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ABSTRACT
This research explores the impact of office automation on the performance and productivity of secretaries within organizations. The advent of modern technology has significantly transformed office operations, particularly in administrative roles, where secretaries play a crucial part. The study examines how the integration of office automation tools—such as word processing software, scheduling applications, and communication platforms—has influenced the efficiency, accuracy, and workload management of secretaries. By analyzing data collected from various organizations, the research highlights improvements in time management, task execution, and communication efficiency, which have led to enhanced overall productivity. However, the study also identifies challenges such as the need for constant upskilling and the potential for job displacement in the face of increasing automation. Through interviews, surveys, and a review of existing literature, the research offers a balanced perspective on how automation is reshaping the secretary role, emphasizing both the positive outcomes and the obstacles that must be navigated. The findings suggest that while automation enhances productivity and performance, it also calls for careful adaptation to ensure job security and continued professional growth in administrative positions.
Keywords: Office automation, secretary performance, productivity, organizational efficiency, administrative technology
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
The growing integration of office automation into organizational operations has been one of the most significant developments in the workplace in recent decades. Office automation refers to the use of technology, such as software tools, systems, and hardware, to perform routine tasks typically carried out by administrative staff. These technologies include word processors, electronic mail systems, calendar scheduling software, and document management systems. For secretaries—who have traditionally been responsible for administrative functions such as correspondence, scheduling, and clerical duties—automation offers the potential for considerable improvements in productivity and performance (Torkzadeh & Dhillon, 2015).
The evolution of office automation has drastically altered the nature of administrative work, particularly for secretaries. The implementation of automated systems has provided secretaries with the ability to streamline processes that were once time-consuming, resulting in significant improvements in efficiency and productivity. For instance, document management systems and electronic filing solutions now enable secretaries to organize, store, and retrieve documents with ease and speed, reducing the likelihood of human error and enhancing workflow (Collins & Hussey, 2014). The integration of scheduling software further alleviates administrative burdens by automating meeting coordination, appointment scheduling, and reminders. This automation reduces scheduling conflicts and optimizes time management, allowing secretaries to allocate more attention to higher-priority tasks and more strategic responsibilities within the organization (Wilson & Smit, 2018).
In addition to traditional office automation tools, advancements in cloud computing, artificial intelligence (AI), and data analytics have brought about transformative changes to secretarial duties. With cloud-based platforms, secretaries now have access to real-time information across departments, enabling them to coordinate communication and manage collaborative projects more efficiently (Sanderson, 2017). AI-powered tools, such as virtual assistants, are capable of managing emails, filtering messages, and even generating preliminary responses to routine inquiries, further freeing up time for secretaries to focus on complex problem-solving and creative tasks (Dery & Sebastian, 2016). Additionally, data analytics tools enable secretaries to quickly analyze large datasets, track trends, and generate reports, making it easier to support decision-making processes at higher organizational levels (Torkzadeh & Dhillon, 2015).
These technological advances have had a profound effect on the secretarial role by transforming it from a task-oriented position to a more strategic and knowledge-based role. Secretaries are no longer confined to performing repetitive administrative functions but are now able to take on responsibilities that require more critical thinking and decision-making skills (Collins & Hussey, 2014). While automation has greatly enhanced productivity, it also necessitates a continuous investment in skill development to keep up with technological innovations and ensure that secretaries remain effective contributors to organizational success (Wilson & Smit, 2018).
However, the introduction of office automation technologies has not come without its challenges. One of the primary issues faced by secretaries is the continuous need for skill development to keep up with rapidly evolving technologies. As automation tools such as artificial intelligence, machine learning, and advanced data analytics become more integrated into daily tasks, secretaries are required to continually upgrade their technical expertise to remain effective in their roles (Wilson & Smit, 2018). This ongoing requirement for skill enhancement places pressure on administrative professionals to stay competitive in an increasingly technology-driven job market. Additionally, organizations often require secretaries to master multiple software applications simultaneously, which can be overwhelming and stressful, particularly for those who are not adept with new technology (Sanderson, 2017).
Another significant concern is the potential for job displacement. As automation becomes more sophisticated, many of the tasks traditionally performed by secretaries—such as scheduling, email filtering, and document preparation—are now being handled by automated systems and artificial intelligence programs. While this increases productivity, it also raises questions about the future of the secretarial profession. Research by Dery and Sebastian (2016) highlights that as automation technologies reduce the need for manual administrative work, secretaries may face job insecurity, particularly in organizations where technological adoption is aggressive. This disruption could lead to the erosion of traditional secretarial roles, especially in businesses that heavily rely on automation.
1.2 Statement of the Problem
The rapid advancement of office automation technologies has led to profound changes in the way administrative tasks are performed across various organizations. Secretaries, who have traditionally been responsible for administrative duties such as scheduling, document management, correspondence, and communication coordination, are directly impacted by these technological changes. While office automation tools like word processors, scheduling software, and email management systems have contributed to improved efficiency and reduced the burden of routine tasks, their introduction has also raised questions regarding their effects on the performance and productivity of secretaries.
On the one hand, automation has the potential to enhance productivity by streamlining mundane administrative tasks, allowing secretaries to focus on more strategic activities (Torkzadeh & Dhillon, 2015). On the other hand, there are concerns regarding the impact of these technologies on the role of the secretary. Automation may reduce the need for human intervention in certain tasks, raising the possibility of job displacement and reducing opportunities for secretaries to engage in traditional administrative work (Dery & Sebastian, 2016). Furthermore, the shift towards automation demands that secretaries continuously upgrade their skills to stay relevant in an increasingly tech-driven environment, leading to added pressure and stress (Wilson & Smit, 2018).
1.3 Objectives of the Study
The primary objective of this study is to investigate the impact of office automation on the performance and productivity of secretaries within organizations. Specifically, the study seeks to:
1. Assess the effect of office automation on the efficiency and effectiveness of secretaries' performance
2. Examine the relationship between office automation and the productivity of secretaries
3. Identify the challenges associated with the implementation of office automation for secretaries
4. Evaluate the potential for job displacement or role transformation due to the increasing use of office automation
5. Explore strategies for effectively integrating office automation into secretarial work to enhance performance and job satisfaction
1.4 Research Questions
This research was on the impact of office automation on the performance and productivity of secretaries within organizations. To guide the investigation, the following research questions have been formulated:
1. What is the effect of office automation on the efficiency and effectiveness of secretaries' performance
2. What is the relationship between office automation and the productivity of secretaries in the workplace?
3. What challenges do secretaries face in adapting to the use of office automation tools?
4. To what extent does the increasing reliance on office automation technologies pose a risk of job displacement or role transformation for secretaries?
5. What strategies can organizations implement to effectively integrate and ensure that office automation enhances the productivity and job satisfaction of secretaries?
1.5 Significance of the Study
The significance of this study lies in its potential to provide valuable insights into the evolving role of secretaries in the context of impact of office automation on their performances and productivity. As organizations increasingly adopt office automation technologies, understanding their impact on secretaries' performance and productivity becomes essential for both business leaders and administrative professionals. By examining how office automation influences secretarial work, this study can guide organizations in making informed decisions regarding the integration of new technologies into their operations. Specifically, the findings will help organizations better understand how automation can be leveraged to enhance the efficiency of administrative processes, reduce the burden of routine tasks, and enable secretaries to focus on higher-level responsibilities.
This research is also significant in terms of its contribution to the professional development of secretaries. With the ongoing advancements in automation, it is crucial to assess how these changes affect secretaries' skills, job satisfaction, and overall career trajectory. By identifying the challenges secretaries face, such as the need for continuous upskilling or the potential for job displacement, the study will provide insights into the broader implications of office automation on job security and long-term career sustainability. Furthermore, the study can contribute to the development of strategies that help organizations ensure that automation benefits secretaries by enhancing their roles rather than diminishing their professional value.
1.6 Delimitation of the Study
This study focused specifically on the impact of office automation on secretaries' performance and productivity in organizations. It is delimited to secretarial roles in organizations that have already implemented or are in the process of adopting office automation technologies. The research will not cover industries where office automation was minimal or non-existence, such as small-scale or manual labor-intensive organizations. Additionally, this study concentrates on secretarial positions and does not include other administrative roles that may also experience the effects of automation, such as office managers or executive assistants.
The scope of the study is further narrowed to examining only the perceived impacts of automation on performance and productivity, excluding other factors such as organizational culture or external economic influences that might also play a role in secretarial work. Moreover, the study will be limited to quantitative data gathered through surveys from secretaries working in organizations within Ilorin township area or industry, meaning the findings may not be universally applicable across all sectors or regions.
1.7 Limitation of the Study
This study has several limitations that may affect the generalizability and depth of its findings. First, the research focused solely on secretarial roles within organizations that have adopted office automation technologies, potentially excluding organizations where automation has not yet been implemented. As a result, the findings may not be applicable to industries or companies that are in the early stages of automation or those that operate without significant technological tools.
Additionally, the study relied on self-reported data gathered from surveys with secretaries, which may introduce biases such as social desirability bias or inaccurate self-assessments. The perceptions and experiences of secretaries in different organizations may vary, and these individual differences may limit the consistency of responses.
The geographical scope of the study may also limit its applicability. The study was confined to Ilorin areas, making it difficult to generalize the results to other regions or industries that may be affected differently by office automation.


