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ABSTRACT
This study evaluates the impact of Intranet, Extranet, and Internet on the effectiveness of secretaries in contemporary organizational settings. In today's rapidly evolving business environment, technology plays a crucial role in enhancing the efficiency and productivity of administrative professionals. The research examines how these digital platforms facilitate communication, information sharing, and workflow management, and explores their influence on decision-making, task management, and time optimization for secretaries. Through a comprehensive survey of administrative professionals, the study assesses the extent to which these technologies streamline operations and improve the overall performance of secretarial functions. The findings indicated that Intranet, Extranet, and Internet significantly contribute to the enhancement of secretarial duties by fostering seamless communication, enabling efficient data management, and supporting collaborative tasks. Moreover, the study highlights the challenges and limitations faced by secretaries in adapting to these technologies, including security concerns, technical difficulties, and the need for continuous training. Ultimately, the research underscores the importance of these platforms in transforming the role of secretaries, making them more integral to organizational success in the digital age. This study serves as a valuable resource for businesses looking to optimize administrative processes through the adoption of digital tools.
Keywords: Intranet, Extranet, Internet, Secretarial Effectiveness, Technology in Administration
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
In the digital era, the role of a secretary has evolved significantly, particularly with the integration of information and communication technologies (ICT). The advent of Intranet, Extranet, and the Internet has transformed administrative functions, enabling secretaries to manage tasks more efficiently and communicate with greater ease. Historically, secretarial duties were limited to routine administrative functions such as scheduling, filing, and handling correspondence. However, the proliferation of digital technologies has broadened the scope of secretarial responsibilities, making them more strategic and technology-driven (Graham, 2019).
The Intranet is  a private network within an organization, has become an indispensable tool for secretaries due to its ability to centralize resources and enhance internal communication. Intranet systems have revolutionized administrative workflows by enabling the efficient sharing of documents, real-time communication, and secure access to vital organizational information. These systems allow secretaries to perform tasks more effectively, such as managing calendars, scheduling meetings, and handling internal correspondence, all while maintaining a seamless flow of communication among employees (Lee & Cho, 2018). Furthermore, the Intranet provides secretaries with direct access to internal databases, guidelines, and resources, which significantly reduces the time spent searching for information and improves decision-making processes (Alvarez & Martinez, 2020).
With the Intranet, secretaries can communicate instantly with colleagues, streamlining the approval processes and reducing delays that often occur with traditional paper-based methods. This capability fosters better coordination among departments and teams, which is critical in fast-paced work environments. For example, secretaries can organize virtual meetings or share important documents with multiple stakeholders simultaneously, which not only boosts productivity but also enhances collaboration across departments (Smith, 2019). Additionally, the ability to monitor and manage internal communications more effectively strengthens the secretary's role as a central coordinator, facilitating smoother operations within the organization (Harris, 2017).
Moreover, the secure access granted by the Intranet ensures that sensitive organizational information remains protected from unauthorized users, which is essential for maintaining confidentiality and ensuring compliance with data protection regulations (Graham, 2019). As organizations increasingly rely on these private networks for daily operations, secretaries are expected to be adept in navigating these platforms to perform their duties efficiently, highlighting the growing importance of digital literacy in the modern administrative role.
In addition to the Intranet, Extranet systems have played an increasingly important role in secretarial functions by enhancing the ability to communicate and collaborate with external parties. An Extranet extends the capabilities of an Intranet by offering secure access to external stakeholders, such as clients, suppliers, business partners, and vendors. This secure access allows secretaries to manage external communications and interactions more efficiently, providing a streamlined interface for information sharing and collaboration. According to Smith and Thomas (2020), Extranet systems allow secretaries to facilitate transactions, coordinate joint projects, and exchange documents with external partners in real time, significantly improving the overall efficiency of business operations.
One of the key advantages of an Extranet is its ability to maintain a high level of security while allowing access to external users. As organizations increasingly rely on collaborative partnerships and global supply chains, the ability to securely exchange sensitive data and documents with external stakeholders becomes critical (Lee & Kim, 2018). Secretaries use Extranet platforms to manage contracts, oversee the sharing of confidential information, and ensure compliance with legal and industry standards, all while maintaining a high level of trust with external partners (Brown & Wilson, 2019).
Moreover, the Extranet also serves to improve customer service by providing external clients with access to vital information, such as order statuses, service updates, or real-time project developments, thereby reducing response times and increasing client satisfaction. By utilizing Extranet systems, secretaries can foster stronger business relationships, which ultimately leads to more efficient operations and better customer retention rates (Johnson & Adams, 2021). The ability to instantly communicate and collaborate on shared projects with external stakeholders enhances business flexibility and enables secretaries to respond swiftly to external needs, making them pivotal in maintaining competitive advantage in today's interconnected marketplace.
