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ABSTRACT
In today's fast-paced and technology-driven world, computer literacy has become a critical skill for professionals across all industries. This is especially true for secretaries, whose roles increasingly demand proficiency in various software tools and digital platforms to perform administrative and clerical duties efficiently. The essence of computer literacy in enhancing the employability of secretaries lies in their ability to adapt to evolving technologies, manage electronic communication, create digital documents, and navigate online scheduling systems. Furthermore, proficiency in tools such as word processors, spreadsheets, presentation software, and databases not only improves productivity but also ensures seamless workflow in office environments. This project explores the significance of computer literacy in boosting the employability of secretaries by examining its impact on job performance, career progression, and overall workplace efficiency. It also highlights the importance of ongoing digital skills development to remain competitive in an increasingly tech-oriented job market. The study emphasizes the need for educational programs and training initiatives that equip aspiring secretaries with the necessary computer skills, enabling them to thrive in diverse office settings and enhancing their long-term career prospects.
Keywords:  Computer Literacy, Employability, Secretaries, Administrative Skills, Digital Competence
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
In the modern workplace, technological advancements have transformed the way businesses operate, making computer literacy a fundamental skill for nearly all job roles. including Secretaries, whose once primarily tasked with traditional administrative functions, now find themselves navigating a wide range of digital tools and software in order to meet the demands of their evolving roles. From managing emails and digital communication to handling data, scheduling, and creating documents, the need for computer proficiency has become essential.
Increased automation, the rise of cloud computing, and the integration of artificial intelligence in office management have made digital literacy crucial for secretaries who must adapt to new technologies to remain competitive in the job market (Kutsyuruba et al., 2019). For secretaries, computer literacy is no longer just about typing skills, but involves a broader understanding of applications such as word processors, spreadsheets, email management systems, and presentation tools (Olowu, 2018). Furthermore, the ability to use specialized software for tasks such as accounting, project management, and database management has become essential to perform day-to-day tasks effectively.
As companies place greater emphasis on efficiency, secretaries who are digitally adept are often more productive and valued, which leads to improved employability prospects. Studies suggested that secretaries with advanced computer skills are more likely to secure higher-paying, leadership, and administrative positions (Nwachukwu, 2020). Thus, computer literacy not only facilitates better job performance but is also instrumental in career advancement, job retention, and employability of secretary.
Given the critical role that secretaries play in organizational success, this study aims to investigate the significance of computer literacy in enhancing the employability of secretaries, focusing on how digital skills contribute to career success and job satisfaction.
The role of the secretary has undergone significant transformation over the last few decades, driven by technological advancements that have changed the landscape of office administration. Secretarial positions, which were once seen as the epitome of traditional clerical work, are now essential to the efficient functioning of modern organizations. Historically, secretaries handled tasks such as managing schedules, organizing office tasks, answering phone calls, and preparing physical documents. However, with the growing influence of computers and digital tools, the expectations and skill sets required of secretaries have expanded significantly (Olowu, 2018).
Today, secretaries are expected to be proficient in a variety of computer applications and digital tools that enable them to perform tasks ranging from creating and editing documents to managing data and communications electronically. These skills are critical not only for improving efficiency but also for enhancing overall productivity within organizations. Computer literacy for secretaries involves a comprehensive understanding of software applications such as word processors, spreadsheets, presentation software, email clients, calendar systems, and file management tools. Furthermore, secretaries are increasingly required to use specialized software in areas like project management, accounting, human resources, and customer relationship management (CRM) (Kutsyuruba et al., 2019).
The importance of computer literacy in enhancing employability cannot be overstated. As industries and businesses continue to evolve, employers are placing a greater emphasis on the technical abilities of their workforce. Secretaries with a high level of computer literacy are more likely to perform their tasks efficiently, adapt to emerging digital tools, and take on a broader range of responsibilities within their organizations. This shift has made computer literacy a crucial determinant of employability and career progression for secretaries. Those who lack adequate digital skills are at risk of becoming obsolete in an increasingly tech-centric work environment.
Research has shown that secretaries who possess strong digital skills are better equipped to navigate the demands of modern workplaces, where communication, documentation, and project management are heavily reliant on digital technologies. In fact, secretaries who are computer literate have a competitive edge in securing employment and advancing in their careers. They are seen as more valuable assets to their employers, capable of handling complex tasks, ensuring smooth office operations, and contributing to overall business success. Furthermore, the ability to work with collaborative tools, manage virtual meetings, and process digital documents efficiently is increasingly important in the context of remote and hybrid work environments, which have become more common in recent years due to technological advancement (Nwachukwu, 2020).
In addition to improving employability, computer literacy also enhances a secretary’s professional satisfaction and job stability. Proficiency in modern office software and technologies can reduce stress and workload, leading to higher job satisfaction. It allows secretaries to focus on higher-level tasks, such as strategic planning and decision-making, which are crucial for professional growth and career development. On the contrary, a lack of computer literacy can limit career opportunities and prevent secretaries from advancing to more senior roles within an organization (Olowu, 2018).
As the digital era continues to evolve, the demand for secretaries with advanced computer skills is expected to grow, making it essential for individuals in this profession to continuously upgrade their technical competencies. This underscores the importance of training programs and educational initiatives that focus on enhancing computer literacy for secretaries. By doing so, they can be better prepared for the challenges and opportunities that come with a rapidly digitizing world.
The goal of this study is to explore how computer literacy contributes to the employability of secretaries and its influence on their career progression. The research will investigate how digital skills enhance job performance, increase workplace efficiency, and foster professional growth. It will also highlight the gaps in digital competencies among secretaries and provide recommendations for improving computer literacy through training and development programs, ensuring that secretaries remain competitive in the modern job market.