CHAPTER TWO
LITERATURE REVIEW
This chapter reviews existing literature on the impact of office automation on secretaries' performance and productivity. It examines how automation technologies influence secretarial tasks, job satisfaction, and productivity, while also addressing challenges such as skill development and job displacement. The chapter also explores strategies organizations can use to effectively integrate automation, ensuring that secretaries adapt to technological changes while maximizing efficiency. Therefore, the review will focus on the underlisted sub titles.
2.1 Introduction
2.2 Office Automation: Definition and Scope
2.3 The Impact of Office Automation on Secretary Performance
2.4 Productivity Gains through Office Automation
2.5 Job Satisfaction and Office Automation
2.6 Challenges of Office Automation for Secretaries

2.1 Introduction
The introduction of office automation technologies has fundamentally transformed administrative roles, particularly the role of secretaries, in organizations worldwide. Office automation, which refers to the use of digital tools and systems to perform tasks traditionally carried out manually, has reshaped the structure of secretarial work, allowing for increased efficiency and productivity. Technologies such as email, scheduling software, document management systems, and virtual assistants have drastically altered how secretaries execute their duties (Baines & Topping, 2020). These developments have raised questions regarding the balance between technological advancements and the human element in administrative functions. As organizations continue to adopt automation tools, the effect on secretarial performance, job satisfaction, and productivity is of significant interest (Carson & Walker, 2018).
Automation has provided numerous benefits, particularly in terms of productivity. Studies show that the automation of routine tasks, such as scheduling, data entry, and document preparation, has significantly reduced the burden of repetitive administrative duties for secretaries, enabling them to focus on more complex, high-value tasks (Harris & Marks, 2020). This shift has led to a notable increase in work efficiency, allowing secretaries to handle a higher volume of tasks simultaneously and with greater precision (Chen & Zhao, 2018). By automating routine workflows, secretaries can allocate more time to activities that contribute directly to organizational strategy, such as coordinating projects, managing executive communications, and participating in decision-making processes (Nguyen & Melton, 2022).
For instance, advanced software tools that integrate communication platforms, document storage, and workflow management systems have streamlined daily operations, making it easier for secretaries to access and share information rapidly. These tools not only save time but also reduce the likelihood of human error, leading to more accurate and reliable outputs (Wells & Anderson, 2021). This technological integration has been particularly beneficial in environments where fast-paced, multi-tasking capabilities are crucial, as automation allows secretaries to perform various functions more efficiently without sacrificing quality (Robinson & Thomas, 2020).
Furthermore, automation has not only enhanced individual productivity but has also positively impacted the broader organizational team. By reducing the time spent on routine tasks, secretaries are able to provide more timely and accurate support to other departments, facilitating smoother collaboration and faster decision-making processes. Studies indicate that organizations that adopt automation tools see a significant improvement in overall workflow, with results delivered more swiftly and accurately, benefiting the organization as a whole (Keller & D'Souza, 2019; Taylor & Harris, 2022). This enhanced productivity contributes to the organization’s ability to meet deadlines and respond to customer needs more effectively, thus positioning the organization for competitive advantage in its industry (Baines & Topping, 2020).
Moreover, automation tools also facilitate communication within organizations by providing centralized systems for managing tasks, assignments, and deadlines. Secretaries can leverage these tools to improve coordination between departments, enhancing transparency and reducing the chances of miscommunication (Brockmann et al., 2021). These improvements in internal processes have helped secretaries play an increasingly integral role in managing the flow of information across organizations, ensuring that communication is efficient and timely.
However, despite these benefits, office automation also presents challenges, particularly concerning job displacement and the evolution of skill sets. As automation technologies advance, many routine secretarial tasks, such as manual note-taking, paper filing, and basic word processing, are increasingly being handled by software or artificial intelligence (AI), leading to concerns about the long-term viability of certain administrative roles (Hodges, 2020). Research indicates that as more functions become automated, secretaries may find themselves displaced by technologies that can execute tasks with greater speed, accuracy, and at a lower cost (Taylor & Harris, 2022). For example, AI-driven applications such as speech-to-text software and automated scheduling tools can perform tasks traditionally managed by secretaries, making the need for human involvement less critical in these areas (Jenkins & Peterson, 2019). As a result, there are growing concerns about job security within the secretarial profession, as automation technologies continue to evolve and become more capable.
The impact of automation on job displacement is particularly evident in industries that rely heavily on routine administrative support, where roles are highly susceptible to being replaced by technology. While automation has led to increased productivity, it has also raised important questions about the future of administrative roles and the balance between technology and human labor (Brockmann et al., 2021). In some cases, organizations have reduced the number of secretarial positions or redefined them to focus on tasks that cannot easily be automated, such as customer relationship management or strategic planning support (Robinson & Thomas, 2020). This trend has led to a growing sense of uncertainty among secretaries regarding their professional future.
Moreover, research has highlighted the challenges that secretaries face in adapting to these new tools. The rapid pace of technological advancement often outstrips the speed at which the workforce can develop the necessary skills, leaving some secretaries ill-equipped to manage the demands of a highly automated environment (Brockmann et al., 2021). As automation tools become more complex, secretaries must adapt by acquiring new competencies in IT management, data analysis, software troubleshooting, and even cybersecurity (Patel & Goldberg, 2023). This shift requires ongoing training and upskilling, which can be a significant challenge for those who may not have access to sufficient resources or time for professional development (Harris & Marks, 2020).
Furthermore, some secretaries may experience stress and frustration when attempting to keep up with these technological changes. A study by Fitzpatrick (2021) found that job satisfaction among secretaries can decrease when organizations fail to provide adequate training or fail to update skill development programs in response to technological shifts. The pressure to continually learn new software and systems can lead to burnout, particularly for those in senior positions who may have been in the role for many years (Roberts & Griffith, 2022). Additionally, the constant evolution of office automation tools can create a sense of instability, as secretaries must constantly learn new systems and adapt to frequently changing software platforms (Nguyen & Melton, 2022).
As a result, there is a growing need for organizations to invest in training and development programs to support secretaries through this transition. Successful adaptation to office automation requires not only technical training but also the cultivation of skills that cannot easily be replicated by machines, such as emotional intelligence, communication, and critical thinking (Jenkins & Peterson, 2019). Organizations must also ensure that their staff feel supported in the process, fostering a culture of continuous learning and providing opportunities for career advancement as the role of secretaries evolves.
Moreover, automation has implications for job satisfaction, with both positive and negative outcomes. On one hand, automation reduces the burden of mundane, repetitive tasks, leading to increased job satisfaction for many secretaries, as they can engage in more intellectually stimulating work and exercise greater creativity (Fitzpatrick, 2021). On the other hand, the constant need for adaptation to new technologies can result in stress and frustration. Secretaries who are not provided with adequate training or support may struggle to keep up with the changing demands of their job, leading to burnout and decreased job satisfaction (Roberts & Griffith, 2022). Additionally, some secretaries feel that their role has become more fragmented, as the increasing reliance on technology shifts their job focus away from traditional administrative duties (Jensen et al., 2019).
2.2 Office Automation: Definition and Scope
Office automation refers to the integration and use of technology to perform administrative tasks that were traditionally carried out manually by office staff. It encompasses a wide range of software and hardware tools designed to streamline administrative functions and enhance overall workplace efficiency. Key technologies in office automation include word processors, spreadsheets, scheduling software, email management systems, document management tools, and artificial intelligence (AI) applications, each aimed at reducing the time and effort spent on routine administrative tasks (Collins & Hussey, 2014). These technologies not only improve the speed and accuracy of tasks, but also enable administrative personnel to focus on higher-level responsibilities that require more creativity and critical thinking (Nguyen & Melton, 2022).
Automation has become particularly valuable in environments where large volumes of work are handled daily. By automating routine tasks such as scheduling meetings, processing documents, and handling emails, secretaries can significantly increase their productivity and reduce the likelihood of human error (Torkzadeh & Dhillon, 2015). Technologies such as cloud-based document storage and collaboration tools, for example, allow secretaries to quickly retrieve and share information, ensuring smoother communication and quicker decision-making processes (Baines & Topping, 2020). Moreover, the integration of AI into office automation has allowed for advanced features such as predictive scheduling, voice recognition, and smart document management, which further reduce the administrative burden on office staff (Robinson & Thomas, 2020).
The scope of office automation extends beyond merely automating routine tasks. It also includes the transformation of the role of secretaries and other administrative professionals within organizations. As automation tools take over traditional administrative functions such as scheduling, data entry, and document processing, secretaries are now able to focus on higher-value tasks that involve strategic planning, communication, and leadership (Collins & Hussey, 2014). One key aspect of this transformation is the management of executive workflows. Secretaries increasingly play a central role in overseeing the flow of information within an organization, ensuring that executives and other stakeholders receive timely and relevant updates, while simultaneously managing priorities and deadlines (Baines & Topping, 2020). This shift enables secretaries to function as essential players in the decision-making process, rather than just support staff (Robinson & Thomas, 2020).
Automation also allows secretaries to coordinate cross-departmental communication more effectively, ensuring that teams work collaboratively and that critical information is shared across the organization (Nguyen & Melton, 2022). With the integration of automation tools such as collaborative platforms, real-time messaging systems, and shared document repositories, secretaries can bridge gaps between departments, facilitating smoother communication and enhancing overall organizational coherence (Jenkins & Peterson, 2019). These advancements make secretaries indispensable to fostering interdepartmental cooperation, which is crucial for executing projects that require input from various teams or departments.
Furthermore, as automation tools manage routine administrative tasks, secretaries are now being called upon to support more complex decision-making processes. With automation systems offering data-driven insights, secretaries are empowered to provide executives with relevant information, trends, and analysis that inform strategic decisions (Torkzadeh & Dhillon, 2015). For example, by using automated systems to monitor key performance indicators (KPIs) or tracking project milestones, secretaries can proactively alert executives to potential issues or opportunities (Patel & Goldberg, 2023). In this way, they become more closely integrated into the executive decision-making process, contributing to the development of long-term strategies and organizational goals.
The evolving nature of secretarial roles, enabled by office automation, highlights the growing importance of secretaries within organizational hierarchies. No longer relegated to merely supporting administrative functions, secretaries are now key facilitators of digital workflows and technological management (Jenkins & Peterson, 2019). As organizations continue to invest in automation technologies, secretaries are increasingly tasked with managing digital transformation processes, overseeing the adoption of new software, and ensuring the efficient integration of automated tools into daily operations (Robinson & Thomas, 2020). This expanded role positions secretaries as essential agents of change, capable of driving efficiency and innovation across the organization.