The Internet, as a vast global network, has revolutionized the way secretaries perform their roles by providing unprecedented access to a wide array of information, tools, and resources that significantly enhance productivity. With the Internet, secretaries can access cloud-based platforms that allow for real-time document sharing and collaboration, making it easier to manage tasks across multiple locations and time zones. Cloud-based tools such as Google Drive, Microsoft Office 365, and project management software have streamlined administrative workflows, enabling secretaries to manage tasks more efficiently and effectively (Jones, 2017). Furthermore, the availability of online databases provides secretaries with instant access to a wealth of information, which is essential for decision-making, research, and organizing resources quickly (Williams & Clark, 2018).
Email systems, one of the most widely used tools, enable secretaries to maintain effective communication channels with both internal teams and external clients. Through email, secretaries can send and receive documents, respond to queries, schedule meetings, and coordinate tasks, all of which contribute to the dynamic nature of their work environment. As stated by Martin and Peterson (2020), the Internet has expanded the scope of secretarial duties, empowering secretaries to respond to client needs almost immediately, improving efficiency, and fostering stronger professional relationships globally. Real-time communication tools such as instant messaging, video conferencing, and VoIP services also help secretaries maintain a more connected, interactive, and responsive workflow across organizations and clients (Thompson & Roberts, 2019).
However, while the Internet offers numerous advantages, it also presents challenges that secretaries must navigate. One of the significant issues is information overload, as the vast amount of data available online can become overwhelming and time-consuming to sift through (Jackson, 2019). Additionally, the Internet exposes organizations to security risks, including data breaches, cyber-attacks, and unauthorized access to sensitive information. As secretaries handle critical data and communications, they must be vigilant in ensuring the security of information shared through the Internet (Graham, 2019). Furthermore, the rapid pace of technological advancement requires secretaries to engage in continuous skill development to stay abreast of new tools and platforms that can enhance their efficiency (Williams, 2021). As such, adapting to the evolving digital landscape remains both an opportunity and a challenge for secretaries in their professional roles.
Despite the growing reliance on digital platforms, research on the specific impact of these technologies on secretarial effectiveness is limited. This study seeks to fill this gap by assessing how Intranet, Extranet, and Internet technologies influence the efficiency and effectiveness of secretarial functions, focusing on their impact on communication, collaboration, and workflow management.
1.2 Statement of the Problem
In the digital age, technological advancements such as Intranet, Extranet, and the Internet have radically transformed business operations, impacting various roles within an organization. Among these roles, secretaries have witnessed a significant shift in their duties due to the widespread integration of these technologies. Traditionally, secretaries were tasked with administrative functions such as scheduling, correspondence, and maintaining office systems. However, with the advent of digital tools, secretaries now play a more dynamic role, involving communication management, information sharing, and even project coordination across multiple platforms.
While the integration of these digital tools is seen as a positive development for improving efficiency, there is limited research on how the use of Intranet, Extranet, and Internet platforms specifically affects the effectiveness and performance of secretaries. Some studies indicated that technologies like the Intranet and Extranet can streamline internal and external communication, enhance collaboration, and increase productivity (Lee & Cho, 2018; Smith & Thomas, 2020). However, other challenges, such as information overload, security risks, and the need for constant skills development, have been identified (Jones, 2017; Jackson, 2019). Despite these observations, it remains unclear how secretaries perceive the overall impact of these technologies on their roles, the specific benefits and challenges they encounter, and how their effectiveness can be enhanced through the adoption of these tools.
This study seeks to bridge this gap by assessing the impact of Intranet, Extranet, and Internet technologies on the effectiveness of secretaries. By focusing on communication, task management, collaboration, and workflow optimization, this research aims to provide valuable insights into how these digital platforms influence secretarial performance. Additionally, the study aims to identify the limitations and challenges faced by secretaries in adopting and using these technologies and offer recommendations for improving their effectiveness.