1.2 Statement of the Problem
In today’s digital era, the workplace has become increasingly reliant on advanced technology, and employees are expected to possess a wide range of technical skills to stay competitive. The role of the secretary, traditionally focused on clerical and administrative tasks, has significantly evolved with the advent of digital tools and office automation. While the responsibilities of secretaries have expanded to include managing digital communication, data, and virtual platforms, a substantial portion of the workforce remains underprepared due to inadequate computer literacy.
Many secretaries, particularly those in developing countries or those with limited access to modern training, still lack the necessary digital skills required to perform effectively in the modern office environment. This deficiency is a critical issue because organizations are increasingly demanding more from their secretarial staff, expecting them to handle complex tasks using various software tools and technologies. For example, secretaries are now required to use word processors, spreadsheets, scheduling software, project management tools, and email systems effectively. Those who lack proficiency in these digital tools may struggle to keep up with the pace of change, leading to reduced productivity, inefficiency, and limited career opportunities.
The problem lies in the mismatch between the rapidly evolving demands of the job market and the computer literacy levels of secretaries. While technological advancements have led to the automation of certain tasks, the increasing complexity of office functions necessitates that secretaries develop comprehensive computer skills. Without these skills, secretaries may find it difficult to advance in their careers or maintain their employability in a competitive job market (Kutsyuruba et al., 2019). Furthermore, the lack of computer literacy can impede job performance, reducing overall workplace efficiency and making it harder for secretaries to contribute to the broader goals of their organizations.
In light of this, it is essential to understand the role that computer literacy plays in enhancing the employability of secretaries. This research seeks to address the gap between the digital demands of modern workplaces and the skills possessed by secretaries, exploring how computer literacy influences their job performance, career progression, and long-term employability.
In the modern workplace, digital technology has become a driving force behind organizational efficiency, communication, and productivity. As businesses strive to keep up with rapid technological advancements, employees across all sectors, including secretaries, must continuously adapt to new digital tools and software. However, many secretaries, especially those who have not received adequate formal training or who are in environments with limited access to digital resources, still face significant challenges in acquiring the necessary computer literacy skills. This has led to a growing skills gap between the technical demands of modern office settings and the capabilities of secretarial staff.
Traditionally, secretaries were responsible for tasks such as managing schedules, answering phones, and organizing office records. With the advent of information technology and the rise of digital tools, secretarial duties have expanded to encompass complex tasks like managing electronic communications, producing digital documents, maintaining databases, conducting research online, and utilizing software for project management and data analysis (Olowu, 2018). However, many secretaries continue to perform these functions with outdated or insufficient computer skills, limiting their effectiveness and their potential to contribute meaningfully to the organization’s goals.
The problem is further compounded by the fact that organizations have placed greater demands on administrative professionals to handle increasingly sophisticated technology. For example, secretaries are now expected to be proficient in a variety of programs such as Microsoft Office Suite, Google Workspace, content management systems, and even enterprise resource planning (ERP) software. However, some secretaries, particularly in  small businesses, may not have had the opportunity to develop these skills due to limited training programs or resources, resulting in skill gaps that hinder their career progression (Nwachukwu, 2020). As a result, secretaries who lack computer literacy find it difficult to perform their jobs effectively, leading to decreased productivity, missed opportunities for career advancement, and even job insecurity.
The lack of computer literacy also contributes to a mismatch between the skills employers expect and the capabilities secretaries possess. Employers are increasingly seeking employees who can handle a wide array of office tasks autonomously, contributing to a more streamlined and technologically advanced work environment. Secretaries with limited digital skills are at a disadvantage in this respect, as they may require additional training or supervision, reducing their value in the job market and limiting their career opportunities.
Furthermore, the COVID-19 pandemic and the subsequent shift toward remote and hybrid working environments have made digital literacy even more essential. Secretaries are now tasked with managing virtual meetings, coordinating remote teams, and using online platforms to facilitate communication across different time zones and locations. Secretaries who lack proficiency in these areas may struggle to perform these new tasks, further exacerbating the issue of employability.
This study seeks to explore the role of computer literacy in enhancing the employability of secretaries. It aims to examine how a lack of digital skills impacts job performance, professional growth, and employability in an increasingly digital and competitive job market. The research will also identify the challenges faced by secretaries in acquiring and improving their computer literacy, and suggested practical solutions, including the development of training programs, to help bridge this gap. The findings will provide insights into the importance of computer literacy as a tool for enhancing the employability of secretaries and addressing the broader issue of digital skills deficiency in administrative professions.

1.3 Objectives of the Study
The primary objective of this study is to explore the essence of computer literacy in enhancing the employability of secretaries. Specifically, the study aims to achieve the following objectives:
1. To evaluate the level of computer literacy among secretaries.
2. To examine the relationship between computer literacy and job performance of secretaries. 
3. To explore how computer literacy influences the career advancement of secretaries.
4. To identify the challenges faced by secretaries in acquiring computer literacy.
5. To recommend strategies for improving the computer literacy of secretaries.

1.4 Research Questions
The purpose of this study is to explore the essence of computer literacy in enhancing the employability of secretaries. To guide the study, the following research questions have been  raised:
1. What is the level of computer literacy among secretaries in modern workplaces?
2. How does computer literacy influence the job performance of secretaries?
3. In what ways does computer literacy impact the career advancement of secretaries?
4. What are the major challenges faced by secretaries in acquiring and improving computer literacy?
5. What strategies can be implemented to improve the computer literacy of secretaries?

1.5 Significance of the Study
The significance of this study lies in its potential to provide valuable insights into the essential role that computer literacy plays in enhancing the employability of secretaries in the modern workforce. As businesses increasingly rely on digital tools and technology to streamline operations, secretarial positions have evolved from traditional administrative roles into multifaceted, technology-driven positions. Consequently, secretaries are now expected to possess a broad range of computer skills, from managing office applications to using complex software for communication, data management, and project coordination. This study will highlight how critical computer literacy is for secretaries to perform their duties efficiently and remain competitive in an increasingly digitalized job market.
The findings of this research will benefit several stakeholders among which includes:
1. Secretaries and Administrative Professionals: This study will provide secretaries with a better understanding of how improving their computer literacy can directly enhance their job performance, career growth, and employability. By emphasizing the importance of acquiring digital skills, secretaries can make informed decisions about their professional development and invest in further training or education. The research can also boost their confidence in handling modern office technologies, enabling them to meet the evolving demands of employers (Olowu, 2018).
2. Employers and Organizations: For employers, the study will underline the importance of fostering computer literacy within their administrative teams. As organizations rely on technology to improve efficiency and productivity, employers will gain insights into how investing in training programs for secretaries can lead to better performance, reduced costs, and smoother operations. By ensuring that secretaries possess the necessary technical skills, employers can maintain a competitive edge and support organizational growth in a digital economy (Kutsyuruba et al., 2019).
3. Educational Institutions and Training Providers: Educational institutions and training centers offering secretarial and administrative programs will benefit from this study by understanding the gaps in computer literacy among secretaries. The findings will help institutions design curriculum and training programs that are aligned with the current technological demands of the workplace. By equipping students with the most relevant and up-to-date digital skills, educational institutions can ensure that their graduates are prepared for success in the modern job market (Nwachukwu, 2020).
4. Policy Makers: For policymakers, this research will provide evidence of the need for nationwide or regional initiatives to promote digital literacy and technical skills training, especially in administrative professions. The study can advocate for public and private sector collaborations to implement policies that support continuous professional development and address the digital skills gap among secretaries, ultimately leading to a more digitally proficient workforce.
1.6 Delimitation of the Study
This study on the essence of computer literacy in enhancing the employability of secretaries will be delimited to specific areas to ensure focused and manageable research. Firstly, the scope of the study will be confined to secretaries employed in both public and private sectors, primarily within urban areas like Ilorin metropolis where access to technology and training opportunities are more prevalent. This delimitation is necessary as it allows for a more accurate assessment of the current computer literacy levels among secretaries working in environments that typically demand higher technological proficiency.
Secondly, the study will focus on the use of commonly employed office software, such as word processors, spreadsheets, email communication tools, and basic project management software. While recognizing the growing importance of specialized software, the research will exclude the exploration of technologies that may not be as universally used across secretarial roles. The decision to focus on widely used tools is made to ensure that the findings are broadly applicable to the majority of secretaries in various industries.
The study will also delimit its investigation to secretaries who have some formal educational background in secretarial studies or office technology and management. This approach aims to assess the computer literacy levels among individuals who are already part of the workforce and have received some level of training in office technology and management. As such, the study will not include those who are entirely new to the profession or those who have no formal training in secretarial practices.
Finally, while this research will examine the relationship between computer literacy and employability, it will not delve into a comprehensive evaluation of broader socio-economic factors, such as the impact of gender, age, or regional differences in the opportunities available for secretaries. These factors, though important, are outside the scope of this particular study and would require a separate investigation.

