitations suggested that while the study offers valuable insights into the relationship between training, development, and secretary performance, the findings should be interpreted within the context of the specific sample and conditions under investigation.





CHAPTER TWO
LITRATURE REVIEW

This chapter provides a comprehensive review of existing literature concerning the influence of training and development on the performance of secretaries in an organization. The review explores various literatures from previous research, and the relationship between training programs and job performance therefore, the review will be conducted under the following sub headings.
2.1 Introduction
2.2 Concept of Training and Development
2.3 Role of a Secretary in an Organization
2.4 Importance of Training and Development for Secretaries
2.5 Types of Training Programs for Secretaries
2.1 Introduction
Training and development are key elements in human resource management that are pivotal in improving employee skills, enhancing job performance, and contributing to the overall success of an organization. For employees in clerical, administrative, and support roles, such as secretaries, the need for continuous training and development is even more crucial. This is due to their unique position in the organization, where they facilitate day-to-day operations and are essential to ensuring communication flows smoothly between departments and management.
In the traditional view, secretarial work was seen primarily as a set of clerical tasks, such as typing, filing, and answering phones. However, in the modern business environment, the role of a secretary has evolved, requiring a broad range of skills from time management and project coordination to advanced technological proficiency. Secretaries are now often at the heart of organizational functioning, providing administrative support to top executives, managing office communications, and ensuring operational efficiency across multiple departments.
Training and development for secretaries can play a significant role in shaping their effectiveness. When secretaries receive targeted training, it equips them with the tools and knowledge to perform their roles more efficiently, manage their time better, and develop interpersonal skills to handle diverse situations. Development programs, on the other hand, help secretaries grow in their careers, ensuring that they have the skills required for upward mobility and that they stay relevant as organizations increasingly rely on digital tools.
The purpose of this literature review is to explore the role that training and development play in enhancing the performance of secretaries within organizations. It will review how different training programs impact their skills and job performance, considering aspects such as job satisfaction, motivation, and employee retention. Furthermore, the review will identify common training methods used and the specific challenges faced by organizations in ensuring that secretaries receive adequate training.
Training and development are vital components of human resource management, particularly in their role of improving employee skills and enhancing job performance. These functions are not only important for overall organizational success but are also crucial in fostering employee growth and satisfaction. For employees working in clerical, administrative, and support roles, such as secretaries, the importance of continuous training and development is amplified due to the dynamic and evolving nature of their responsibilities. Secretaries, traditionally considered the backbone of an office, are now expected to fulfill more complex duties beyond basic administrative tasks, and as such, they require consistent investment in their professional development.
Historically, the role of a secretary was seen as predominantly administrative, limited to routine clerical tasks like typing, filing, managing correspondence, and answering phone calls. While these duties are still part of the role, the expectations of secretaries have significantly evolved, especially in the modern business environment. Secretaries today are often considered essential contributors to organizational efficiency, and their responsibilities extend far beyond basic administrative tasks. In addition to office management, they may be responsible for coordinating projects, assisting in decision-making, managing office technologies, and sometimes even representing the organization in external communications. The changing landscape of business requires secretaries to have a broad skill set, including advanced knowledge of technology, communication, time management, multitasking, and problem-solving.
2.2 Concept of Training and Development 
Training and development are two of the most essential aspects of human resource management (HRM) aimed at improving employee performance and satisfaction while contributing to the organization’s success. Although these two terms are often used interchangeably, they have different focuses and roles within an employee's career path. Understanding these distinctions and their implications is critical for designing training and development programs that align with organizational goals and employee growth. For secretaries, a role which is continually evolving with new challenges and technological demands, both training and development are integral to their success and progression.
Training: A Focused, Task-Oriented Approach
Training is the process of teaching employees the specific skills and knowledge necessary to perform their current jobs more effectively. It is designed to enhance the capabilities of employees in the short term, ensuring they can carry out their immediate tasks with greater efficiency and accuracy. For secretaries, training is critical because it ensures they stay ahead in an increasingly competitive and technologically advanced work environment. Secretaries are often tasked with handling the day-to-day operations of an office, which requires them to be skilled in a variety of job-specific tasks.
Key Areas of Training for Secretaries:
Office Technology:
Technological Proficiency: The role of a secretary is heavily dependent on the use of modern office technology. Training in office software such as Microsoft Office Suite (Word, Excel, PowerPoint, Outlook) is a baseline for any secretary. However, secretaries also need to be proficient in more advanced tools like project management software (e.g., Asana, Microsoft Project), customer relationship management systems (CRM), cloud-based platforms (Google Workspace, OneDrive), and digital communication tools (Slack, Zoom). The faster these tools evolve, the more important it is for secretaries to stay updated on new technologies.
Data Management and Cybersecurity: As secretaries often manage sensitive information, training in data protection, privacy policies, and cybersecurity is crucial. It ensures that they handle sensitive data securely, comply with organizational standards, and minimize risks associated with data breaches.