Furthermore, office automation has enabled organizations to optimize their administrative functions on a larger scale, improving the overall efficiency of teams and departments. For instance, the integration of task management software allows secretaries to monitor and track multiple ongoing projects, assign responsibilities, and ensure that deadlines are met with minimal effort (Harris & Marks, 2020). Additionally, automation helps reduce administrative costs by eliminating the need for excessive manual labor and minimizing the risk of errors that can lead to costly mistakes (Taylor & Harris, 2022).
Additionally, office automation tools like customer relationship management (CRM) systems and enterprise resource planning (ERP) software provide secretaries with the ability to gather and analyze real-time data from various departments within an organization. These tools allow secretaries to access information related to customer interactions, sales trends, inventory management, and financial reports, which they can use to make more informed decisions (Harris & Marks, 2020). By synthesizing and interpreting this data, secretaries can offer valuable insights to executives, improving operational efficiency and facilitating data-driven decision-making processes (Patel & Goldberg, 2023). The real-time access to data through CRM and ERP systems also enables secretaries to monitor ongoing projects, track team performance, and identify potential issues before they escalate, which further enhances their strategic role within the organization (Robinson & Thomas, 2020).
The integration of these tools has enabled secretaries to step into roles traditionally reserved for higher-level professionals, such as data analysis, forecasting, and business intelligence (Patel & Goldberg, 2023). For example, secretaries can now generate reports that analyze customer behavior, track key performance indicators (KPIs), and forecast market trends, all of which are crucial for business planning and strategy development (Keller & D'Souza, 2019). As a result, secretaries are no longer limited to performing administrative tasks; they are becoming integral to organizational decision-making by providing essential data and insights that influence strategic directions. This shift in responsibility highlights the growing importance of administrative professionals in the overall business strategy (Brockmann et al., 2021).
2.3 The Impact of Office Automation on Secretary Performance
Office automation has a profound impact on the performance of secretaries, enabling them to move beyond routine tasks and focus on more complex, decision-oriented responsibilities. By automating repetitive and time-consuming activities such as document formatting, appointment scheduling, and email sorting, secretaries are able to dedicate more time and cognitive resources to tasks that require critical thinking, creativity, and strategic decision-making (Wilson & Smit, 2018). For example, with the use of automated scheduling tools, secretaries can more efficiently coordinate meetings and appointments, reducing scheduling conflicts and ensuring that executives' calendars are managed seamlessly (Brockmann et al., 2021). Similarly, email management systems, which automatically categorize, prioritize, and flag important emails, free up time for secretaries to focus on higher-priority tasks, such as drafting important communications or organizing team workflows (Harris & Marks, 2020).
Research by Sanderson (2017) supports the idea that the introduction of office automation has led to notable improvements in secretary performance. In organizations that have adopted advanced automation tools, secretaries reported a significant increase in job performance, especially in areas such as document management, communication coordination, and workflow optimization. Sanderson (2017) noted that secretaries could spend less time on manual tasks and more time on value-added activities, such as managing projects, liaising with different departments, and supporting executive decision-making processes. These improvements in efficiency not only enhance individual performance but also contribute to the overall productivity of the organization (Baines & Topping, 2020).
Furthermore, automated systems can improve accuracy, reducing the likelihood of human error in administrative tasks. For instance, automated document management systems reduce the chance of mistakes in filing, retrieving, or sharing documents, ensuring that critical information is organized and accessible in real-time (Patel & Goldberg, 2023). This increased accuracy is especially crucial in environments where time-sensitive decisions and precise information are critical for business operations. As a result, secretaries can be more confident in their work, knowing that the tools they use ensure greater reliability and consistency (Keller & D'Souza, 2019).
The integration of automation has also improved the speed at which secretaries can complete their tasks. As automation tools take over routine functions, secretaries are able to process a larger volume of work in a shorter amount of time. This increase in speed not only enhances the individual secretary's productivity but also improves the efficiency of the entire team (Robinson & Thomas, 2020). Automated systems that integrate various aspects of administrative work, such as communication tools, document storage, and scheduling, help secretaries coordinate tasks more effectively and streamline communication channels within the organization (Torkzadeh & Dhillon, 2015).
In addition, the impact of office automation on the performance of secretaries extends beyond the operational improvements. One of the significant advantages is the enhancement of time management and organizational capabilities. Automation tools streamline workflows by prioritizing tasks based on urgency or importance, allowing secretaries to manage their time more effectively. For instance, automated systems can sort emails by priority, allocate time for meetings, and schedule reminders for upcoming tasks, reducing the risk of missing important deadlines (Harris & Marks, 2020). This improvement in time management not only helps secretaries stay organized but also ensures that executives and other team members are consistently supported in their roles, contributing to a more efficient overall workflow (Wilson & Smit, 2018).
Moreover, automation tools enable secretaries to manage increasingly complex tasks that were once the domain of higher-level managers. For example, secretaries can now utilize data analytics software to generate reports, analyze performance metrics, and track project timelines, offering insights into business performance and project progress (Patel & Goldberg, 2023). This shift towards data-driven decision-making empowers secretaries to not only support organizational activities but also engage more actively in strategic planning and performance management. The ability to analyze and interpret data allows secretaries to provide valuable input into decision-making processes, which was traditionally a role reserved for senior leadership (Robinson & Thomas, 2020).
In addition, research by Brockmann et al. (2021) highlighted that secretaries' ability to manage digital communications has become significantly more efficient as a result of automation. Tools that automatically sort, categorize, and prioritize emails, for example, allow secretaries to focus their attention on responding to critical communications and managing real-time information, reducing the time spent on manual sorting and tracking of emails. These email management systems use sophisticated algorithms to identify high-priority messages and ensure that important correspondence is promptly addressed, while less urgent messages can be deferred or handled by automated responses (Brockmann et al., 2021). This advancement not only saves time but also ensures that secretaries are working in a more organized manner, freeing them from repetitive tasks and allowing them to concentrate on more complex responsibilities (Wilson & Smit, 2018).
The automation of digital communications enhances overall communication efficiency, which is essential for maintaining smooth operations within the workplace (Jenkins & Peterson, 2019). Automated systems ensure that communication is more timely and accurate by reducing human error and accelerating response times. For example, automated reminders and notifications help secretaries stay on top of urgent tasks and ensure that no critical messages are overlooked (Harris & Marks, 2020). Furthermore, automated email management systems enable secretaries to track the status of messages, follow up on pending communications, and escalate important issues as needed, contributing to a more responsive and proactive work environment (Patel & Goldberg, 2023).
[bookmark: _Hlk191026955]2.4 Productivity Gains through Office Automation
The integration of office automation tools has brought about substantial productivity gains, particularly in the context of secretarial work within organizations. As the backbone of administrative support, secretaries have experienced significant improvements in their ability to manage time, tasks, and communication through automation, ultimately leading to enhanced performance and overall organizational efficiency. Office automation tools, such as scheduling software, document management systems, and communication platforms, have allowed secretaries to reduce the time spent on repetitive and administrative tasks, increasing their capacity to handle more complex and higher-value activities (Harris & Marks, 2020).
A key area where productivity gains are most evident is in the automation of routine administrative tasks. Tasks that previously required significant time and effort—such as managing appointments, drafting emails, and formatting documents—are now handled more efficiently through automated systems. For example, calendar management tools can automatically schedule meetings, send reminders, and resolve scheduling conflicts without the need for manual intervention. This results in time savings, which secretaries can redirect towards higher-level tasks, such as supporting project coordination, conducting research, or assisting in decision-making (Wilson & Smit, 2018). As a result, secretaries are able to manage more tasks simultaneously, improving both their individual productivity and the efficiency of the wider team (Torkzadeh & Dhillon, 2015).
Moreover, automation of document management has had a profound impact on secretarial productivity. Tools that automate document creation, revision tracking, and storage allow secretaries to quickly produce high-quality documents without needing to focus on the intricacies of formatting and layout (Patel & Goldberg, 2023). These tools also streamline the approval process by allowing easy sharing and real-time collaboration, reducing the back-and-forth traditionally associated with document preparation. By decreasing the manual effort required for document handling, secretaries are able to devote more attention to tasks that require critical thinking and problem-solving, thus enhancing their performance and increasing their value within the organization (Robinson & Thomas, 2020).
Automation also enhances communication efficiency, which is another critical factor in improving secretarial productivity. Email management systems, for example, can filter, categorize, and prioritize incoming emails, ensuring that secretaries can focus on high-priority communications while automated systems handle the rest (Brockmann et al., 2021). Automated communication tools allow for more immediate and accurate responses, helping secretaries maintain consistent, professional communication with colleagues, clients, and vendors. The result is a smoother workflow across the organization, which enables faster decision-making and problem resolution. This improved communication efficiency not only boosts secretarial productivity but also positively impacts the entire organization, as critical information is delivered to the right individuals in a timely manner (Jenkins & Peterson, 2019).
The impact of automation on secretarial productivity is also reflected in their ability to handle more complex tasks. As routine tasks become automated, secretaries are often tasked with managing more sophisticated processes, such as coordinating cross-departmental projects, analyzing data, and assisting with strategic decision-making. Automation tools like customer relationship management (CRM) systems and enterprise resource planning (ERP) software provide secretaries with real-time data and insights, enabling them to contribute to business operations in more meaningful ways (Harris & Marks, 2020). This shift towards more strategic roles not only enhances their job satisfaction but also improves their overall productivity by aligning their work more closely with organizational goals (Patel & Goldberg, 2023).
The broader organizational impact of office automation cannot be overlooked. As secretaries' productivity improves, the overall efficiency of the organization is also enhanced. Research by Keller and D'Souza (2019) found that automation leads to faster processing times, fewer errors, and reduced operational costs, all of which contribute to better overall organizational performance. By enabling secretaries to focus on higher-level tasks, automation ultimately allows organizations to operate more effectively, as workflows become streamlined and resource allocation is optimized.
Moreover, a significant aspect of automation is the time savings it provides. For instance, automated scheduling software helps secretaries coordinate meetings and appointments much faster, and with fewer errors. The automation of these tasks eliminates the potential for double-booking or missed appointments, which could have previously been costly for the organization. Studies show that secretaries in organizations that have adopted automated scheduling systems report higher levels of efficiency, as they spend less time on manual calendar management (Harris & Marks, 2020). Furthermore, automated email sorting and prioritization tools help secretaries focus on the most pressing communications, which enhances their responsiveness and productivity (Wilson & Smit, 2018).