1.7 Limitation of the Study
This study on the essence of computer literacy in enhancing the employability of secretaries faced several limitations that may impact the generalizability and scope of its findings. One major limitation is the reliance on self-reported data from secretaries regarding their computer literacy levels, which may introduce biases due to the respondents' subjective perceptions of their own skills. This could affect the accuracy of the findings, as individuals may either overestimate or underestimate their proficiency with technology.
Another limitation is the geographical scope of the study. The research will be conducted primarily in urban areas where access to technology and training programs is generally more widespread. Therefore, the results may not fully represent the situation in rural or less-developed regions, where secretaries may have fewer opportunities for digital skills training and access to modern technologies.
Additionally, the study focuses only on secretaries employed in both the public and private sectors, excluding other administrative professionals who may also require computer literacy. As a result, the findings may not be applicable to secretarial roles in non-traditional settings or across different industries that may have different technology requirements.
Furthermore, while the research aims to assess the relationship between computer literacy and employability, it will not account for other factors such as personal motivation, organizational culture, and the impact of ongoing technological changes, which could also influence the employability of secretaries. These factors are beyond the scope of this study but could provide valuable context for future research.





CHAPTER TWO
LITERATURE REVIEW
This chapter provides a detailed review of the existing literature on the essence of computer literacy in enhancing the employability of secretaries. In today’s digital age, the role of secretaries has undergone significant transformation, largely due to the increasing reliance on technology in the workplace. As administrative professionals, secretaries are now required to possess a range of digital skills, from managing office software to utilizing advanced communication tools and data management systems. This shift highlights the crucial role of computer literacy in not only improving job performance but also enhancing career prospects and employability.
This comprehensive analysis aims to provide a thorough understanding of the importance of computer literacy in secretarial work, offering valuable insights for secretaries, employers, educational institutions, and policymakers.
2.1 Introduction to Computer Literacy in Modern Workplaces
Computer literacy refers to the ability to use computers and related technology effectively and efficiently. In today’s fast-paced business environment, technology has become indispensable across all sectors, including administrative roles like secretaries. The increasing integration of digital technologies in administrative tasks has heightened the need for secretaries to possess advanced computer literacy. Kutsyuruba et al. (2019) argue that digital literacy is no longer optional in the modern workplace but is an essential skill for effective job performance and career advancement. Secretaries, once regarded primarily as administrative assistants, are now expected to manage sophisticated digital systems, communicate via email and other online platforms, and handle data management tasks using software like Microsoft Excel, Word, and various project management tools.
While computer literacy is considered a basic requirement for most office roles, its significance is especially pronounced for secretaries. As emphasized by Olowu (2018), the growing use of digital tools has greatly transformed the secretary’s role, requiring them to handle a wide array of tasks such as data analysis, scheduling, and document management—all of which demand high computer literacy. This section explores the rising importance of computer literacy in administrative positions, particularly for secretaries, within the evolving business landscape.
In the modern workplace, the concept of computer literacy extends beyond basic computer usage. It includes the ability to leverage various software applications, digital tools, and internet resources efficiently, ensuring tasks are completed with accuracy and productivity. For secretaries, computer literacy encompasses not only typing and document management but also the ability to work with advanced office management software, databases, email platforms, and collaboration tools. These skills are essential for effective performance in today's technology-driven work environments (Carter, 2020).
The role of secretaries has significantly evolved due to technological advancements, moving beyond traditional clerical tasks to more sophisticated, digitally-focused responsibilities. For instance, secretaries are now frequently tasked with managing communications via email and online messaging platforms, handling appointments and schedules through digital calendars, and organizing and sharing documents via cloud-based platforms like Google Drive or OneDrive (Kutsyuruba et al., 2019). Additionally, they are often required to manage project tracking systems, host virtual meetings, and interact with various business management tools that necessitate technical knowledge and adaptability (Bailey, 2021). The widespread use of these tools underscores the increasing need for secretaries to possess higher levels of digital competence.
Moreover, as data-driven decision-making becomes more prevalent, secretaries are no longer just responsible for office logistics but are also expected to assist with data management and interpretation. This includes using tools like Microsoft Excel for data entry, reporting, and analysis, as well as utilizing database management software to organize information efficiently. Given the growing reliance on data analytics for business decisions, secretaries who are digitally literate in these areas hold a significant advantage in their roles (Jenkins & Thompson, 2022).
Olowu (2018) stressed that secretaries lacking digital skills are at a disadvantage, as many of their traditional duties can now be automated through digital solutions. For example, rather than manually scheduling meetings or handling physical documents, digital platforms enable secretaries to automate these processes, saving time and enhancing efficiency. The transition to digital tools has raised expectations for secretaries to be proficient in advanced software applications and stay current with technological trends in the workplace (Robinson, 2021).
As business processes become increasingly digital, secretaries are also required to understand cybersecurity protocols to ensure the secure storage and transmission of sensitive company information. This adds another layer of responsibility to their role, requiring knowledge of encryption methods, secure data-sharing practices, and the use of protected networks for communication and file sharing (Smith, 2020). With cyber threats continuously evolving, secretaries must be proactive in safeguarding their organizations and clients’ confidential information, further highlighting the critical importance of computer literacy.
The impact of technological advancements in the workplace goes beyond the tools secretaries use; it also influences how they are viewed within their organizations. Secretaries who excel in using technology are increasingly seen as valuable assets capable of streamlining workflows, managing resources, and providing essential administrative support efficiently. As businesses acknowledge the importance of these skills, computer-literate secretaries are more likely to be recognized and considered for career advancement, making computer literacy a key factor in professional development (Nguyen, 2021).
The growing reliance on technology in administrative functions has led to an increased demand for computer-literate secretaries. Today, the ability to use technology effectively is essential for job performance across industries. As organizations continue to embrace technological advancements, the secretary’s role has evolved into a more strategic one, where computer literacy is no longer a supplementary skill but a foundational requirement. Therefore, the ongoing development of computer skills among secretaries is not just crucial for personal career growth but also vital for the efficiency and success of modern organizations (Gonzalez, 2022).