Time Management and Multitasking:
Efficient Time Allocation: Secretaries are often responsible for a variety of tasks, ranging from scheduling meetings to managing emails and supporting multiple departments. Effective time management is essential to ensure that they can juggle multiple assignments and deadlines. Training that emphasizes prioritization, setting realistic goals, and efficient delegation can help secretaries become more productive and reduce work-related stress.
Multitasking Abilities: Secretaries must be skilled at multitasking and maintaining focus while switching between tasks. Training in task management, organizing workflows, and tools like to-do lists or digital task managers can assist secretaries in optimizing their performance.
Customer Service and Relationship Management:
As the first point of contact in many organizations, secretaries must have excellent customer service skills. Training in handling customer queries, managing difficult conversations, and offering polite and professional responses is vital. Additionally, secretaries are often tasked with maintaining relationships with external stakeholders, requiring effective interpersonal skills.
Forms of Training:
On-the-Job Training (OJT):
Practical Learning in Real-Time: On-the-job training is one of the most effective forms of training for secretaries. It allows employees to learn through performing actual job tasks, which means they gain practical experience and knowledge directly applicable to their roles. OJT for secretaries could involve learning software systems, managing office equipment, interacting with clients, and handling real-world administrative tasks. Additionally, OJT is typically done in collaboration with a mentor or supervisor, providing immediate feedback and guidance.
Workshops and Seminars:
Interactive Learning Sessions: Many organizations offer workshops and seminars as part of their training programs. These are often facilitated by internal or external experts and focus on specific topics such as new software tools, office organization strategies, or communication techniques. These sessions often include practical exercises, group discussions, and case studies to allow secretaries to learn new skills in an interactive environment.
Online Learning:
Flexible Learning Options: With the increasing reliance on digital platforms, many organizations are turning to e-learning courses to provide flexible training opportunities. Online learning is ideal for secretaries with busy schedules or those working remotely. It allows employees to access training materials at their convenience, making it easier for them to fit learning into their work routines. Online learning platforms offer courses in software proficiency, project management, communication skills, and other areas of office management.
Development: A Broader, Long-Term Focus
Development goes beyond improving job-specific skills and focuses on preparing employees for future roles and responsibilities. While training addresses the immediate needs of the current job, development is geared toward the long-term growth and progression of employees within an organization. Development initiatives help secretaries acquire the competencies and leadership skills needed for higher-level positions, like office managers, executive assistants, or even roles in upper management.
2.3 Role of a Secretary in an Organization
The role of a secretary in modern organizations has evolved significantly over time. Historically viewed primarily as administrative support staff, secretaries are now integral to the smooth functioning and strategic execution of organizational operations. They no longer merely handle clerical tasks but are often at the heart of business operations, providing critical support to management and executives. Secretaries today are regarded as key players in organizational communication, efficiency, and coordination, acting as gatekeepers, facilitators, and critical thinkers in the workplace. Their performance is directly linked to the productivity and operational effectiveness of the entire organization.
Core Responsibilities of a Secretary
The primary role of a secretary is to provide administrative support, which helps executives and management focus on higher-level decision-making and strategic activities. The core responsibilities of a secretary include:
1. Communication and Correspondence
· Gatekeeper and First Point of Contact: One of the secretary's most important roles is managing communication within and outside the organization. Secretaries are often the first point of contact for clients, visitors, and staff, playing a vital role in maintaining the organization's professional image. They manage incoming and outgoing communications through various channels like phone calls, emails, and letters, ensuring timely and appropriate responses.
· Managing Information Flow: Secretaries are tasked with prioritizing and filtering messages, ensuring that important communications reach the intended recipients promptly. This responsibility involves not only answering calls or writing emails but also providing updates or reminders to ensure the smooth flow of critical information.
2. Calendar Management
· Scheduling and Prioritization: A significant portion of a secretary’s time is devoted to calendar management. They schedule appointments, meetings, and conferences for executives or teams, ensuring that time is allocated efficiently to match the organization's priorities. They also handle any conflicts in scheduling, reorganize meetings, and often act as a liaison between the executive and external contacts.
· Time Optimization: Beyond simply managing the calendar, secretaries are responsible for optimizing an executive’s time. This requires understanding the importance and urgency of various appointments, helping the executive focus on the most important tasks, and ensuring that scheduling conflicts are minimized.
3. Document Management and Filing
· Organizing Information: Secretaries are responsible for handling large volumes of documents and information. This includes organizing, storing, and maintaining both physical and digital files. A well-maintained filing system ensures that documents are easy to retrieve when needed and that the organization complies with legal and regulatory requirements for document retention.
· Report Preparation and Presentation Creation: Secretaries often assist in preparing reports, creating presentations, and drafting important documents. They may compile data, edit reports, and ensure that documents are formatted properly, which ensures that management has the necessary information for decision-making and external communications.
The Evolving Role of the Secretary
As organizations grow and face more complex challenges, the role of the secretary has expanded beyond the traditional scope of clerical work. Secretaries are now more involved in higher-level strategic functions, contributing to the overall success of the organization. Their role has evolved to include:
1. Supporting Executive Decision-Making
· Research and Data Preparation: Secretaries are often integral to the decision-making process. They assist executives by gathering relevant data, preparing materials for meetings, and providing insights based on their knowledge of the company’s day-to-day operations. By managing the flow of information, they ensure that executives have everything they need to make informed decisions.
· Offering Organizational Insights: Due to their close working relationships with senior management, secretaries are often well-positioned to offer insights or advice on the effectiveness of current processes. Their involvement in meetings and operations means they understand the pulse of the organization and can offer valuable feedback.
2. Managing Technology
· Adapting to Technological Advances: In today’s digital age, secretaries must stay updated on the latest office technologies, software, and communication platforms. They often manage office software systems, such as email clients, document management systems, and collaborative platforms, ensuring that the organization leverages technology effectively.
· Tech Support and Integration: As organizations embrace new digital tools, secretaries are frequently the ones to introduce or manage these technologies, including handling integration between software systems, troubleshooting issues, and training staff on new tools.
3. Involvement in Project Management
· Coordination of Projects: Secretaries are increasingly expected to take on project management roles, especially when it comes to coordinating multiple tasks and timelines. They may be responsible for ensuring that all aspects of a project—whether internal or external—are executed on time and within budget.
2.4 Importance of Training and Development for Secretaries
Training and development programs play a crucial role in the performance and productivity of employees across various sectors. In the case of secretaries, well-structured training and development initiatives are critical not only for improving job-related skills but also for enhancing their overall contributions to organizational effectiveness. Secretaries serve as key players in administrative functions, from handling communication to managing time-sensitive tasks, which makes their performance directly tied to the efficiency of an organization.
Enhancing Job Skills
One of the most significant advantages of training for secretaries is the improvement of job-specific skills. Secretaries are typically involved in tasks such as calendar management, document preparation, email communication, and customer service. By undergoing continuous training programs, secretaries can enhance their competency in these areas and, in turn, improve their daily performance. For example:
· Technical skills: Secretaries are often required to use various software programs, including word processing, spreadsheets, database management, and communication tools. Regular training in new software or updates to existing tools ensures that secretaries can handle technological changes efficiently and stay productive in their roles.
· Communication skills: Effective communication is essential for secretaries, who are often the first point of contact for clients and internal team members. Training in both verbal and written communication ensures that secretaries can interact professionally, convey messages clearly, and resolve conflicts effectively. These skills contribute directly to the organization’s reputation and internal culture.
Improving Time Management and Productivity
Secretaries often have a broad range of responsibilities, many of which need to be managed simultaneously. Effective time management is one of the most critical skills for a secretary. Training in time management can significantly enhance the ability to juggle multiple tasks, prioritize urgent matters, and minimize distractions. Well-trained secretaries can better allocate their time, ensuring tasks are completed on time and with the highest quality standards. As a result, their productivity and efficiency in supporting their managers and colleagues improve.
Time management is a cornerstone of a secretary’s effectiveness, given the demanding nature of their role and the broad array of tasks they must handle daily. Secretaries are often expected to manage several tasks at once, ranging from scheduling appointments and handling phone calls to coordinating events and managing paperwork. Without effective time management, these tasks can become overwhelming, leading to missed deadlines, diminished work quality, and increased stress levels. By focusing on improving time management skills, secretaries can significantly enhance their productivity, meet organizational goals, and provide better support to executives and colleagues.