2.5 Job Satisfaction and Office Automation
Job satisfaction is a critical factor when discussing the impact of office automation on secretarial roles. While automation undeniably improves performance and productivity, its effects on job satisfaction can be complex, depending on how it is implemented and perceived by employees. Studies suggest that automation can have both positive and negative effects on job satisfaction, and much of this depends on factors such as employee involvement in the automation process, the degree of task redefinition, and the support provided to employees during transitions (Collins & Hussey, 2014).
On the positive side, automation offers secretaries the opportunity to reduce the time spent on mundane, repetitive tasks such as scheduling meetings, processing paperwork, and answering routine inquiries. By automating these tasks, secretaries can shift their focus to more intellectually stimulating and rewarding activities that require higher-level problem-solving, creativity, and decision-making. For example, secretaries can engage in project management, executive support, and strategic tasks that contribute directly to the success of the organization. According to Patel and Goldberg (2023), the increased focus on higher-value work can lead to a greater sense of achievement, as secretaries feel that they are making more significant contributions to the organization, which in turn boosts their job satisfaction.
Furthermore, when secretaries are provided with adequate training and support to use automation tools effectively, they are more likely to feel confident in their roles. As noted by Sanderson (2017), job satisfaction improves when secretaries are empowered by technology rather than overwhelmed by it. Automation allows secretaries to perform their duties more efficiently, reducing the cognitive load associated with manual tasks and enhancing their overall work experience. This ability to accomplish tasks more quickly and with fewer errors helps to mitigate stress and provides secretaries with more time to focus on professional development and career progression (Jenkins & Peterson, 2019). The satisfaction gained from mastering new technologies and acquiring new skills can significantly enhance the overall work experience, leading to higher engagement levels and increased job satisfaction (Torkzadeh & Dhillon, 2015).
However, the introduction of automation may also lead to job dissatisfaction if not carefully managed. One of the primary concerns among secretaries is the fear that automation will make their roles obsolete or lead to job displacement (Dery & Sebastian, 2016). As automation increasingly handles tasks traditionally performed by secretaries, some employees may worry that their positions are at risk. This fear can lead to feelings of insecurity, as secretaries may perceive technology as a threat to their job stability. This concern is particularly prominent among employees who have not been adequately trained to adapt to new technologies or who feel that automation is being implemented without their input (Brockmann et al., 2021). In some cases, secretaries may feel that the introduction of automation undermines their professional identity, as they transition from performing a wide variety of administrative tasks to focusing on more specialized or less traditional duties (Robinson & Thomas, 2020).
Research also suggests that the perceived loss of control over their work processes can contribute to job dissatisfaction among secretaries. If automation is introduced abruptly or without clear communication, secretaries may feel alienated from the decision-making processes that affect their roles (Dery & Sebastian, 2016). This lack of transparency can result in a sense of disempowerment, which diminishes the positive impact that automation could have on their job satisfaction. Effective communication from management, combined with opportunities for training and involvement in the automation process, is essential to mitigating these concerns and ensuring that employees feel more in control and valued in the workplace (Collins & Hussey, 2014).
Moreover, the implementation of automation must be accompanied by a shift in how organizations view the role of secretaries. As secretaries are tasked with new, more strategic responsibilities, their contributions to the organization must be recognized and appropriately rewarded (Patel & Goldberg, 2023). When secretaries are engaged in meaningful work that aligns with their career goals, and when their evolving roles are valued, they are more likely to experience a sense of purpose and job satisfaction.
Moreover, as secretaries take on more sophisticated responsibilities, such as data analysis, digital communication management, and workflow coordination, they may feel more integrated into decision-making processes and organizational growth. Research by Sanderson (2017) suggests that secretaries who engage in higher-level tasks as a result of office automation are more likely to report increased job satisfaction. This is particularly the case when automation frees them from repetitive tasks, allowing them to focus on areas such as strategic communication, executive support, and data-driven decision-making. As a result, secretaries can develop new competencies and enhance their professional growth, leading to greater job fulfillment and increased engagement in organizational goals (Robinson & Thomas, 2020).
Studies have shown that when secretaries are equipped with the tools and training to adapt to new technologies, they feel more competent and confident in their roles. For example, secretaries who work with advanced digital communication tools, data analysis software, or project management platforms are able to enhance their contributions to their organizations in a meaningful way (Torkzadeh & Dhillon, 2015). The ability to analyze data, manage complex workflows, and contribute to strategic decision-making helps secretaries feel more integrated into the core functions of the organization, enhancing their sense of purpose in their work. This shift towards higher-level responsibilities is not only personally fulfilling but also boosts their perception of their own value within the organization, which directly contributes to increased job satisfaction (Patel & Goldberg, 2023).
Moreover, automation can lead to increased collaboration with other departments, creating opportunities for secretaries to develop relationships with executives, managers, and colleagues from different functions. This collaborative environment not only fosters a sense of belonging but also gives secretaries a more comprehensive understanding of the organization's overall strategy and operations, further reinforcing their role as essential contributors to the organization's success (Harris & Marks, 2020). As secretaries are given the tools to contribute more directly to organizational outcomes, they feel a greater sense of ownership in the workplace, which can be highly motivating and lead to sustained job satisfaction (Jenkins & Peterson, 2019).
In addition, secretaries who are actively involved in the implementation and management of automation systems are likely to have a higher sense of control over their work. The sense of autonomy and empowerment that comes with being part of the decision-making process can further enhance job satisfaction. Research by Dery and Sebastian (2016) has shown that when employees have control over how new technologies are applied in their work, they are more likely to embrace those changes and feel positively about their roles. This is especially true when secretaries are provided with opportunities for ongoing training, which helps them stay up to date with technological advancements and ensures they remain relevant in the evolving work environment (Brockmann et al., 2021).
However, when automation is introduced poorly or without adequate communication, it can lead to frustration and job dissatisfaction. The uncertainty associated with automation, particularly regarding potential job losses, can cause employees to feel threatened and insecure in their roles (Dery & Sebastian, 2016). For example, when secretaries are not adequately trained or when automation is viewed as a cost-cutting measure, they may perceive the technology as a tool for replacing them rather than enhancing their productivity. Such perceptions can create an atmosphere of anxiety and mistrust, leading to disengagement and decreased morale (Wilson & Smit, 2018). As automation progressively handles more tasks, secretaries might worry about the reduction of their job scope or the devaluation of their skills, especially if their role becomes narrowly focused on managing technology rather than performing a broad range of administrative functions (Jenkins & Peterson, 2019).
Additionally, the rapid pace at which automation technologies are being integrated into workplaces can result in skill gaps. Secretaries who struggle to learn and adapt to new systems may experience frustration, which can directly impact their job satisfaction. Brockmann et al. (2021) suggest that secretaries who do not receive the necessary support in terms of training and skill enhancement may feel overwhelmed and less confident in using new tools, leading to decreased job satisfaction. This is particularly true when new systems are implemented without considering employees' needs for gradual integration or when organizations fail to offer continuous upskilling opportunities (Patel & Goldberg, 2023).
Job satisfaction is also heavily influenced by how organizations communicate the purpose of automation. Clear communication from management regarding the benefits of automation, as well as its intended impact on the roles of secretaries, is crucial. According to research by Dery and Sebastian (2016), when employees understand that automation is intended to support and enhance their roles rather than replace them, they are more likely to embrace it positively. Furthermore, management should involve secretaries in the planning and implementation of automation systems, allowing them to voice concerns, provide feedback, and participate in shaping how automation is used in their workflows. This sense of involvement in the decision-making process can foster a sense of ownership and job satisfaction (Collins & Hussey, 2014).