2.2 The Role of Secretaries in the Modern Digital Workplace
The role of secretaries has evolved significantly in the digital age. Traditionally, secretaries were responsible for clerical tasks such as answering phones, managing schedules, and preparing documents. However, today’s secretaries have expanded their roles to include managing emails, organizing virtual meetings, maintaining databases, handling digital correspondence, and utilizing advanced software for administrative tasks (Olowu, 2018). This evolution requires secretaries to have not only knowledge of traditional office practices but also proficiency in various computer applications (Harris & Hayes, 2020).
The shift toward virtual and hybrid work models, has shifted secretarial duties toward more technology-driven roles. Secretaries are now expected to handle video conferencing tools, use cloud-based software, and collaborate using platforms such as Google Workspace and Microsoft Teams (Nwachukwu, 2020). The rapid digitalization of workplaces means secretaries must continuously adapt to new technologies and manage a variety of software platforms (Leary, 2021).
As organizations increasingly depend on digital communication and data storage, secretaries are expected to perform tasks with greater efficiency and accuracy. Secretaries who lack computer literacy may risk falling behind in their careers and face challenges in securing employment opportunities in competitive job markets (Kutsyuruba et al., 2019). This section discusses how the evolving role of secretaries in the digital workplace requires new skills and competencies.
Historically, secretaries were seen as administrative assistants, responsible for tasks such as answering phones, organizing meetings, managing schedules, and preparing documents. While these tasks are still important, the scope of secretarial work has expanded considerably with technology now being central to the role (Olowu, 2018). Secretaries must now navigate and manage a variety of digital tools to support organizational productivity and ensure smooth operations. As Olowu (2018) highlighted, modern secretaries must blend traditional administrative skills with technological competence to be effective in their roles.
One of the most notable changes in the secretarial role is the widespread use of email and digital communication platforms. Secretaries handle the bulk of email correspondence, often acting as gatekeepers by filtering and prioritizing messages, scheduling meetings, and responding to clients or colleagues. Additionally, secretaries are increasingly tasked with managing digital calendars and scheduling appointments across multiple time zones, utilizing tools such as Google Calendar, Outlook, and other cloud-based scheduling applications (Nguyen, 2021). The ability to coordinate digital schedules seamlessly has become an essential competency for modern secretaries, especially in virtual and hybrid work environments (Leary, 2021).
The rise of virtual and hybrid work models, has reshaped secretarial duties. While in-person meetings and document handling were once the norm, the shift to remote and hybrid work has made video conferencing and digital collaboration tools essential for daily tasks. Secretaries frequently coordinate virtual meetings, set up video calls using platforms such as Zoom, Microsoft Teams, or Google Meet, and ensure that all logistics are in place for these meetings to proceed smoothly (Nwachukwu, 2020). This includes preparing digital agendas, ensuring proper equipment functionality, and troubleshooting technical issues during meetings. These tasks demand not only familiarity with the tools themselves but also a good understanding of how to use them effectively to maximize productivity and efficiency (Olowu, 2018).
Moreover, the digital workplace has increased the importance of managing and organizing data, which is a key responsibility for modern secretaries. Most organizations now rely on cloud-based storage systems like Google Drive, Microsoft OneDrive, and Dropbox, and secretaries are expected to store, organize, and retrieve important documents securely. The ability to use file-sharing platforms and collaborate on shared documents has become essential. Secretaries must be proficient in platforms like Google Workspace and Microsoft Teams, which allow them to co-author documents, maintain version control, and manage real-time feedback (Jenkins & Thompson, 2022).
Data management skills are particularly vital, especially in tasks like maintaining and updating databases, performing data entry, and analyzing information. In larger organizations, secretaries may be responsible for managing customer relationship management (CRM) systems, assisting with human resources (HR) tasks, and ensuring digital records are up to date. This requires a solid understanding of database management systems, data security protocols, and the careful handling of sensitive information (Gonzalez, 2022). As businesses increasingly rely on data for decision-making, the role of the secretary in maintaining accurate and accessible records has become even more critical (Kutsyuruba et al., 2019).
2.3 Computer Literacy as a Critical Skill for Employability
Employability refers to an individual’s ability to secure and sustain employment. In today’s digital-driven job market, computer literacy has become a critical skill for employability, particularly in administrative roles. According to Kutsyuruba et al. (2019), computer literacy not only enhances job performance but also boosts a candidate's competitiveness in the job market. Employers are increasingly prioritizing digital skills when hiring administrative professionals, making computer literacy a key factor in employability decisions (Robinson, 2021).
The rise of automation, artificial intelligence (AI), and data analytics has further highlighted the need for secretaries to possess advanced digital skills. Nwachukwu (2020) argued that secretaries with strong computer literacy are more likely to be considered valuable assets to organizations because they can handle more complex tasks and contribute to the organization’s digital transformation. Furthermore, those who are proficient in using various software and digital platforms are often seen as prime candidates for higher-level positions and career advancement opportunities (Leary, 2021).
This section will explore how computer literacy influences the employability of secretaries, making them more attractive candidates to employers. It will also examine specific digital skills that enhance the employability of secretaries, such as proficiency in word processing, spreadsheet management, data analysis, and communication tools.
In the contemporary job market, employability is increasingly defined by the ability to adapt to new technologies and demonstrate competence in digital tools and systems. Computer literacy has become an essential skill that employers seek, particularly in administrative roles like secretaries (Kutsyuruba et al., 2019). The rapid digitalization of workplaces has replaced or enhanced many traditional administrative tasks with digital solutions. As Kutsyuruba et al. (2019) noted, computer literacy is no longer just an advantage for job candidates; it is now a necessity for performing daily duties effectively and staying competitive in the workforce.
For secretaries, proficiency in computer applications directly influences their efficiency and productivity, which are crucial in fast-paced office environments. Secretaries are now responsible for managing digital documents, scheduling, email correspondence, video conferencing, data entry, and even social media management. A lack of computer literacy can severely hinder a secretary's ability to perform these tasks efficiently, diminishing their value in the workplace and limiting their ability to secure future job opportunities (Robinson, 2021). On the other hand, secretaries who are computer-literate demonstrate an ability to adapt to changing workplace demands, making them more attractive to employers seeking individuals who can thrive in a digital-first environment.
Employers today place significant emphasis on hiring candidates with solid computer literacy, as these individuals are better equipped to handle various administrative duties relying on digital tools. These tools range from basic office applications like Microsoft Word and Excel to more advanced software for data management, project tracking, and team collaboration. Proficiency in these tools enables secretaries to produce high-quality work quickly, minimizing the need for constant supervision and enhancing overall productivity (Leary, 2021).
2.4 Digital Skills Required for Secretaries
The digital skills required by secretaries have become increasingly complex over time. While traditional skills such as typing and document preparation remain important, the modern secretary must also be proficient in a wide range of digital tools. The Microsoft Office Suite remains a critical set of tools for secretaries, with proficiency in Word, Excel, PowerPoint, and Outlook being essential for many administrative tasks. However, as workplace technology continues to evolve, secretaries are expected to expand their skill sets to include cloud-based applications, virtual collaboration platforms, and social media management tools (Olowu, 2018).
In addition to these traditional tools, secretaries are now required to manage databases, perform basic data analysis, and generate reports using platforms such as Microsoft Access or Google Sheets. As organizations collect and store vast amounts of data, data management skills have become vital for secretaries, especially when handling sensitive information that must be organized and stored securely. Understanding information security protocols is increasingly important in environments where confidential data is involved (Kutsyuruba et al., 2019).
This section will examine the specific digital tools and skills that are essential for modern secretaries, emphasizing the need to stay current with technological developments to remain competitive in the workplace.
The digital landscape in which secretaries operate has evolved significantly, leading to an expanded skill set that modern secretaries must possess. In today’s business environment, secretaries are no longer confined to traditional administrative duties; instead, they are expected to handle a variety of technology-driven responsibilities. While foundational skills such as typing, document preparation, and scheduling remain crucial, the scope of digital competencies has expanded to include proficiency in various software applications, digital communication tools, data management platforms, and collaborative technologies. These skills enable secretaries to streamline operations, improve organizational efficiency, and contribute to the digital transformation of their organizations (Olowu, 2018).
The Microsoft Office Suite remains fundamental to secretarial work and continues to be the cornerstone of office productivity tools. Proficiency in Microsoft Word, Excel, PowerPoint, and Outlook is essential for executing core administrative tasks. Word is indispensable for creating and formatting documents, while Excel is primarily used for data management, calculations, and generating reports and charts. PowerPoint remains the preferred tool for crafting professional presentations, and Outlook is crucial for managing emails, calendars, and scheduling meetings. These tools are essential for secretaries to perform their roles accurately and efficiently. However, as the workplace becomes more integrated with technology, proficiency in other digital tools is becoming necessary to remain relevant and competitive (Kutsyuruba et al., 2019).
In recent years, cloud-based tools have gained increasing significance for secretaries. Cloud computing facilitates the storage and sharing of documents and files across various devices, thus improving collaboration and accessibility. Tools such as Google Drive, Microsoft OneDrive, and Dropbox enable secretaries to store, manage, and share files remotely, making it easier to access documents from any location and collaborate with colleagues in real-time. These tools are particularly important in hybrid and remote work environments, where teams may be dispersed and need access to shared resources. Secretaries must be proficient in managing these cloud-based systems, ensuring proper organization and data security, and handling permissions and access control for various users (Robinson, 2021).
2.5 Barriers to Computer Literacy Among Secretaries
Despite the growing importance of computer literacy for secretaries, many faced significant barriers in acquiring and enhancing their digital skills. These barriers include lack of access to resources, insufficient training opportunities, and limited time to develop new skill, particularly in developing countries, secretaries may not have access to up-to-date technology or formal training programs, making it difficult for them to improve their computer literacy (Olowu, 2018).
In addition, some secretaries may have limited exposure to certain technologies or may have outdated skills due to the rapid pace of technological advancements. As a result, they may struggle to keep up with the demands of modern workplaces, hindering their ability to perform essential tasks and advance in their careers. This section will explore the key barriers to computer literacy among secretaries, including economic, educational, and technological challenges, and propose strategies to overcome them.
Despite the increasing necessity for computer literacy in the modern workplace, secretaries often faced a range of barriers that hinder their ability to acquire or enhance their digital skills. These barriers can be grouped into several categories, including economic constraints, lack of access to educational resources, outdated technologies, and personal limitations. Addressing these challenges is crucial for enabling secretaries to adapt to the demands of a digitally-driven workplace and remain competitive in their careers.
One of the primary barriers to computer literacy is the economic constraints faced by secretaries, particularly in developing countries like Nigeria with limited access to financial resources. In many cases, secretaries may not have the funds to access the latest computers, software, or online learning platforms, which can significantly hinder their ability to develop digital skills (Olowu, 2018). Additionally, some organizations may not allocate sufficient budgets for employee training, leaving secretaries with little opportunity for skill development. Without access to these essential resources, secretaries may struggle to learn and apply new technologies that are necessary for their roles. In some instances, secretaries are expected to learn digital skills independently or through informal methods, which can be both time-consuming and inefficient.
The lack of formal education or training opportunities is another significant barrier. Many secretaries, particularly those who have not undergone specialized secretarial or administrative training, may have a limited understanding of the digital tools and software used in modern workplaces. For example, they may be familiar only with basic word processing or spreadsheet software but may lack the knowledge to use advanced data management tools, project management platforms, or communication tools. Furthermore, many secretarial programs or vocational schools may not keep pace with technological changes, leaving students with outdated or incomplete knowledge (Kutsyuruba et al., 2019). In addition to formal education, there may also be a lack of on-the-job training programs that provide secretaries with the opportunity to acquire new skills, further impeding their ability to develop computer literacy.
2.6 The Impact of Computer Literacy on Job Performance
The relationship between computer literacy and job performance is crucial, especially for secretaries, whose roles increasingly depend on digital tools and technologies. Research has shown that secretaries proficient in digital tools perform their tasks more efficiently, manage multiple tasks simultaneously, and demonstrate greater accuracy in their work (Nwachukwu, 2020). Computer literacy enables secretaries to streamline workflows, reduce manual tasks, and automate repetitive processes, which in turn boosts productivity. Moreover, digital competence encourages proactive problem-solving and fosters innovation, allowing secretaries to contribute to organizational development by managing projects, analyzing data, and offering insights to improve business processes (Kutsyuruba et al., 2019). This section explores the impact of computer literacy on secretarial job performance, focusing on productivity, accuracy, and task management.
Improved Efficiency and Productivity
One of the most significant impacts of computer literacy on job performance is the increase in efficiency and productivity. Secretaries skilled in digital tools such as word processors, spreadsheets, and project management software can complete tasks more quickly compared to those who rely on manual methods. For example, document preparation, once a labor-intensive task involving handwritten drafts and physical filing, can now be completed within minutes using word processing software. Spreadsheet applications such as Microsoft Excel or Google Sheets enable secretaries to organize and analyze data more effectively, reducing the time spent on calculations and reporting tasks. The use of automation software for tasks such as scheduling, invoicing, and email management allows secretaries to focus on more strategic activities, thus enhancing productivity (Kutsyuruba et al., 2019).
Digital tools also help secretaries streamline workflows by reducing bottlenecks and improving the overall flow of operations. Digital calendars, for instance, allow secretaries to schedule meetings and appointments efficiently, minimizing errors or conflicts. Similarly, email management tools help prioritize and categorize incoming communications, ensuring that important messages are addressed promptly. This increased efficiency not only boosts the performance of secretaries but also enhances the overall productivity of teams and organizations (Kutsyuruba et al., 2019).
Accuracy and Error Reduction
Computer literacy also plays a critical role in improving accuracy and reducing errors in secretarial work. Digital tools and applications reduce the likelihood of human error, particularly in tasks involving data entry, document preparation, and financial management. Word processing software offers features like spell-check and grammar-check, ensuring that documents are error-free. Spreadsheet tools automate complex calculations, minimizing the risk of mistakes associated with manual computation. Digital tools that validate data and flag inconsistencies further enhance the accuracy of reports, invoices, and other key documents (Nwachukwu, 2020).
Additionally, the use of digital systems for organizing and storing documents minimizes the risk of losing important records. Cloud-based document management systems, for example, allow secretaries to access files remotely, ensuring both security and easy retrieval. This reduces the time spent searching for physical files and prevents the loss of crucial information, thereby enhancing the overall accuracy and reliability of the secretary’s work (Kutsyuruba et al., 2019).
Task Management and Multitasking
Computer literacy also improves a secretary’s ability to manage multiple tasks simultaneously. Modern workplaces require secretaries to handle a variety of administrative tasks, such as managing calendars, answering emails, coordinating travel arrangements, preparing reports, and processing financial documents. Without proficiency in digital tools, managing such tasks would quickly become overwhelming.
Secretaries who are skilled in using task management software such as Microsoft Teams, Asana, or Trello can stay organized, prioritize their workload, and monitor the progress of ongoing projects. These platforms allow secretaries to create to-do lists, set deadlines, and collaborate effectively with team members. Such tools enable them to multitask without compromising the quality of their work, as they can quickly switch between tasks and access relevant information when needed (Nwachukwu, 2020). Additionally, modern communication tools like instant messaging, email, and video conferencing enable real-time communication, which fosters quick decision-making and ensures that urgent tasks are promptly addressed. This coordination is essential for maintaining smooth operations and meeting deadlines within the organization (Kutsyuruba et al., 2019).
Proactive Problem-Solving and Innovation
Computer literacy encourages proactive problem-solving and fosters innovation. Secretaries with strong digital skills have access to a variety of tools that enable them to analyze data, identify trends, and provide valuable insights that can improve decision-making and optimize organizational processes (Nwachukwu, 2020). For instance, secretaries who are proficient in data analysis tools like Microsoft Excel or Google Sheets can help the organization forecast needs or evaluate performance metrics, contributing to better strategic planning.
Moreover, secretaries who are adept at using collaborative platforms such as Microsoft Teams, Slack, or Google Workspace play a crucial role in promoting teamwork across departments. By managing shared documents, organizing virtual meetings, and ensuring seamless information flow, they foster collaboration and facilitate innovation within the organization. This proactive approach helps identify areas for improvement and drive process optimization (Kutsyuruba et al., 2019).
Additionally, secretaries proficient in project management tools can assist in streamlining workflows, tracking milestones, and ensuring that deadlines are met. By using tools such as Gantt charts or Kanban boards, they help project teams stay on schedule and address any obstacles that may arise, thus supporting the overall success of the organization (Nwachukwu, 2020).
Contributions to Organizational Efficiency
The digital literacy of secretaries contributes to broader organizational efficiency. In a digital-first work environment, the ability to use technology for administrative tasks ensures smoother operations and enables organizations to adapt to changing demands. Secretaries play a key role in this process by managing day-to-day tasks, ensuring deadlines are met, and maintaining smooth communication (Kutsyuruba et al., 2019). Furthermore, secretaries who are digitally literate are better equipped to support executive leadership by handling complex tasks, organizing work, and facilitating communication with stakeholders. As the integration of digital tools in the workplace continues to grow, secretaries' ability to manage these technologies will directly impact the efficiency of leadership teams and the overall success of the organization (Nwachukwu, 2020).
CHAPTER THREE
METHODOLOGY
This chapter presents a detailed description of the research methodology adopted for investigating the role of computer literacy in enhancing the employability of secretaries. The methodology includes the followings:

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
The primary instrument used for data collection was a structured questionnaire designed by the researcher. This questionnaire was designed specifically to measure various aspects of computer literacy and its impact on the employability of secretaries. The instrument was divided into two sections to ensure comprehensive data capture. A four points Likert rating scale was employed to gauge the responses of the respondents' this   consist of strongly agree, agree, disagree and strongly disagree respectively.  
Section A Computer Literacy: This section assessed the level of computer literacy of the respondents, focusing on their proficiency with software programs (such as Microsoft Word, Excel, PowerPoint, and email applications), use of the internet, and familiarity with office hardware like printers and fax machines. 
Section B: Employability Factors: This section aimed to understand how computer literacy impacts the employability of secretaries. Respondents were asked questions regarding the role of computer skills in their job search, whether they felt these skills were necessary for advancement, and how computer literacy affected their day-to-day job responsibilities.
3.2 Population of the Study
The population for this study comprised secretaries working in both public and private organizations selected as case study within Ilorin town. This specific group was chosen because secretarial roles in modern office settings require a broad range of administrative skills, including computer literacy, which is critical for performing daily tasks effectively and efficiently.
The study aimed to represent a diverse population of secretaries, spanning different industries. This allowed for a comprehensive examination of how computer literacy affects employability across different sectors.
The total number of secretaries across the organizations was estimated to be approximately 105, based on available data from the administrative office of the two organizations used as case study. This population size was deemed appropriate for the study, ensuring that findings could be generalized to a wider context of secretarial work.