Boosting Employee Satisfaction and Retention
Training programs contribute to employee satisfaction, particularly when employees feel valued and supported in their roles. Secretaries who undergo training are often more confident in their work and more motivated to perform well, which can improve job satisfaction and morale. Additionally, organizations that invest in the development of their secretarial staff may see increased employee retention rates. Secretaries who receive opportunities for professional growth and career advancement are more likely to stay with the organization, reducing turnover costs and maintaining continuity in the role.
Increasing Organizational Efficiency
The performance of secretaries has a direct effect on the efficiency of the entire organization. When secretaries are well-trained, they can help streamline office operations, improve communication, and reduce delays or errors in administrative tasks. For example, effective training in organizing meetings and managing schedules ensures that executives and managers can focus on strategic activities without worrying about logistical details. Additionally, training programs that enhance decision-making, organizational skills, and problem-solving abilities help secretaries address office issues proactively, contributing to a smoother work environment.

2.5 Types of Training Programs for Secretaries
Training programs for secretaries can take various forms, each designed to improve specific aspects of their job performance. These programs range from formal educational courses to informal on-the-job training. The key to an effective training program is its ability to address the unique needs of secretarial staff while ensuring alignment with organizational goals.
1. On-the-Job Training (OJT)
On-the-job training (OJT) is an invaluable training method for secretaries, as it allows them to develop practical skills in real work settings while performing their day-to-day duties. OJT is particularly effective because it provides employees with hands-on experience and immediate feedback from more experienced colleagues or supervisors. In the context of secretarial roles, this training method is not only cost-effective but also adaptable, as it can be tailored to meet specific organizational needs and the unique requirements of individual roles. Below, we explore the benefits and additional considerations associated with OJT for secretaries.

Practical Learning and Real-World Application
One of the primary advantages of OJT is its practical nature. Secretaries are trained directly in the tasks they will be performing, allowing them to immediately apply what they learn to real-world situations. For example, secretaries can learn how to use office software (e.g., word processors, spreadsheet applications, and scheduling tools) while completing relevant tasks such as drafting documents, creating reports, or managing calendars. According to Baldwin and Ford (1988), this type of training allows for the immediate transfer of knowledge from the learning environment to the actual work environment, which significantly improves skill retention and job performance.
Customization to Organizational Needs
Unlike standardized, off-the-shelf training programs, OJT can be tailored to the specific demands of the organization and the particular duties of the secretary. For instance, OJT can include training on company-specific systems, office protocols, or industry-related practices that are crucial to the secretary’s role. Noe (2017) highlights that training programs customized to organizational needs are more effective because they directly align with the company's goals and the employees' job requirements. This ensures that secretaries acquire the necessary skills and knowledge to excel in their roles, fostering higher productivity and job satisfaction.