1.3 Objectives of the Study
The primary objective of this study is to assess the impact of Intranet, Extranet, and Internet technologies on the effectiveness of secretaries in modern organizational settings. By understanding the ways in which these technologies influence secretarial duties, this research seeks to provide a comprehensive evaluation of how digital platforms enhance or hinder secretarial productivity, communication, and overall performance. The specific objectives of the study are as follows:
1. To evaluate the impact of Intranet on the communication and productivity of secretaries
2. To assess the role of Extranet in managing external communication and collaboration with stakeholders
3. To analyze the influence of the Internet on secretarial effectiveness, including task management, real-time communication, and information access
4. To identify the challenges faced by secretaries in using Intranet, Extranet, and Internet technologies
5. To recommend strategies for improving the effectiveness of secretaries through the better utilization of Intranet, Extranet, and Internet technologies
1.4 Research Questions
 the study is to assess the impact of Intranet, Extranet, and Internet technologies on the effectiveness of secretaries. To achieve this, the following research questions have been raised to guide the study:
1. What is the impact of Intranet technology on the communication and productivity of secretaries?
2. In what ways does the Extranet influence the ability of secretaries to manage external communications and collaborate with external stakeholders such as clients, vendors, and partners?
3. What role does the Internet play in enhancing secretarial tasks such as real-time communication, information retrieval, and cloud-based management?
4. What challenges do secretaries face in the adoption and use of Intranet, Extranet, and Internet technologies in their day-to-day tasks?
This question will address potential barriers, such as information overload, security risks, what ways can organizations improve the effectiveness of secretaries by optimizing the use of Intranet, Extranet, and Internet technologies?
1.5 Significance of the Study
This study is significant as it seeks to evaluate the impact of Intranet, Extranet, and Internet technologies on the effectiveness of secretaries in contemporary organizations. As technology increasingly shapes the work environment, secretaries are becoming more integrated into the digital workflows, managing both internal and external communication channels and enhancing organizational productivity. Understanding how these digital tools influence the efficiency and performance of secretaries is crucial for both the development of organizational strategies and the professional growth of administrative staff.
The findings from this study will offer valuable insights into how secretaries can better utilize Intranet systems to streamline internal communication and improve task management. Intranet systems offer centralized access to company resources, reducing the time spent searching for information and improving workflow efficiency (Lee & Cho, 2018). By assessing the impact of the Intranet, this study will provide organizations with practical knowledge on how to leverage these systems to improve internal communication, foster collaboration, and support secretarial functions.
The study will also shed light on the role of Extranet systems in managing relationships with external stakeholders, including clients, vendors, and business partners. Extranets have become essential for securely sharing information and collaborating on joint projects, and secretaries play a vital role in these interactions (Smith & Thomas, 2020). The research will identify the specific ways in which Extranet platforms enhance secretarial duties and how organizations can optimize their use to improve external communication and collaboration.
In addition, this study will explore the Internet's role in modern secretarial functions, particularly in terms of cloud-based platforms, email communication, and real-time information retrieval. By understanding the benefits and challenges associated with the Internet, secretaries can improve their ability to manage tasks, access necessary resources, and stay connected with colleagues and clients around the world (Jones, 2017).
Furthermore, the study will highlight the challenges secretaries face when adopting these technologies, including information overload, security concerns, and the need for continuous professional development (Jackson, 2019). Addressing these challenges is crucial for ensuring that secretaries are equipped to navigate the complexities of modern digital tools effectively.
The significance of this study extends beyond secretarial roles, as it can inform organizations about how to better support their administrative staff through training and the implementation of the right technological tools. By improving the effectiveness of secretaries, organizations can enhance overall operational efficiency, improve customer satisfaction, and foster a more productive work environment (Williams & Clark, 2018).
1.6 Delimitation of the Study
This study focuses on assessing the impact of Intranet, Extranet, and Internet technologies specifically on the effectiveness of secretaries in modern organizations. The research is confined to examining secretarial roles in organizations that actively utilize these digital tools. It does not cover secretaries in organizations where such technologies are not integrated into daily workflows, limiting the findings to companies that are technology-driven.
The study also limits its scope to a specific group of secretarial tasks related to communication management, document sharing, and task coordination. Other administrative functions, such as financial management or human resources tasks, are excluded from the investigation.
Furthermore, this research focuses primarily on the organizational use of these technologies in medium to large-sized enterprises. Smaller organizations or businesses with limited use of Intranet, Extranet, or Internet technologies are not included in the study's scope, as their practices may differ significantly.
The study examines only the effects of technology on secretarial effectiveness within office-based environments, excluding remote or freelance secretaries. This delimitation ensures a focused analysis on traditional office settings where Intranet, Extranet, and Internet systems are more systematically integrated into secretarial practices. The study also delimited to selected public and private organizations in Ilorin metropolis.