2.6 Challenges of Office Automation for Secretaries
Despite the numerous advantages of office automation, secretaries face several significant challenges in adapting to and integrating new technologies into their daily work. One of the primary hurdles is the continuous need for skill development to stay current with evolving tools and systems. As office automation technologies advance rapidly, secretaries are required to acquire new technical competencies and adapt to new software applications, which can be daunting for those who may not have a strong background in technology (Wilson & Smit, 2018). Research has shown that this constant learning curve can cause stress, particularly for employees who may feel overwhelmed by the pace of technological change (Brockmann et al., 2021). Secretaries who are not as tech-savvy may struggle to keep up with the complexity of new systems, resulting in feelings of inadequacy and frustration. This challenge is particularly pronounced in organizations that introduce automation systems without providing adequate training or support (Patel & Goldberg, 2023).
Furthermore, the fear of being replaced by technology is another significant challenge. Some secretaries may perceive automation as a threat to their job security, particularly when certain administrative tasks—such as document preparation, scheduling, or email management—are increasingly handled by automated systems or artificial intelligence (AI) tools (Dery & Sebastian, 2016). This fear of obsolescence can lead to anxiety and resistance to adopting new systems, as secretaries may feel that their roles are being devalued or made redundant. This perception can negatively impact job motivation and overall satisfaction, as secretaries may feel less engaged in their work (Robinson & Thomas, 2020). When automation is not introduced in a manner that assures employees of its complementary role—rather than as a replacement for their skills—secretaries may become disengaged and demotivated, which could undermine their productivity (Harris & Marks, 2020).
In addition to the fear of job displacement, another challenge is the lack of involvement in the decision-making process regarding the implementation of automation tools. Research by Jenkins and Peterson (2019) highlights that when secretaries are not consulted or involved in the design and implementation of new technologies, they may feel disconnected from the process, leading to reluctance in using the tools. The sense of not being included in the technological transformation can reduce trust in management and diminish job satisfaction (Collins & Hussey, 2014). This issue is particularly relevant in hierarchical organizations where lower-level employees, such as secretaries, may not be given a voice in technological decisions that directly affect their work.
Moreover, automation tools can sometimes lead to job fragmentation. As automation takes over more routine tasks, secretaries may be left with a narrower scope of responsibilities, which can feel limiting or unsatisfying if these tasks are not sufficiently engaging or intellectually stimulating. While automation offers the opportunity for secretaries to focus on more strategic and complex responsibilities, there is also the risk that the tasks left behind may become monotonous or overly specialized, reducing their job satisfaction. Research by Torkzadeh and Dhillon (2015) highlights that secretaries might face dissatisfaction if their role becomes too narrow or focused on tasks that lack variety, such as managing specific administrative details or routine data entry.
This fragmentation of job roles can lead to feelings of isolation and disengagement, especially if secretaries perceive that their contributions are no longer as integral to the organization's operations as they once were (Robinson & Thomas, 2020). Furthermore, the perception of a diminished role can negatively impact motivation, as secretaries may feel their capacity to influence organizational success has been limited by automation (Dery & Sebastian, 2016). Even if the work left behind is considered necessary, it may fail to provide the intellectual challenge that many secretaries desire in their roles, leading to job dissatisfaction (Patel & Goldberg, 2023).
Additionally, automation can sometimes inadvertently create a sense of being 'reduced to a technician,' especially for secretaries who become responsible for overseeing or troubleshooting automated systems (Brockmann et al., 2021). This shift may not align with the career aspirations of those who originally joined the profession with a desire to contribute to higher-level decision-making or interpersonal communications, leading to a sense of frustration. As automation continues to streamline administrative duties, secretaries may also find themselves feeling like cogs in a machine rather than valued, strategic contributors, which can lead to decreased overall job fulfillment (Wilson & Smit, 2018).
Another challenge involves the technical difficulties and disruptions that can arise when implementing office automation tools. Even though automation is designed to streamline workflows, technical issues, system failures, or difficulties in using the new technology can cause frustration and disrupt productivity. Secretaries may find themselves spending valuable time troubleshooting problems or waiting for technical support, rather than focusing on their core tasks (Brockmann et al., 2021). This can lead to delays, inefficiencies, and a sense of helplessness when the automation tools do not function as expected. Consequently, secretaries may become frustrated with the automation process if these technical challenges are not addressed effectively.
Additionally, the integration of automation tools can sometimes lead to a sense of isolation. With more tasks being automated, secretaries may find that they have less direct interaction with colleagues or executives, which can diminish their sense of connection to the workplace (Wilson & Smit, 2018). The lack of face-to-face communication and collaboration can lead to feelings of alienation and reduced morale, as secretaries may feel sidelined or excluded from important decision-making processes.
In addition to the challenges mentioned, another significant concern for secretaries is the potential for increased workload complexity. As automation tools take over repetitive tasks, secretaries may find themselves juggling multiple advanced responsibilities at once. For example, tools that streamline email sorting or calendar scheduling might shift the focus of secretaries toward managing data, analyzing reports, or providing strategic input into business decisions (Patel & Goldberg, 2023). While these responsibilities may be more intellectually stimulating, they can also be demanding, requiring a higher level of cognitive effort and multitasking skills. Some secretaries may feel overwhelmed by the added pressure of adapting to more complex job roles, which can lead to burnout if not properly managed (Wilson & Smit, 2018). This increased workload complexity can also create stress, particularly when expectations rise faster than the individual’s ability to acquire new skills or manage the additional responsibilities (Harris & Marks, 2020).
Moreover, automation's ability to increase efficiency may inadvertently lead to more pressure on secretaries to perform at higher levels. As organizations experience productivity gains from automation, there may be higher expectations placed on secretaries to meet increased demands with the same or fewer resources (Torkzadeh & Dhillon, 2015). This expectation for greater output, combined with the ongoing need for skill development, can place secretaries in a position where they are caught between balancing technological proficiency and meeting performance goals. Research by Jenkins and Peterson (2019) suggests that these heightened expectations can sometimes result in job dissatisfaction, especially if secretaries feel their workload has expanded without corresponding support or compensation.
Additionally, the constant introduction of new technologies in the workplace may create an ongoing sense of instability and uncertainty. Secretaries may feel uneasy about the potential for future changes in their job roles as new automation tools are implemented. According to Dery and Sebastian (2016), this sense of instability can lead to resistance and frustration, particularly when the benefits of new tools are not effectively communicated by management. Clear communication and transparency about the implementation of new technologies are vital to alleviating these concerns and helping secretaries feel secure in their roles. When secretaries are left in the dark about the long-term goals of automation within their organizations, they may experience anxiety about their job security, leading to disengagement (Brockmann et al., 2021).
Furthermore, the integration of automation into office tasks can create a sense of alienation among secretaries, particularly when automation reduces face-to-face interactions with colleagues and managers. As automation systems become more prevalent, secretaries may spend more time working with software and digital platforms rather than interacting directly with people (Wilson & Smit, 2018). This shift can make secretaries feel more isolated, as they might lose the opportunity to build relationships and collaborate in the same way they did prior to automation. Research by Robinson and Thomas (2020) emphasizes the importance of maintaining a balance between automation and human interaction in order to prevent feelings of exclusion and disengagement in the workplace.