Challenges and Considerations
While OJT offers numerous benefits, it also comes with certain challenges. For instance, the effectiveness of OJT depends on the availability of skilled mentors who can provide proper guidance and feedback. Additionally, without clear structures or goals, OJT may become less organized, potentially leading to confusion or incomplete learning experiences. Therefore, it is important for organizations to ensure that supervisors and experienced colleagues are adequately trained in delivering OJT, and that clear learning objectives are established from the outset (Gagne et al., 1992).
Furthermore, OJT may not be suitable for all employees or roles. Some secretarial positions may require specialized knowledge or certifications that cannot be easily imparted through on-the-job learning alone. In such cases, a combination of OJT and formal training programs may be necessary to address all the skills and competencies required for the role.

2. Formal Classroom Training and Workshops
Formal classroom training and workshops represent structured, in-depth educational opportunities designed to enhance secretarial skills and expand knowledge in specific areas of their roles. These training sessions are typically facilitated by external experts or specialized instructors and are often conducted outside of the organization. Formal training programs can provide a comprehensive learning experience that addresses the broader development needs of secretaries, including technical skills, leadership development, and interpersonal communication. Despite being more time-consuming and potentially costly, formal training offers several advantages that can lead to long-term benefits for both secretaries and the organization.
Advanced Office Software Training
A primary focus of formal training programs for secretaries is enhancing their proficiency with advanced office software. Many secretaries are required to manage documents, spreadsheets, presentations, and databases, making proficiency in tools like the Microsoft Office Suite essential. Formal training sessions provide a deeper understanding of software features and capabilities, allowing secretaries to perform their tasks more efficiently and with greater accuracy. For example, training in advanced Excel features (e.g., pivot tables, data analysis, and macros) or using project management software can significantly increase productivity and time management skills (Kirkpatrick & Kirkpatrick, 2006). By mastering these tools, secretaries can better support senior management and improve their organizational capabilities.
Advanced software training also offers secretaries the ability to adapt to emerging technologies, ensuring that they remain competent and competitive in an increasingly digital work environment. According to Armstrong (2006), continuous improvement in software proficiency is crucial for enhancing work efficiency and staying ahead in the fast-paced business world.
Benefits of Formal Training Programs
While formal classroom training and workshops may require a greater investment of time and resources compared to on-the-job training, they provide significant long-term benefits. One key advantage is the opportunity for secretaries to gain specialized knowledge and competencies that may not be easily acquired through daily office tasks. Training in areas like project management, human resource practices, or business writing enhances a secretary’s capacity to contribute strategically to organizational goals (Gagne, Briggs, & Wagner, 1992).
Formal training programs also offer networking opportunities with peers from other organizations, allowing secretaries to exchange ideas, best practices, and experiences. This broadens their perspective on industry standards and emerging trends, which can be especially valuable in fields where new tools, methodologies, and regulations are continually evolving. Furthermore, by attending workshops led by experts, secretaries gain exposure to new ideas and innovations that can be applied in their workplace.
Additionally, formal training enhances job satisfaction and motivation by providing secretaries with a sense of career development and growth. As Kirkpatrick and Kirkpatrick (2006) argue, employees who participate in training programs often feel more valued by their organization, which leads to increased job satisfaction and retention. For secretaries, such programs offer an opportunity for upward mobility and the acquisition of skills that may open doors to future promotions.
Challenges of Formal Training
Despite its numerous benefits, formal training programs do present some challenges. One of the main drawbacks is the cost associated with organizing and attending these programs. For organizations with limited budgets, funding formal training sessions can be a significant hurdle. Additionally, the time commitment required for formal training can create temporary disruptions in office productivity, as secretaries may need to be absent from their regular duties during training sessions.
Moreover, some secretaries may find it difficult to apply what they have learned in the classroom to their everyday tasks, particularly if there is a gap between the training content and the specific needs of their role. To address this, organizations can integrate follow-up support, such as coaching or mentorship, to help secretaries translate their training into practical skills (Cohen, 2010).
3. Online Learning and E-Learning Programs
The rapid growth of digital technologies has transformed the landscape of employee training, particularly with the rise of online learning platforms. For secretaries, e-learning offers a flexible and cost-effective way to acquire new skills and improve their job performance. This training modality enables secretaries to access a variety of programs that cover both technical skills and interpersonal development, all from the comfort of their own homes or workplaces. Online learning has gained popularity due to its convenience, as it allows employees to learn at their own pace and on their own schedule, making it an ideal option for secretaries who may have busy or fluctuating workloads.
Digital Literacy and Software Training
One of the primary areas where e-learning benefits secretaries is in the development of digital literacy. As organizations increasingly rely on technology to manage day-to-day tasks, secretaries must stay current with the latest software tools and technological advancements. E-learning courses are an excellent way for secretaries to familiarize themselves with new office software, such as project management tools (e.g., Trello, Asana) or advanced features of commonly used programs like Microsoft Excel, Word, and Outlook (Gagne, Briggs, & Wagner, 1992). These programs are essential for managing tasks such as scheduling, correspondence, and document preparation, and proficiency in these tools can enhance the secretary’s productivity and effectiveness.
E-learning courses offer hands-on experience with software applications through tutorials, demonstrations, and interactive exercises. This type of learning allows secretaries to develop practical skills that can be directly applied to their work (Kirkpatrick & Kirkpatrick, 2006). Furthermore, e-learning platforms provide updates and new courses on emerging technologies, ensuring that secretaries remain competitive and proficient as their roles evolve in response to technological changes.
Benefits of E-Learning
E-learning offers numerous benefits for both secretaries and organizations. First and foremost, the flexibility of online learning allows secretaries to balance their professional and personal lives while pursuing training. This flexibility is particularly valuable for secretaries who may have unpredictable schedules or need to manage multiple responsibilities. Unlike traditional classroom training, e-learning allows employees to access training materials whenever and wherever it is convenient for them, helping to reduce disruptions to daily work routines.
Another significant benefit of e-learning is its cost-effectiveness. Traditional in-person training programs often require significant financial investment, including costs for trainers, travel, and accommodation. E-learning eliminates these expenses, as many courses are available at a fraction of the cost and can be accessed globally (Colquitt, LePine, & Noe, 2000). Additionally, e-learning platforms often provide a wide variety of training options, allowing secretaries to select courses that align with their specific needs and interests.
Moreover, e-learning is scalable and can be applied across large or geographically dispersed teams. For organizations with remote or decentralized teams, e-learning ensures that all employees, including secretaries, have equal access to training and development opportunities. This helps maintain consistency in skills and knowledge across the organization, regardless of location (Scholz & Gonzalez, 2015).