1.7 Limitation of the Study
This study, while aiming to provide valuable insights into the impact of Intranet, Extranet, and Internet technologies on secretarial effectiveness, faces several limitations. One limitation is the reliance on self-reported data from secretaries, which may be subject to bias or inaccuracies due to personal perceptions of technology use and effectiveness. Respondents may overestimate or underestimate the impact of these technologies on their productivity and performance.
Another limitation is the scope of the study, which focuses only on public and private organizations that actively employ these digital tools. As such, the findings may not be representative of smaller businesses or organizations with limited technological integration. These organizations may have different challenges or benefits in using such tools.
The study also excludes remote or freelance secretaries who may have a different experience with digital tools compared to office-based secretaries. The technological setup and usage may vary significantly in remote work environments, which could influence the overall impact on their effectiveness.
Additionally, the study's timeframe and resource constraints limit the sample size and the number of organizations that could be included, which may affect the generalizability of the findings. The rapid evolution of technology also poses a challenge, as new tools and platforms may emerge after the study is conducted, rendering some findings outdated.


CHAPTER TWO
LITERATURE REVIEW
This chapter explores the impact of Intranet, Extranet, and Internet technologies on the effectiveness of secretaries. It reviews existing literature to understand how these tools have transformed secretarial tasks, improved communication, and influenced organizational efficiency. The following sections describes the basis under which the review was conducted. 
2.1 Concept of Intranet, Extranet and Internet 
2.2 The Role of Secretaries in the Modern Organization
2.3 The Impact of Intranet on Secretarial Effectiveness
2.4 The Role of Extranet in Enhancing Secretarial Functions
2.5 The Internet and Its Influence on Secretarial Effectiveness
2.1 Concept of Intranet, Extranet and Internet 
The advent of digital technologies has significantly reshaped the role of secretaries in organizations, fundamentally altering their approach to communication, coordination, and administrative tasks. In particular, tools such as the Intranet, Extranet, and the Internet have not only transformed how secretaries manage these duties but have also become indispensable in enhancing their effectiveness and efficiency. The effectiveness of secretarial duties, including organizational support and communication management, is increasingly reliant on the integration of these digital platforms. In this literature review, we will explore the academic and empirical research on the role of these technologies in improving the performance and productivity of secretaries, the challenges they face, and the overall impact on organizational efficiency.
The Intranet, a private network used within an organization, provides a centralized platform for secretaries to access, share, and manage internal information (Gable & Chan, 2006). By utilizing the Intranet, secretaries can streamline administrative tasks such as scheduling meetings, distributing documents, and managing internal communications. This centralized approach significantly reduces the need for physical paperwork and in-person interactions, thereby increasing operational efficiency (Meyer & Ross, 2019). Moreover, secretaries can access up-to-date organizational data instantly, eliminating the need for time-consuming searches through physical files or outdated records, thus saving valuable time and resources (Parker & Gable, 2009).
Several studies have highlighted how the Intranet reduces the time secretaries spend on manual tasks by automating processes and centralizing communication (Parker & Gable, 2009). Through the integration of automated scheduling systems, document management tools, and task tracking platforms, secretaries can perform routine administrative duties more efficiently. For instance, automating the distribution of meeting agendas, reminders, and internal communications ensures that tasks are completed promptly, with minimal error (Smith & Allen, 2015). By having these systems in place, secretaries can manage multiple administrative functions simultaneously, which enhances overall productivity within the organization (Harris, 2017). Additionally, the centralization of communication within the Intranet ensures that all parties involved in projects or meetings have access to the same, up-to-date information, minimizing the risk of miscommunication (Bell & Stroud, 2012).
This shift not only improves the speed and accuracy of administrative functions but also enhances decision-making processes within the organization (Smith & Allen, 2015). With quick access to information and a streamlined communication channel, secretaries are able to assist executives and managers in making timely and informed decisions. As secretaries can promptly provide essential data, reports, and documents, they significantly contribute to enhancing decision-making processes that require accurate and timely information (Greenwood & McDonald, 2013). Additionally, the ability to monitor the progress of projects or meetings in real time allows for proactive problem-solving and efficient management of resources, resulting in more strategic decision-making (Parker & Gable, 2009).
Moreover, the Intranet fosters collaboration and supports a more transparent work environment, allowing secretaries to work more efficiently with other departments and stakeholders (Wang, 2007). The Intranet's collaborative tools, such as shared calendars, document repositories, and internal messaging systems, enable secretaries to coordinate seamlessly with other departments and team members. This collaborative environment enhances the efficiency of cross-departmental communication, as all relevant parties can access and update the same documents and data (Beck & Davis, 2011). Furthermore, the transparency afforded by the Intranet allows team members to track project developments, see updates in real time, and have a clear overview of deadlines and milestones, improving accountability within the organization (Meyer & Ross, 2019).