3.3 Sample and Sampling Techniques
For this study, a stratified random sampling technique was employed to ensure that the sample included secretaries from diverse sectors and experience levels. Stratified sampling divides the population into subgroups (strata) and ensures that individuals from each subgroup are included in the sample.  A total sample size of 30 secretaries was selected. Each stratum contributed a proportional number of respondents to ensure balanced representation.
3.4 Distribution and Collection of Data
The data collection process took place over a period of two weeks. The questionnaires were distributed with the assistance of research assistants for secretaries. Participants were informed about the purpose of the study and provided with clear instructions on how to fill out the questionnaire. A total number of 30 questionnaire was distributed and all was returned.  The researcher was available for any clarifications, ensuring that the respondents were comfortable with the process.
3.5 Reliability
Reliability refers to the consistency of the instrument in measuring what it is intended to measure. To test the reliability of the questionnaire, a pilot study was conducted among a small group of 30 secretaries who were not part of the main sample. The purpose of the pilot test was to ensure that the questions were clear, well-structured, and would provide consistent responses. The Cronbach’s alpha coefficient was calculated to determine the internal consistency of the questionnaire items. A Cronbach's alpha value of 0.85 was achieved, which is considered excellent and indicated that the items in the questionnaire reliably measure the concepts of computer literacy and employability.

3.6 Validity
Validity refers to the extent to which the instrument measures what it is intended to measure. In this study, experts in the field of office administration, human resources, and office technology and management were consulted to review the instrument. These experts reviewed the questionnaire and provided feedback on whether the questions effectively measured computer literacy and its impact on employability. their comments were used to refined the instrument to ensure that they were straightforward and appropriate for the target population.