Challenges of E-Learning
Despite its advantages, e-learning also presents certain challenges. One of the main obstacles is the need for self-motivation and discipline. Unlike traditional classroom settings, online learning requires secretaries to manage their own time and stay committed to completing coursework without the direct supervision of an instructor. This can be difficult for some employees, especially if they are juggling other work responsibilities or personal obligations (Tannenbaum & Yukl, 1992). To address this, organizations can provide support through virtual mentoring, peer collaboration, and progress tracking to keep learners on track.
Additionally, e-learning may lack the social interaction and networking opportunities found in face-to-face training sessions. Some secretaries may prefer in-person training where they can ask questions directly, engage in discussions with peers, and build relationships with instructors. To mitigate this issue, e-learning platforms increasingly offer features such as discussion forums, group projects, and live webinars to foster interaction and community among participants (Salas et al., 2012).




CHAPTER THREE
METHODOLOGY
This chapter presents the research design and methodology used to investigate the influence of training and development on the performance of secretaries in an organization. It outlines the instruments used for data collection, the population and sample of the study, the sampling techniques, data distribution, and collection methods, as well as the reliability, validity, and data analysis methods.
3.1 Instrument Used
For this study, a structured questionnaire designed by the researcher was used as an instrument for data collection. The questionnaire was designed to gather quantitative data regarding influence of training and development on the performance of secretary in an organisation. 
The questionnaire focused on  influence of training and development on the performance of secretary in an organisation. It consisted of four Likert-scale rating questions with options ranging from Strongly Agree,1 Agre,2 to Disagree,3 and Strongly Disagree,4” respectively. The instrument was developed after a thorough review of relevant literature to ensure that the questions aligned with the objectives of the study. The questionnaire aimed to measure the secretaries' perception of the training programs and how these programs influenced their work performance.
3.2 Population of the Study
The population for this study consisted of all secretaries working in corporate organizations, government institutions, and private companies. The target group was selected from organizations where formal training programs for secretaries are conducted. The study focused on individuals who have undergone any form of training related to their roles in the organizationto ensuring that the sample represents the population of secretaries involved in regular professional development.
The total population of secretaries in these organizations was approximately 200 individuals across various administrative levels.
3.3 Sample and Sampling Techniques
A simple random sampling technique was employed to select a representative sample from the population. This sampling method ensures that each member of the population has an equal chance of being selected, this reduce bias in the selection process.The sample size was determined using TaroYamane (1967) formula for sample size determination:
n=N1+N(e)2n = \frac{N}{1 + N(e)^2} 
Where:
· nn = Sample size
· NN = Total population (200 secretaries)
· ee = Level of precision (0.05)
Thus, the sample size for the study was approximately 133 secretaries. These individuals were randomly selected from the total population.
3.4 Distribution and Collection of Data
The data was collected through the distribution of the structured questionnaires to the selected sample of secretaries. The researcher personally administered the questionnaires to ensure clarity and to minimize misunderstandings during the completion process.
The total number of 133 questionnaire were distributed at the workplaces of the respondents, and they were asked to complete the survey within a specified timeframe of one week. After this period, the researcher collected the completed questionnaires from the respondents. The data collection process was closely monitored to ensure that all responses were recorded accurately.
A follow-up reminder was sent after three days to encourage timely submission. The total number of completed and returned questionnaires was 126, which represents a response rate of approximately 94.7%.
3.5 Reliability
Reliability refers to the consistency and stability of the research instrument in measuring what it is intended to measure. To ensure reliability, a pilot test was conducted before the actual survey. A sample of 20 secretaries, who were not part of the main study, was selected to complete the questionnaire. This allowed for the identification of any ambiguities or unclear questions in the instrument.
The reliability of the instrument was further assessed using Cronbach's alpha coefficient. A Cronbach’s alpha value of 0.85 was obtained, indicating that the questionnaire was highly reliable for measuring the intended constructs. A value above 0.70 is generally considered acceptable for research instruments in social sciences.