CHAPTER THREE
METHODOLOGY
This chapter is on the methodology used in this study to explore the impact of office automation on the performance and productivity of secretaries in an organization. The methodology focused on the following listed sub titles.
3.1 Instrument Used
3.2 Population of the Study
3.3 Sample and Sampling Techniques
3.4 Distribution and Collection of Data
3.5 Reliability
3.6 Validity
3.7 Method of Data Analysis
3.1 Instrument Used
For this study, a structured questionnaire was designed by the researcher as the primary data collection instrument. The questionnaire was designed to gather quantitative data from secretaries working in organizations that have implemented office automation tools.it was a Likert scale closed ended questions, addressing key areas such as the use of automation tools, the impact on job performance, productivity, job satisfaction, and perceived challenges. The questionnaire was developed based on a review of relevant literature and previous studies on office automation and its effects on administrative work (Collins & Hussey, 2014; Torkzadeh & Dhillon, 2015).
3.2 Population of the Study
The population of the study consisted of secretaries employed in medium to large organizations that have adopted office automation technologies. The organizations selected for this study primarily belong to sectors such as finance, healthcare, education, and corporate businesses, where office automation is widely implemented. The target population included secretaries with varying levels of experience and expertise in using automation tools. The total population of secretaries for the study was 216
3.3 Sample and Sampling Techniques
A simple random sampling technique was used to select participants for this study. From the identified organizations, a total of 95 secretaries were randomly chosen to participate in the study. The sample size was determined to ensure a reasonable representation of the population, providing valid insights into the impact of office automation. The sample included secretaries from different organizational levels to capture a diverse range of experiences and perspectives regarding the use of automation technologies.
3.4 Distribution and Collection of Data
The distribution and collection of data was personally conducted by the researcher distributed to the selected secretaries, in their respective organizations depending on the accessibility of the participants. Data collection took place over a period of two weeks. A follow-up reminder was sent to participants to encourage prompt responses, ensuring that a high response rate was achieved. In all 95-questionnaire distributed was returned completely. Given 100% return rate.
3.5 Reliability
Reliability refers to the consistency of the instrument used in measuring the variables under study. To ensure the reliability of the questionnaire, a pilot study was conducted with a small group of secretaries from organizations similar to those included in the main study. The feedback from the pilot study was used to refine the questionnaire, improving clarity and ensuring that the questions accurately measure the impact of office automation. The reliability of the instrument was further assessed using Cronbach’s alpha coefficient, with a value of 0.85 indicating good internal consistency (Torkzadeh & Dhillon, 2015).
3.6 Validity
The validity of the research instrument was established by experts in office management and automation technology, who reviewed the questionnaire to ensure it covered all relevant aspects of the impact of office automation on secretaries. the validity was confirmed through the alignment of the questionnaire items with the literature review (Collins & Hussey, 2014). Additionally, the results from the pilot study were used to refine the instrument further to ensure that it  is clear and measured what it intended to measure.
3.7 Method of Data Analysis
Data analysis was conducted using descriptive statistics such as frequencies, and percentages, to summarize the responses of respondents to the closed-ended questions. were analyzed, identifying key patterns and trends related to the experiences and perceptions of secretaries.


CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents the findings on the impact of office automation on secretaries' performance and productivity. The data, gathered through a structured questionnaire, highlights key areas such as task management, work efficiency, and job motivation. 
4.2 Results
Table 4.1: Office Automation has Improved the Overall Performance of Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	42.1

	Agree
	45
	47.4

	Disagree
	5
	5.3

	Strongly Disagree
	5
	5.3

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.1 above showed that 40 (42.1%) respondents strongly agreed and 45 (47.4%) respondents agreed that office automation has improved the overall performance of secretaries, while 5 (5.3%) respondents disagreed and 5 (5.3%) respondents strongly disagreed to the statement respectively.

Table 4.2: Office Automation has Increased Productivity in Your Work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	52.6

	Agree
	40
	42.1

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.2 above showed that 50 (52.6%) respondents strongly agreed and 40 (42.1%) respondents agreed that office automation has increased productivity in their work, while 5 (5.3%) respondents disagreed, and no respondents strongly disagreed to the statement.



Table 4.3: Office Automation has Enhanced Your Ability to Meet Deadlines
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	57.9

	Agree
	35
	36.8

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.3 above showed that 55 (57.9%) respondents strongly agreed and 35 (36.8%) respondents agreed that office automation has enhanced their ability to meet deadlines, while 5 (5.3%) respondents disagreed and no respondents strongly disagreed to the statement.



Table 4.4: Office Automation has Improved Communication in Your Organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	47.4

	Agree
	40
	42.1

	Disagree
	5
	5.3

	Strongly Disagree
	5
	5.3

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.4 above showed that 45 (47.4%) respondents strongly agreed and 40 (42.1%) respondents agreed that office automation has improved communication in their organization, while 5 (5.3%) respondents disagreed and 5 (5.3%) respondents strongly disagreed to the statement respectively.



Table 4.5: Office Automation has Improved Job Satisfaction for Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	30
	31.6

	Agree
	50
	52.6

	Disagree
	10
	10.5

	Strongly Disagree
	5
	5.3

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.5 above showed that 30 (31.6%) respondents strongly agreed and 50 (52.6%) respondents agreed that office automation has improved job satisfaction for secretaries, while 10 (10.5%) respondents disagreed and 5 (5.3%) respondents strongly disagreed to the statement respectively.



Table 4.6: Office Automation has Reduced the Manual Workload for Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	47.4

	Agree
	40
	42.1

	Disagree
	5
	5.3

	Strongly Disagree
	5
	5.3

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.6 above showed that 45 (47.4%) respondents strongly agreed and 40 (42.1%) respondents agreed that office automation has reduced the manual workload for secretaries, while 5 (5.3%) respondents disagreed and 5 (5.3%) respondents strongly disagreed to the statement respectively.







Table 4.7: Office Automation has Enhanced the Accuracy of Your Work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	52.6

	Agree
	40
	42.1

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.7 above showed that 50 (52.6%) respondents strongly agreed and 40 (42.1%) respondents agreed that office automation has enhanced the accuracy of their work, while 5 (5.3%) respondents disagreed, and no respondents strongly disagreed to the statement.



Table 4.8: Office Automation has Improved the Quality of Reports
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	42.1

	Agree
	45
	47.4

	Disagree
	5
	5.3

	Strongly Disagree
	5
	5.3

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.8 above showed that 40 (42.1%) respondents strongly agreed and 45 (47.4%) respondents agreed that office automation has improved the quality of reports, while 5 (5.3%) respondents disagreed and 5 (5.3%) respondents strongly disagreed to the statement respectively.








Table 4.9: Office Automation has Improved Decision-Making in Your Organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	30
	31.6

	Agree
	50
	52.6

	Disagree
	10
	10.5

	Strongly Disagree
	5
	5.3

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.9 above showed that 30 (31.6%) respondents strongly agreed and 50 (52.6%) respondents agreed that office automation has improved decision-making in their organization, while 10 (10.5%) respondents disagreed and 5 (5.3%) respondents strongly disagreed to the statement respectively.



Table 4.10: Office Automation has Reduced Human Errors in Work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	42.1

	Agree
	50
	52.6

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.10 above showed that 40 (42.1%) respondents strongly agreed and 50 (52.6%) respondents agreed that office automation has reduced human errors in their work, while 5 (5.3%) respondents disagreed, and no respondents strongly disagreed to the statement.






Table 4.11: Office Automation has Reduced the Time Spent on Administrative Tasks
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	57.9

	Agree
	35
	36.8

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.11 above showed that 55 (57.9%) respondents strongly agreed and 35 (36.8%) respondents agreed that office automation has reduced the time spent on administrative tasks, while 5 (5.3%) respondents disagreed and no respondents strongly disagreed to the statement.



Table 4.12: Office Automation has Helped You to Better Organize Your Work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	52.6

	Agree
	40
	42.1

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.12 above showed that 50 (52.6%) respondents strongly agreed and 40 (42.1%) respondents agreed that office automation has helped them to better organize their work, while 5 (5.3%) respondents disagreed, and no respondents strongly disagreed to the statement.