3.7 Method of Data Analysis
Data collected from the questionnaires was analyzed using Descriptive Statistics. That allowed to summarize and describe the characteristics of the sample. with Frequency counts and percentages. This was to determine the respondents, levels of computer literacy, and the perceived importance of computer skills for employment. The results were presented in tables, to provide a clear and comprehensive view of the findings in the next chapter.




CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents the findings of the study on the role of computer literacy in enhancing the employability of secretaries. Based on responses to a structured questionnaire, the results highlight the significance of computer skills in improving secretaries’ efficiency, productivity, and job prospects. The following tables summarize key responses on the impact of computer literacy in the profession.
4.2 Results
Table 4.1: Computer literacy is important for secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	66.67

	Agree
	7
	23.81

	Disagree
	2
	5.71

	Strongly Disagree
	1
	3.81

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.1 above showed that 20 (66.67%) respondents strongly agreed and 7 (23.81%) respondents agreed that computer literacy is important for secretaries, while 2 (5.71%) respondents disagreed and 1 (3.81%) respondent strongly disagreed with the statement.

Table 4.2: Computer literacy helps secretaries to perform their tasks more efficiently
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	17
	57.14

	Agree
	9
	28.57

	Disagree
	3
	8.57

	Strongly Disagree
	2
	5.71

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.2 above revealed that 17 (57.14%) respondents strongly agreed and 9 (28.57%) respondents agreed that computer literacy helps secretaries perform their tasks more efficiently, while 3 (8.57%) respondents disagreed and 2 (5.71%) respondents strongly disagreed with the statement.


Table 4.3: The use of computers has become essential in secretarial duties
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	19
	61.90

	Agree
	9
	28.57

	Disagree
	2
	5.71

	Strongly Disagree
	1
	3.81

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.3 above showed that 19 (61.90%) respondents strongly agreed and 9 (28.57%) respondents agreed that the use of computers has become essential in secretarial duties, while 2 (5.71%) respondents disagreed and 1 (3.81%) respondent strongly disagreed with the statement.



Table 4.4: Computer is regularly used at the workplace
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	21
	70.48

	Agree
	6
	19.05

	Disagree
	2
	6.67

	Strongly Disagree
	1
	3.81

	Total
	30
	100


Source: Researcher’s Fieldwork 202
Table 4.4 above indicated that 21 (70.48%) respondents strongly agreed and 6 (19.05%) respondents agreed that they use a computer regularly at their workplace, while 2 (6.67%) respondents disagreed and 1 (3.81%) respondent strongly disagreed with the statement.


Table 4.5: Computer literacy is important for improving communication in the workplace
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	19
	61.90

	Agree
	9
	28.57

	Disagree
	2
	5.71

	Strongly Disagree
	1
	3.81

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.5 above revealed that 19 (61.90%) respondents strongly agreed and 9 (28.57%) respondents agreed that computer literacy is important for improving communication in the workplace, while 2 (5.71%) respondents disagreed and 1 (3.81%) respondent strongly disagreed with the statement.



Table 4.6: Computer literacy enhances job security for secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	16
	52.38

	Agree
	10
	33.33

	Disagree
	3
	9.52

	Strongly Disagree
	1
	4.76

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.6 above showed that 16 (52.38%) respondents strongly agreed and 10 (33.33%) respondents agreed that computer literacy enhances job security for secretaries, while 3 (9.52%) respondents disagreed and 1 (4.76%) respondent strongly disagreed with the statement.



Table 4.7: Computer skills help secretaries to handle multiple tasks at the same time
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	17
	57.14

	Agree
	10
	33.33

	Disagree
	2
	6.67

	Strongly Disagree
	1
	2.86

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.7 above showed that 17 (57.14%) respondents strongly agreed and 10 (33.33%) respondents agreed that computer skills help secretaries handle multiple tasks at the same time, while 2 (6.67%) respondents disagreed and 1 (2.86%) respondent strongly disagreed with the statement.


Table 4.8: Computer literacy helps secretaries to better organize and manage information
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	66.67

	Agree
	7
	23.81

	Disagree
	2
	5.71

	Strongly Disagree
	1
	3.81

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.8 above revealed that 20 (66.67%) respondents strongly agreed and 7 (23.81%) respondents agreed that computer literacy helps secretaries to better organize and manage information, while 2 (5.71%) respondents disagreed and 1 (3.81%) respondent strongly disagreed with the statement.


Table 4.9: Secretaries who are computer literate are more likely to be promoted
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	14
	47.62

	Agree
	9
	28.57

	Disagree
	3
	9.52

	Strongly Disagree
	4
	14.29

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.9 above showed that 14 (47.62%) respondents strongly agreed and 9 (28.57%) agreed that computer-literate secretaries are more likely to be promoted, while 3 (9.52%) disagreed and 4 (14.29%) strongly disagreed.


Table 4.10: Secretaries without computer skills will face difficulties in finding employment
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	23
	76.19

	Agree
	4
	14.29

	Disagree
	2
	6.67

	Strongly Disagree
	1
	2.86

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.10 above revealed that 23 (76.19%) respondents strongly agreed and 4 (14.29%) agreed that secretaries without computer skills will face employment challenges, while 2 (6.67%) disagreed and 1 (2.86%) strongly disagreed.


Table 4.11: Computer skills improve the overall productivity of secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	19
	63.33

	Agree
	7
	24.76

	Disagree
	2
	6.67

	Strongly Disagree
	2
	5.71

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.11 above showed that 19 (63.33%) respondents strongly agreed and 7 (24.76%) agreed that computer skills improve secretaries’ productivity, while 2 (6.67%) disagreed and 2 (5.71%) strongly disagreed.


Table 4.12: The level of computer literacy required depends on the type of organization
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	15
	50.48

	Agree
	11
	37.14

	Disagree
	2
	6.67

	Strongly Disagree
	2
	5.71

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.12 above showed that 15 (50.48%) respondents strongly agreed and 11 (37.14%) agreed that the level of required computer literacy depends on the organization, while 2 (6.67%) disagreed and 2 (5.71%) strongly disagreed.


Table 4.13: Computer literacy makes secretaries more versatile in the workplace
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	19
	63.33

	Agree
	9
	28.57

	Disagree
	2
	5.71

	Strongly Disagree
	1
	2.86

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.13 above showed that 19 (63.33%) respondents strongly agreed and 9 (28.57%) agreed that computer literacy increases versatility, while 2 (5.71%) disagreed and 1 (2.86%) strongly disagreed.


Table 4.14: Computer literacy helps secretaries to better manage time and schedules
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	17
	58.10

	Agree
	10
	33.33

	Disagree
	2
	6.67

	Strongly Disagree
	1
	1.90

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.14 above indicated that 17 (58.10%) respondents strongly agreed and 10 (33.33%) agreed that computer literacy aids in time and schedule management, while 2 (6.67%) disagreed and 1 (1.90%) strongly disagreed.