The Extranet, a controlled private network that allows secure access to certain parts of an organization’s information system from external sources, further enhances the secretary's role in managing external communications and collaborations. Extranets are particularly beneficial for secretaries who are tasked with liaising between their organization and external partners, clients, or vendors (Hargreaves & Burkitt, 2009). By providing a secure and controlled environment for sharing important organizational data and communications with external stakeholders, the Extranet enables secretaries to facilitate smooth interactions and collaborations with these parties, thus optimizing both internal and external business processes (Beck & Davis, 2011). For example, secretaries can securely share documents, receive feedback, and communicate key organizational updates in real-time, enhancing the efficiency of external communication (Bell & Stroud, 2012).
Research has shown that the Extranet facilitates seamless and secure communication, reducing the likelihood of errors and delays in information transfer (Beck & Davis, 2011). This secure exchange of information ensures that external collaborators are working with the most accurate and up-to-date data, which is crucial for maintaining the quality and timeliness of projects. Through Extranet platforms, secretaries can create collaborative spaces where external parties can access documents, review schedules, and participate in discussions, further increasing the accuracy and efficiency of the collaboration process (Greenwood & McDonald, 2013). By reducing the need for manual coordination, such as frequent phone calls or email chains, the Extranet provides a streamlined method for tracking progress and resolving issues quickly, which is essential in fast-paced environments (Meyer & Ross, 2019).
Additionally, secretaries can use Extranet-based tools to track the progress of projects, manage schedules, and ensure that external parties remain aligned with the organization’s goals (Greenwood & McDonald, 2013). Many Extranet platforms include features such as project management tools, which enable secretaries to monitor key milestones, assign tasks, and set deadlines for both internal teams and external collaborators. By having a centralized view of ongoing projects, secretaries can ensure that the various moving parts of a project are proceeding according to plan and that any delays or obstacles are quickly addressed. Furthermore, secretaries can use these platforms to schedule meetings with external partners, send reminders, and keep all relevant parties informed, ensuring smooth coordination across organizational boundaries (Patel & Ziegler, 2010). The result is a more synchronized effort toward meeting project deadlines and objectives, increasing the likelihood of success for both internal teams and external collaborators (Wang, 2007).
This increased connectivity and collaboration not only enhance the secretary's ability to perform administrative duties but also ensure that organizational goals are met on time and with greater efficiency (Brocker & Green, 2008). As secretaries become more integrated into external communications and project management activities, they play a critical role in keeping external partners aligned with organizational priorities. Through the Extranet, secretaries can effectively manage the flow of information, ensuring that external stakeholders are kept in the loop, which in turn reduces misunderstandings and potential delays. By improving both internal and external communication and ensuring that everyone has access to the same information in real-time, secretaries contribute directly to the timely completion of projects, which is essential for organizational success (Harris, 2017). Moreover, the Extranet’s ability to provide a secure communication platform ensures that sensitive information, such as client contracts or financial data, is protected while still being accessible to authorized external parties (Patel & Ziegler, 2010).
The Internet, with its global reach and vast array of tools, has also transformed the traditional role of secretaries in the modern workplace. The ability to access information, communicate across vast distances, and perform various administrative functions remotely has significantly boosted productivity and operational efficiency (Harris, 2017). Research by Andrews and McMullen (2014) demonstrates that the Internet has become a key enabler in improving the speed and accuracy of secretarial tasks. From managing emails and calendar scheduling to online research and data management, the Internet offers secretaries a range of tools that improve task execution and organizational support (Smith & Greene, 2015). Furthermore, the increased reliance on cloud-based tools and digital collaboration platforms has enabled secretaries to operate more flexibly, effectively coordinating with remote teams and external collaborators (Bell & Stroud, 2012). As organizations continue to adopt digital strategies, the role of the secretary in managing these technologies becomes ever more crucial in supporting overall productivity (Meyer & Ross, 2019).


2.2 The Role of Secretaries in the Modern Organization
Secretaries have long been seen as the backbone of organizational operations, responsible for managing office systems, coordinating communication, scheduling meetings, and performing various administrative functions (Swaim & Dent, 2019). Traditionally, secretarial work involved tasks like typing documents, handling correspondence, and providing direct support to executives. However, with the rise of digital technologies, secretaries have taken on a more complex role. They are now responsible for managing digital communication, organizing electronic records, and assisting with online project management, among other functions (Lee & Cho, 2018). The rapid shift towards digital tools has significantly changed the way secretaries operate within organizations, shifting from traditional clerical duties to more strategic, technology-driven roles (Meyer & Ross, 2019).