Table 4.13: Office Automation has Increased Your Work Efficiency
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	47.4

	Agree
	45
	47.4

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.13 above showed that 45 (47.4%) respondents strongly agreed and 45 (47.4%) respondents agreed that office automation has increased their work efficiency, while 5 (5.3%) respondents disagreed, and no respondents strongly disagreed to the statement.



Table 4.14: Office Automation has Facilitated Your Professional Development
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	40
	42.1

	Agree
	50
	52.6

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.14 above showed that 40 (42.1%) respondents strongly agreed and 50 (52.6%) respondents agreed that office automation has facilitated their professional development, while 5 (5.3%) respondents disagreed, and no respondents strongly disagreed to the statement.






Table 4.15: Office Automation has Increased the Speed of Completing Administrative Tasks
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	52.6

	Agree
	40
	42.1

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.15 above showed that 50 (52.6%) respondents strongly agreed and 40 (42.1%) respondents agreed that office automation has increased the speed of completing administrative tasks, while 5 (5.3%) respondents disagreed, and no respondents strongly disagreed to the statement.



Table 4.16: Office Automation has Reduced the Work Pressure on Secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	47.4

	Agree
	40
	42.1

	Disagree
	5
	5.3

	Strongly Disagree
	5
	5.3

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.16 above showed that 45 (47.4%) respondents strongly agreed and 40 (42.1%) respondents agreed that office automation has reduced the work pressure on secretaries, while 5 (5.3%) respondents disagreed and 5 (5.3%) respondents strongly disagreed to the statement respectively.






Table 4.17: Office Automation Improved Your Ability to Manage Multiple Tasks Simultaneously
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	57.9

	Agree
	35
	36.8

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.17 above showed that 55 (57.9%) respondents strongly agreed and 35 (36.8%) respondents agreed that office automation has improved their ability to manage multiple tasks simultaneously, while 5 (5.3%) respondents disagreed, and no respondents strongly disagreed to the statement.



Table 4.18: Office Automation has Made It Easier to Access Information for Decision Making
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	52.6

	Agree
	40
	42.1

	Disagree
	5
	5.3

	Strongly Disagree
	0
	0

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.18 above showed that 50 (52.6%) respondents strongly agreed and 40 (42.1%) respondents agreed that office automation has made it easier for them to access information for decision-making, while 5 (5.3%) respondents disagreed, and no respondents strongly disagreed to the statement.




Table 4.19: Office Automation has Reduced the Number of Errors in Your Work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	47.4

	Agree
	40
	42.1

	Disagree
	5
	5.3

	Strongly Disagree
	5
	5.3

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.19 above showed that 45 (47.4%) respondents strongly agreed and 40 (42.1%) respondents agreed that office automation has reduced the number of errors in their work, while 5 (5.3%) respondents disagreed and 5 (5.3%) respondents strongly disagreed to the statement respectively.



Table 4.20: Office Automation has Improved Your Job Motivation
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	47.4

	Agree
	35
	36.8

	Disagree
	10
	10.5

	Strongly Disagree
	5
	5.3

	Total
	95
	100


Source: Researcher’s fieldwork 2025

Table 4.20 above showed that 45 (47.4%) respondents strongly agreed and 35 (36.8%) respondents agreed that office automation has improved their job motivation, while 10 (10.5%) respondents disagreed and 5 (5.3%) respondents strongly disagreed to the statement respectively.



CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This research investigates the impact of office automation on the performance and productivity of secretaries in an organization. The study aimed to explore how the adoption of automated office tools and systems influences various aspects of secretarial work, including productivity, communication, job satisfaction, efficiency, and workload management. Data was gathered through a structured questionnaire survey, distributed to 95 respondents who were secretaries working in different sectors. The research highlighted that office automation has led to improvements in the overall performance and productivity of secretaries, enhanced their ability to meet deadlines, reduced manual tasks, increased work efficiency, and fostered better communication within the organization. Furthermore, automation has helped to improve job satisfaction, job motivation, and has facilitated better decision-making processes by enhancing the accuracy and speed of administrative tasks.
The findings showed that a significant proportion of respondents strongly agreed or agreed that office automation has positively impacted various aspects of their work. However, a few respondents did express concerns about the challenges posed by technological advancements, such as the need for continuous skill development and adaptation to new systems.
5.2 Conclusion
The study concluded that office automation has a significant positive impact on the performance and productivity of secretaries in the organization. Automation tools have improved the efficiency of work processes by reducing manual workloads, enhancing accuracy, and increasing the speed of task completion. Furthermore, the ability of secretaries to meet deadlines and handle multiple tasks simultaneously has also improved, resulting in increased overall work efficiency. The enhanced communication capabilities brought about by office automation have fostered better collaboration and decision-making within organizations. Additionally, job satisfaction and motivation levels have been positively influenced by the ease with which tasks are performed and by the opportunities for professional development that automation provides.
However, the study also acknowledged that despite the numerous benefits, challenges exist, such as the need for proper training, adaptation to new technologies, and the initial cost associated with implementing office automation systems.
5.3 Recommendations
Based on the findings of the study, the following recommendations are made:
1. Continuous Training and Skill Development: Organizations should invest in regular training programs to equip secretaries with the skills necessary to effectively use automation tools. This will ensure that they stay up-to-date with technological advancements and maximize the benefits of office automation.
2. Effective Integration of Automation Tools: Organizations should carefully select and implement automation tools that align with the needs and workflows of secretarial tasks. Proper integration of these tools will help reduce disruptions and enhance the efficiency of the secretarial workforce.
3. Provide Technical Support: It is important for organizations to offer technical support and resources to help secretaries overcome challenges related to automation. This support could come in the form of IT helpdesks, troubleshooting guides, and peer mentorship programs.
4. Encourage Employee Involvement in Automation Decision-Making: Secretaries should be involved in the decision-making process when selecting new automation tools. Their input can help ensure that the systems chosen address the challenges they face and align with their day-to-day tasks.
5. [bookmark: _GoBack]Address Initial Implementation Costs: Organizations should consider a gradual implementation strategy for office automation to spread out costs over time. This can help reduce financial strain on the organization and allow for a smoother transition to automated systems.
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RESEARCH QUESTIONNAIRES
	This is a research instrument to elicit information relevant for research work titled Impact of Office Automation on the Performances and Productivity of Secretaries in an Organization. 
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QUESTIONNAIRE
1. Office Automation has Improved the Overall Performance of Secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Office Automation has Increased Productivity in Your Work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Office Automation has Enhanced Your Ability to Meet Deadlines. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Office Automation has Improved Communication in Your Organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Office Automation has Improved Job Satisfaction for Secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Office Automation has Reduced the Manual Workload for Secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Office Automation has Enhanced the Accuracy of Your Work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Office Automation has Improved the Quality of Reports. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Office Automation has Improved Decision-Making in Your Organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Office Automation has Reduced Human Errors in Work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Office Automation has Reduced the Time Spent on Administrative Tasks. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Office Automation has Helped You to Better Organize Your Work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Office Automation has Increased Your Work Efficiency. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Office Automation has Facilitated Your Professional Development. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Office Automation has Increased the Speed of Completing Administrative Tasks. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Office Automation has Reduced the Work Pressure on Secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Office Automation Improved Your Ability to Manage Multiple Tasks Simultaneously. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Office Automation has Made It Easier to Access Information for Decision Making. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Office Automation has Reduced the Number of Errors in Your Work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Office Automation has Improved Your Job Motivation. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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