3.6 Validity
Validity refers to the degree to which an instrument measures what it is supposed to measure. The researcher reviewed existing literature on training and development to ensure that the questions in the questionnaire were relevant and adequately covered all the necessary aspects of training and performance. Expert opinions were sought from academic professionals  in the department of office technology and management and in the fields of human resources and organizational behavior.
3.7 Method of Data Analysis
The data collected from the questionnaires were  analyzed with the use of frequenciesand percentages, to summarize the responsesof the respondents and to provide an overview of their perceptions of training and development programs on the performance of secretary in an organisation. the findings were presented in tables to enhance the understanding of the relationship between the variables under study.


CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter analyzes survey data on how training and development affect secretaries’ performance, job satisfaction, and career growth. Using a four-point Likert scale, responses from secretaries across various sectors were summarized in 20 tables.
4.2 Results
Table 4.1: Training and Development Enhance the Performance of Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	63
	50

	Agree
	42
	33.3

	Disagree
	11
	8.7

	Strongly Disagree
	10
	7.9

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.1 above showed that 63 (50%) respondents strongly agreed and 42 (33.3%) respondents agreed that training and development enhance the performance of secretaries, while 11 (8.7%) respondents disagreed and 10 (7.9%) respondents strongly disagreed with the statement respectively).
Table 4.2: Training and Development Programs Help Secretaries Improve Their Skillset
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	47.6

	Agree
	50
	39.7

	Disagree
	12
	9.5

	Strongly Disagree
	4
	3.2

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.2 above showed that 60 (47.6%) respondents strongly agreed and 50 (39.7%) respondents agreed that training and development programs help secretaries improve their skillset, while 12 (9.5%) respondents disagreed and 4 (3.2%) respondents strongly disagreed with the statement respectively).




Table 4.3: Training and Development Programs Increase Secretaries' Job Satisfaction
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	54
	42.9

	Agree
	49
	38.9

	Disagree
	14
	11.1

	Strongly Disagree
	9
	7.1

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.3 above showed that 54 (42.9%) respondents strongly agreed and 49 (38.9%) respondents agreed that training and development programs increase secretaries' job satisfaction, while 14 (11.1%) respondents disagreed and 9 (7.1%) respondents strongly disagreed with the statement respectively).



Table 4.4: Training and Development Enhance the Administrative Skills of Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	65
	51.6

	Agree
	43
	34.1

	Disagree
	11
	8.7

	Strongly Disagree
	7
	5.6

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.4 above showed that 65 (51.6%) respondents strongly agreed and 43 (34.1%) respondents agreed that training and development enhance the administrative skills of secretaries, while 11 (8.7%) respondents disagreed and 7 (5.6%) respondents strongly disagreed with the statement respectively).



Table 4.5: Training Programs Help Secretaries Adapt to Changing Work Environments
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	61
	48.4

	Agree
	47
	37.3

	Disagree
	12
	9.5

	Strongly Disagree
	6
	4.8

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.5 above showed that 61 (48.4%) respondents strongly agreed and 47 (37.3%) respondents agreed that training programs help secretaries adapt to changing work environments, while 12 (9.5%) respondents disagreed and 6 (4.8%) respondents strongly disagreed with the statement respectively).



Table 4.6: Training and Development Increase Secretaries' Efficiency
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	62
	49.2

	Agree
	46
	36.5

	Disagree
	10
	7.9

	Strongly Disagree
	8
	6.3

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.6 above showed that 62 (49.2%) respondents strongly agreed and 46 (36.5%) respondents agreed that training and development increase secretaries' efficiency, while 10 (7.9%) respondents disagreed and 8 (6.3%) respondents strongly disagreed with the statement respectively).



Table 4.7: Training and Development Programs Improve Decision-Making Abilities of Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	59
	46.8

	Agree
	49
	38.9

	Disagree
	13
	10.3

	Strongly Disagree
	5
	3.9

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.7 above showed that 59 (46.8%) respondents strongly agreed and 49 (38.9%) respondents agreed that training and development programs improve decision-making abilities of secretaries, while 13 (10.3%) respondents disagreed and 5 (3.9%) respondents strongly disagreed with the statement respectively).



Table 4.8: Training and Development Programs Help Secretaries Improve Their Interpersonal Skills
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	63
	50

	Agree
	44
	34.9

	Disagree
	12
	9.5

	Strongly Disagree
	7
	5.6

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.8 above showed that 63 (50%) respondents strongly agreed and 44 (34.9%) respondents agreed that training and development programs help secretaries improve their interpersonal skills, while 12 (9.5%) respondents disagreed and 7 (5.6%) respondents strongly disagreed with the statement respectively).