The integration of Intranet, Extranet, and Internet technologies has significantly expanded the scope of secretarial responsibilities, transforming secretaries into pivotal figures in modern business communication. The Intranet, in particular, has emerged as a crucial platform for internal communication, knowledge sharing, and document management within organizations (Parker & Gable, 2009). By centralizing information in a single, accessible location, secretaries can streamline administrative processes, reducing the reliance on manual and paper-based systems. As a result, secretaries are able to manage internal communications more efficiently, ensuring that information is promptly distributed to the right individuals or departments (Bell & Stroud, 2012).
With access to centralized systems for document storage and scheduling, secretaries can oversee complex meeting schedules and manage organizational workflows with greater accuracy and speed. The real-time nature of the Intranet allows secretaries to coordinate tasks across multiple departments, ensuring that deadlines are met and communication gaps are minimized (Smith & Allen, 2015). Furthermore, secretaries can utilize Intranet-based calendars and scheduling tools to automatically update meeting times, prioritize appointments, and avoid conflicts, contributing to smoother operations within the organization (Gable & Chan, 2006). This efficiency not only reduces administrative bottlenecks but also fosters greater collaboration between employees, leading to more productive work environments (Wang, 2007).
The automation of routine tasks, such as document approval processes, meeting reminders, and communication updates, is one of the key advantages of Intranet integration. By reducing the manual effort required for these functions, secretaries can redirect their attention toward higher-value activities that require more strategic thinking and decision-making. For example, secretaries can focus on optimizing workflows, improving organizational processes, and facilitating cross-functional team collaboration (Smith & Allen, 2015). In this way, the Intranet empowers secretaries to contribute to organizational improvements, ultimately enhancing overall business performance (Parker & Gable, 2009). Additionally, secretaries are increasingly able to support the management team with data-driven insights and recommendations, enabling executives to make more informed decisions based on the readily accessible information stored in the Intranet (Smith & Greene, 2015).
Moreover, the use of Intranet tools enhances secretaries' ability to foster a collaborative work environment. By providing a platform for sharing documents, project updates, and team discussions, the Intranet facilitates greater transparency and teamwork across departments (Bell & Stroud, 2012). Secretaries, in turn, can facilitate cross-departmental communication and ensure that all stakeholders have access to the information they need to perform their tasks effectively. As a result, secretaries play a critical role in fostering an interconnected and collaborative organizational culture, contributing to higher levels of engagement and improved overall performance (Wang, 2007).
The Extranet has significantly enhanced secretaries' ability to manage external communication and foster collaborations with clients, vendors, and other external stakeholders. By providing secure access to the organization's network, secretaries can interact with external partners more efficiently, overcoming the communication barriers that traditionally relied on phone calls or in-person meetings (Hargreaves & Burkitt, 2009). This secure, web-based environment allows secretaries to quickly share and update critical information, which is vital in maintaining productive and timely communication with outside parties. As a result, secretaries can ensure that all stakeholders are continuously informed and aligned with the organization's objectives, thus reducing the risk of delays, misunderstandings, and project mismanagement (Greenwood & McDonald, 2013).
2.3 The Impact of Intranet on Secretarial Effectiveness
The Intranet, as a private and secure network within an organization, plays a critical role in enhancing secretarial effectiveness by streamlining internal communication, managing workflows, and improving organizational efficiency. As a centralized platform for sharing documents, schedules, and other resources, the Intranet allows secretaries to access real-time information and facilitate communication across departments with ease (Lee & Cho, 2018). This has led to significant reductions in the time and effort secretaries expend on manual administrative tasks, such as sorting through emails, managing physical documents, and coordinating schedules through various disconnected systems. By centralizing these functions, the Intranet helps secretaries perform their tasks more efficiently, ensuring that vital information is readily available when needed, thereby improving the overall speed of operations (Brown & Green, 2017).
Research by Thompson & Roberts (2019) underscores the pivotal role that the Intranet plays in accelerating decision-making processes within organizations. By providing secretaries with access to up-to-date organizational data, project statuses, and collaborative tools, the Intranet enables secretaries to streamline communication and facilitate faster decision-making. This is particularly valuable in environments where quick decisions are essential to capitalize on opportunities or maintain efficiency. With the availability of real-time data, secretaries can ensure that the necessary stakeholders are promptly informed, and critical issues are addressed in a timely manner, which helps organizations maintain their competitive edge (Parker & Gable, 2009).