Table 4.15: Computer literacy improves the decision-making ability of secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	16
	53.33

	Agree
	11
	37.14

	Disagree
	2
	6.67

	Strongly Disagree
	1
	2.86

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.15 above showed that 16 (53.33%) respondents strongly agreed and 11 (37.14%) agreed that computer literacy improves decision-making, while 2 (6.67%) disagreed and 1 (2.86%) strongly disagreed.


Table 4.16: Computer literacy is essential for interaction with clients and colleagues
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	66.67

	Agree
	7
	24.76

	Disagree
	1
	4.76

	Strongly Disagree
	1
	3.81

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.16 above showed that 20 (66.67%) respondents strongly agreed and 7 (24.76%) agreed that computer literacy is essential for effective interaction, while 1 (4.76%) disagreed and 1 (3.81%) strongly disagreed.



Table 4.17: Computer-literate secretaries are better equipped for administrative tasks
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	19
	63.33

	Agree
	9
	30.48

	Disagree
	1
	4.76

	Strongly Disagree
	1
	1.90

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.17 above revealed that 19 (63.33%) respondents strongly agreed and 9 (30.48%) agreed that computer-literate secretaries are better prepared for administrative tasks, while 1 (4.76%) disagreed and 1 (1.90%) strongly disagreed.


Table 4.18: Computer literacy influences how quickly secretaries complete tasks
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	21
	68.57

	Agree
	7
	22.86

	Disagree
	2
	5.71

	Strongly Disagree
	1
	2.86

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.18 above showed that 21 (68.57%) respondents strongly agreed and 7 (22.86%) agreed that computer literacy enhances speed in completing tasks, while 2 (5.71%) disagreed and 1 (2.86%) strongly disagreed.


Table 4.19: Computer literacy is required for secretaries to stay competitive in the job market
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	22
	73.33

	Agree
	6
	20.00

	Disagree
	2
	5.71

	Strongly Disagree
	0
	0.95 

	Total
	30
	100


Source: Researcher’s fieldwork 2025
Table 4.19 above revealed that 22 (73.33%) respondents strongly agreed and 6 (20.00%) agreed that computer literacy is necessary to remain competitive, while 2 (5.71%) disagreed. No respondent strongly disagreed.


Table 4.20: Computer literacy helps secretaries adapt to technological changes
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	18
	60.00

	Agree
	9
	29.52

	Disagree
	2
	5.71

	Strongly Disagree
	1
	4.76

	Total
	30
	100


Source: Researcher’s Fieldwork 2025
Table 4.20 above showed that 18 (60.00%) respondents strongly agreed and 9 (29.52%) agreed that computer literacy supports adaptability, while 2 (5.71%) disagreed and 1 (4.76%) strongly disagreed.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This study aimed to investigate the essence of computer literacy in enhancing the employability of secretaries. The increasing dependence on technology in administrative functions has made computer literacy a vital skill for secretaries. The research primarily sought to understand how computer literacy impacts the job performance, career advancement, and job security of secretaries in modern workplaces.
A total of 30 respondents participated in the study, which involved a questionnaire-based survey focusing on various aspects of computer literacy, including its influence on work efficiency, communication, multitasking, job promotion, and adaptability to technological changes. The findings revealed that a significant majority of the respondents strongly agreed or agreed that computer literacy plays a crucial role in improving secretarial performance, enhancing communication, and increasing productivity. Additionally, computer skills were considered essential for secretaries to remain competitive in the job market and to handle multiple tasks efficiently.
The study showed that secretaries who are computer literate are more likely to secure promotions, stay relevant in the workplace, and perform administrative tasks more effectively. Moreover, the research highlighted that computer literacy is not only aids in task efficiency but also fosters adaptability to new technological tools and trends, making secretaries more versatile in their roles.
5.2 Conclusion
In conclusion, the study has demonstrated that computer literacy is an essential skill for secretaries in enhancing their employability. As organizations continue to embrace digital tools and technologies, secretaries equipped with computer skills are better positioned to meet the demands of modern office environments. The ability to use computers efficiently increases job performance, communication, time management, and information organization.
Moreover, the study highlighted the importance of computer literacy in improving job security, enhancing job prospects, and contributing to career advancement. Secretaries who are proficient in computer applications are more likely to adapt to workplace changes, handle complex administrative tasks, and stay competitive in the ever-evolving job market. Therefore, computer literacy is not only a job requirement but also a critical factor in the professional development and success of secretaries.
5.3 Recommendations
1. Integration of Computer Training in Secretarial Programs: Educational institutions and training centers offering secretarial courses should ensure that computer literacy is a core part of their curriculum. Specialized training in office software, spreadsheets, word processing, and communication tools should be prioritized to prepare secretaries for the technological demands of the modern workplace.
2. Continuous Professional Development: Employers should encourage and support the continuous professional development of secretaries by providing regular computer training programs. Keeping up with new software updates, digital tools, and office automation techniques will help secretaries remain competitive and efficient in their roles.
3. Promotion of Digital Literacy in the Workplace: Organizations should prioritize the digital literacy of all employees, especially secretaries, by providing regular training workshops on relevant software, cybersecurity practices, and data management. This will not only enhance job performance but also improve overall workplace efficiency.
4. Encouraging Technological Adaptability: Secretaries should be encouraged to embrace technological advancements and adapt to new office technologies. Regular exposure to emerging technologies like cloud computing, project management tools, and artificial intelligence will enable secretaries to stay relevant in their roles and contribute to organizational growth.
5. Support for Career Advancement Through Computer Skills: Employers should recognize the importance of computer literacy in career progression and provide opportunities for secretaries to advance within the organization. Recognizing and rewarding employees who demonstrate proficiency in technology will motivate others to improve their skills and work performance.
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QUESTIONNAIRE
1. Computer literacy is important for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Computer literacy helps secretaries to perform their tasks more efficiently. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. The use of computers has become essential in secretarial duties. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. A computer is regularly used at my workplace. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Computer literacy is important for improving communication in the workplace. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Computer literacy enhances job security for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Computer skills help secretaries to handle multiple tasks at the same time. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Computer literacy helps secretaries to better organize and manage information. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Secretaries who are computer literate are more likely to be promoted. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Secretaries without computer skills will face difficulties in finding employment. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Computer skills improve the overall productivity of secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. The level of computer literacy required for secretarial duties depends on the type of organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Computer literacy makes secretaries more versatile in the workplace. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Computer literacy helps secretaries to better manage time and schedules. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Computer literacy improves the decision-making ability of secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Computer literacy is an essential skill for secretaries to interact with clients and colleagues. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Secretaries with computer literacy are better equipped to handle administrative tasks. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Computer literacy influences the speed at which secretaries can complete tasks. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Computer literacy is required for secretaries to stay competitive in the job market. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Computer literacy helps secretaries in adapting to technological changes in the workplace. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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