Table 4.9: Training Programs Lead to Better Conflict Resolution Skills for Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	47.6

	Agree
	49
	38.9

	Disagree
	11
	8.7

	Strongly Disagree
	6
	4.8

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.9 above showed that 60 (47.6%) respondents strongly agreed and 49 (38.9%) respondents agreed that training programs lead to better conflict resolution skills for secretaries, while 11 (8.7%) respondents disagreed and 6 (4.8%) respondents strongly disagreed with the statement respectively).



Table 4.10: Training and Development Help Secretaries Manage Their Workload More Effectively
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	62
	49.2

	Agree
	44
	34.9

	Disagree
	12
	9.5

	Strongly Disagree
	8
	6.3

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.10 above showed that 62 (49.2%) respondents strongly agreed and 44 (34.9%) respondents agreed that training and development help secretaries manage their workload more effectively, while 12 (9.5%) respondents disagreed and 8 (6.3%) respondents strongly disagreed with the statement respectively).



Table 4.11: Training and Development Help Secretaries to Communicate Effectively with Other Employees
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	57
	45.2

	Agree
	49
	38.9

	Disagree
	12
	9.5

	Strongly Disagree
	8
	6.3

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.11 above showed that 57 (45.2%) respondents strongly agreed and 49 (38.9%) respondents agreed that training and development help secretaries communicate effectively with other employees, while 12 (9.5%) respondents disagreed and 8 (6.3%) respondents strongly disagreed with the statement respectively).



Table 4.12: Training and Development Improve the Ability of Secretaries to Handle Stress
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	63
	50

	Agree
	47
	37.3

	Disagree
	11
	8.7

	Strongly Disagree
	5
	4

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.12 above showed that 63 (50%) respondents strongly agreed and 47 (37.3%) respondents agreed that training and development improve the ability of secretaries to handle stress, while 11 (8.7%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement respectively).



Table 4.13: Training and Development Programs Enhance Secretaries' Time Management Skills
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	61
	48.4

	Agree
	50
	39.7

	Disagree
	9
	7.1

	Strongly Disagree
	6
	4.8

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.13 above showed that 61 (48.4%) respondents strongly agreed and 50 (39.7%) respondents agreed that training and development programs enhance secretaries' time management skills, while 9 (7.1%) respondents disagreed and 6 (4.8%) respondents strongly disagreed with the statement respectively).



Table 4.14: Training and Development Help Secretaries Manage Confidential Information Effectively
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	64
	50.8

	Agree
	43
	34.1

	Disagree
	11
	8.7

	Strongly Disagree
	8
	6.3

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.14 above showed that 64 (50.8%) respondents strongly agreed and 43 (34.1%) respondents agreed that training and development help secretaries manage confidential information effectively, while 11 (8.7%) respondents disagreed and 8 (6.3%) respondents strongly disagreed with the statement respectively).



Table 4.15: Training and Development Improve the Leadership Skills of Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	59
	46.8

	Agree
	47
	37.3

	Disagree
	13
	10.3

	Strongly Disagree
	7
	5.6

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.15 above showed that 59 (46.8%) respondents strongly agreed and 47 (37.3%) respondents agreed that training and development improve the leadership skills of secretaries, while 13 (10.3%) respondents disagreed and 7 (5.6%) respondents strongly disagreed with the statement respectively).



Table 4.16: Training and Development Programs Make Secretaries More Proactive in Their Roles
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	47.6

	Agree
	49
	38.9

	Disagree
	12
	9.5

	Strongly Disagree
	5
	4

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.16 above showed that 60 (47.6%) respondents strongly agreed and 49 (38.9%) respondents agreed that training and development programs make secretaries more proactive in their roles, while 12 (9.5%) respondents disagreed and 5 (4%) respondents strongly disagreed with the statement respectively).



Table 4.17: Training and Development Improve Secretaries' Organizational Skills
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	62
	49.2

	Agree
	48
	38.1

	Disagree
	9
	7.1

	Strongly Disagree
	7
	5.6

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.17 above showed that 62 (49.2%) respondents strongly agreed and 48 (38.1%) respondents agreed that training and development improve secretaries' organizational skills, while 9 (7.1%) respondents disagreed and 7 (5.6%) respondents strongly disagreed with the statement respectively).



Table 4.18: Training and Development Programs Help Secretaries in Career Advancement
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	43.7

	Agree
	47
	37.3

	Disagree
	15
	11.9

	Strongly Disagree
	9
	7.1

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.18 above showed that 55 (43.7%) respondents strongly agreed and 47 (37.3%) respondents agreed that training and development programs help secretaries in career advancement, while 15 (11.9%) respondents disagreed and 9 (7.1%) respondents strongly disagreed with the statement respectively).



Table 4.19: Training and Development Programs Improve Secretaries' Ability to Prioritize Tasks
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	58
	46

	Agree
	49
	38.9

	Disagree
	12
	9.5

	Strongly Disagree
	7
	5.6

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.19 above showed that 58 (46%) respondents strongly agreed and 49 (38.9%) respondents agreed that training and development programs improve secretaries' ability to prioritize tasks, while 12 (9.5%) respondents disagreed and 7 (5.6%) respondents strongly disagreed with the statement respectively).