The integration of real-time document sharing and update functionalities on the Intranet is crucial in this process. Secretaries can use the Intranet to quickly disseminate updated reports, project timelines, and other important documents to key decision-makers. This eliminates the delays that can occur when relying on traditional methods such as email or face-to-face meetings, and it allows for faster approvals, revisions, and feedback (Smith & Allen, 2015). In fast-paced environments, the ability to instantly share key information with decision-makers significantly reduces the time spent waiting for responses, ensuring that processes move forward with minimal delay (Lee & Cho, 2018).
Moreover, the Intranet’s collaborative tools, such as shared workspaces and task management platforms, empower secretaries to facilitate communication and decision-making in real-time. Secretaries can track the progress of tasks and projects, ensuring that team members are aligned and that any roadblocks are quickly identified and addressed. The use of task-tracking systems integrated with the Intranet further supports decision-making by allowing managers and team leaders to monitor deadlines and resource allocations, making it easier to adjust plans as needed (Gable & Chan, 2006). This proactive approach to project management helps reduce decision-making delays that might arise from a lack of coordination or communication (Brown & Green, 2017).
In addition, the Intranet’s ability to centralize information plays a crucial role in ensuring that decision-makers have access to comprehensive data when needed. By bringing together all relevant organizational resources, including project documents, emails, calendars, and reports, secretaries can ensure that the information is easily accessible to those who need it. This centralized data repository improves the quality of decision-making by providing decision-makers with a complete and up-to-date view of all relevant information, allowing them to make informed decisions with greater confidence and accuracy (Parker & Gable, 2009).
Furthermore, as organizations continue to face the pressures of working in a globalized and fast-paced environment, the need for faster decision-making has become increasingly important. The Intranet enables secretaries to support not only local teams but also cross-departmental and even international collaborations. By providing secure and efficient communication channels, secretaries can facilitate collaboration across different time zones, ensuring that decisions can be made swiftly, regardless of geographical location (Greenwood & McDonald, 2013). This global connectivity allows secretaries to coordinate between diverse teams, ensuring that the decision-making process is inclusive and timely, even in complex, multi-regional projects.
The Intranet plays a vital role in fostering a more organized and structured work environment, which directly enhances the ability of secretaries to manage tasks, communications, and broader organizational workflows. With the use of features such as shared calendars, task management tools, and document version control, secretaries are able to efficiently monitor ongoing projects, track deadlines, and ensure that all team members are aligned with organizational goals (Smith & Allen, 2015). These functionalities reduce the complexities associated with managing multiple responsibilities and allow secretaries to stay on top of various administrative and collaborative tasks, which contributes to an overall improvement in organizational efficiency (Parker & Gable, 2009).
For example, the shared calendar feature enables secretaries to effectively schedule meetings, events, and deadlines across different teams, preventing overlaps and ensuring that resources are properly allocated. Additionally, task management tools integrated into the Intranet help secretaries to assign tasks, monitor progress, and follow up with team members in real-time, reducing the likelihood of missed deadlines and ensuring smoother project execution (Lee & Cho, 2018). This not only enhances the secretarial role in daily operations but also allows secretaries to facilitate the achievement of organizational objectives through improved coordination and task tracking (Brown & Green, 2017).
Document version control is another crucial feature that supports secretarial effectiveness. By enabling secretaries to track document revisions and ensure that all team members are working with the most up-to-date versions, the Intranet prevents confusion and errors arising from the use of outdated materials (Smith & Greene, 2015). This level of control is especially important in environments where collaboration and the accuracy of information are paramount, such as in legal or technical fields. By maintaining version history, secretaries help teams avoid conflicts and improve overall document integrity, further supporting the smooth flow of work and information (Gable & Chan, 2006).
Moreover, the Intranet’s role in supporting broader organizational workflows goes beyond individual tasks, extending to cross-departmental collaboration. The ability to share information across teams using the Intranet helps break down silos and fosters communication between different departments. Gable & Chan (2006) emphasize that this feature of the Intranet encourages the flow of information across organizational boundaries, ensuring that all relevant departments have access to the information they need to contribute effectively to organizational goals. Secretaries, in this regard, become integral to facilitating cross-departmental communication, helping bridge gaps between teams and ensuring that information is disseminated efficiently throughout the organization.