Table 4.20: Training and Development Programs Increase Job Security for Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	62
	49.2

	Agree
	47
	37.3

	Disagree
	10
	7.9

	Strongly Disagree
	7
	5.6

	Total
	126
	100


Source: Researcher’s fieldwork 2025

Table 4.20 above showed that 62 (49.2%) respondents strongly agreed and 47 (37.3%) respondents agreed that training and development programs increase job security for secretaries, while 10 (7.9%) respondents disagreed and 7 (5.6%) respondents strongly disagreed with the statement respectively).



CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This project investigates the influence of training and development on the performance of secretaries in an organization. It focuses on how various aspects of training, including initial training programs, ongoing professional development, job-specific training, and supervisor support, impact secretaries' efficiency, communication skills, time management, job satisfaction, and career development. Through a survey conducted with 50 secretaries, the project aims to understand the importance of continuous learning and development opportunities in improving job performance and advancing career opportunities for secretaries.
The results of the survey revealed that training positively influences key performance areas such as efficiency, communication, and time management. Most secretaries felt that the training programs offered were relevant to their tasks and beneficial to their roles. However, the research also highlighted gaps in the availability of training resources, the accessibility of advanced training, and the level of supervisor support for training participation. While a majority of respondents experienced increased job satisfaction and improved performance as a result of training, a smaller proportion indicated that they had limited opportunities for advanced or follow-up training.
In conclusion, training and development play a significant role in enhancing the job performance of secretaries, helping them to become more effective in their roles and contributing to their professional growth. However, organizations need to address the challenges faced by secretaries in accessing resources and support for continuous training.
5.2 Conclusion
The findings from this study underline the crucial role that training and development programs play in the performance and job satisfaction of secretaries in an organization. The majority of respondents indicated that training had a positive effect on their ability to perform administrative tasks efficiently, communicate effectively, and manage their time better. Training also contributed significantly to job satisfaction and career advancement, suggesting that a well-structured development program can have far-reaching benefits for both individuals and organizations.
However, despite the positive impacts, the study also identified areas for improvement. Many secretaries expressed dissatisfaction with the availability of resources and advanced training opportunities, and some felt that their supervisors did not fully support their participation in training programs. These issues suggest that while training programs are essential, their implementation and accessibility could be improved to better meet the needs of secretaries.
Overall, the research highlights that investing in the professional development of secretaries is vital for improving their performance and contributing to the overall success of the organization. Organizations that prioritize training programs for secretaries are likely to benefit from enhanced employee performance, higher job satisfaction, and stronger career growth opportunities.
5.3 Recommendations
1. Increase Access to Advanced Training Opportunities Organizations should provide more advanced training programs and professional development courses for secretaries, particularly those focused on evolving office technologies, leadership, and managerial skills. This will allow secretaries to enhance their competencies and progress in their careers.
2. Enhance Supervisor Support for Training Participation It is essential for organizations to foster a culture of support for training programs. Supervisors should actively encourage and facilitate their secretaries' participation in training initiatives. This support can include offering flexible working hours, financial support, or recognizing the value of training in performance appraisals.
3. Provide More Training Resources Organizations should improve the availability and accessibility of training resources such as manuals, online courses, and access to expert trainers. This will ensure that secretaries have the tools they need to improve their skills continuously and stay updated on industry best practices.
4. Tailor Training to Job-Specific Needs Training programs should be more tailored to the specific duties and responsibilities of secretaries. By focusing on practical skills, such as document management, office software proficiency, and communication techniques, training can become more relevant and beneficial to their daily tasks.
5. Regularly Evaluate Training Programs Organizations should regularly assess the effectiveness of their training programs by soliciting feedback from participants. Surveys or interviews with secretaries can provide valuable insights into areas where the training can be improved or expanded, ensuring that it continues to meet the needs of the workforce.
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QUESTIONNAIRE
1. Training and development enhance the performance of secretaries.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
2. Training and development programs help secretaries improve their skillset.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
3. Training and development programs increase secretaries' job satisfaction.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
4. Training and development enhance the administrative skills of secretaries.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
5. Training programs help secretaries adapt to changing work environments.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
6. Training and development increase secretaries' efficiency.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
7. Training and development programs improve decision-making abilities of secretaries.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
8. Training and development programs help secretaries improve their interpersonal skills.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
9. Training programs lead to better conflict resolution skills for secretaries.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
10. Training and development help secretaries manage their workload more effectively.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
11. Training and development help secretaries communicate effectively with other employees.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
12. Training and development improve the ability of secretaries to handle stress.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
13. Training and development programs enhance secretaries' time management skills.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
14. Training and development help secretaries manage confidential information effectively.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
15. Training and development improve the leadership skills of secretaries.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
16. Training and development programs make secretaries more proactive in their roles.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
17. Training and development improve secretaries' organizational skills.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
18. Training and development programs help secretaries in career advancement.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
19. Training and development programs improve secretaries' ability to prioritize tasks.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
20. Training and development programs increase job security for secretaries.
 (a) Strongly Agree ( )  (b) Agree ( )  (c) Disagree ( )  (d) Strongly Disagree ( )
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