Additionally, studies by Thompson & Roberts (2019) suggest that the Intranet’s collaborative features, such as shared project spaces and communication channels, promote teamwork and reduce the inefficiencies that arise when departments work in isolation. By creating an environment of shared information and real-time updates, the Intranet enables secretaries to coordinate activities across departments, ensuring that each team is aligned and that projects move forward smoothly. This improved alignment and collaboration not only enhance the effectiveness of secretaries in managing their workload but also improve overall organizational performance (Smith & Allen, 2015).
In addition to internal communication, the Intranet also plays an essential role in managing the organizational knowledge base. Secretaries can use the Intranet to facilitate the sharing of best practices, guidelines, and standard operating procedures, ensuring that employees have easy access to important resources. This knowledge-sharing functionality is particularly valuable in organizations that rely on constant updates and iterative improvements, as it helps prevent duplication of effort and ensures that all employees are working from the same set of standards and expectations (Thompson & Roberts, 2019). In this way, the Intranet not only supports secretarial functions but also contributes to the long-term development of organizational knowledge and processes.
Moreover, the integration of the Intranet with other digital tools, such as the Extranet and Internet-based applications, has further enhanced the effectiveness of secretaries. The Extranet, for example, allows secretaries to extend secure access to external partners, suppliers, and clients, ensuring that communication and document sharing are both efficient and secure (Greenwood & McDonald, 2013). This expanded connectivity improves the collaboration between internal and external stakeholders, enabling secretaries to play a more proactive role in managing external relationships and supporting organizational goals (Beck & Davis, 2011). Additionally, the Internet enables secretaries to support the digital presence of the organization, manage online communications, and collaborate in real-time with colleagues across the globe, further enhancing their role as key facilitators of organizational effectiveness (Smith & Greene, 2015).
2.4 The Role of Extranet in Enhancing Secretarial Functions
An Extranet, which extends the functionalities of an Intranet to allow secure access for external stakeholders such as clients, vendors, and business partners, significantly enhances the role of secretaries in managing external communications and supporting business operations. The integration of the Extranet allows secretaries to streamline interactions with external entities, making it easier for them to process transactions, share updates, and engage in collaborative projects without sacrificing security (Smith & Thomas, 2020). This increased capacity to manage external communications and transactions in real-time positions secretaries as key facilitators in the organization's relationship-building efforts, contributing to the long-term success and growth of the business (Jones, 2017).
The use of the Extranet is particularly beneficial in industries where external collaboration and client communication are essential. Harris (2017) highlights that industries such as consulting, finance, and healthcare rely heavily on external partnerships, and the ability to securely exchange information and collaborate via the Extranet enhances operational efficiency. Secretaries play a pivotal role in ensuring that the flow of information between the organization and its external stakeholders remains timely, accurate, and secure. Through Extranet systems, secretaries can provide clients and vendors with access to key documents, reports, schedules, and project updates, improving collaboration and reducing delays that might otherwise arise from less efficient communication methods such as emails or physical meetings (Gable & Chan, 2006).
Furthermore, the Extranet’s role in enabling real-time communication with external partners is essential in helping secretaries manage joint projects and business negotiations more effectively. By providing a shared platform for information exchange, the Extranet facilitates seamless collaboration not only within the organization but also with external stakeholders such as clients, vendors, and business partners (Jones, 2017). This collaborative environment enhances communication, allowing secretaries to quickly address issues, share project updates, and provide real-time responses to external queries, which can significantly reduce the risk of delays and misunderstandings.
By utilizing the Extranet, secretaries can track the progress of external engagements in a more organized and systematic way. With tools like shared calendars, task lists, and project timelines, secretaries can easily monitor milestones, adjust schedules as necessary, and keep external parties aligned with project objectives (Beck & Davis, 2011). According to Harris (2017), this real-time tracking of project status also supports proactive problem-solving, as secretaries can immediately identify any bottlenecks or delays, enabling them to take corrective actions before minor issues escalate into larger problems.
Moreover, the Extranet supports greater transparency in project management, which is crucial for maintaining trust and accountability between internal and external teams (Smith & Allen, 2015). As all stakeholders have access to the same up-to-date information, there is less room for ambiguity or miscommunication. This transparency ensures that all parties involved are well-informed and that expectations are clearly set. Secretaries can help manage this transparency by regularly updating documents, tracking changes, and facilitating meetings through the Extranet’s collaboration tools, ensuring that all team members are on the same page throughout the project lifecycle (Graham, 2019).
Additionally, the ability to track and document interactions and progress through the Extranet helps secretaries provide detailed reports to senior management or other key decision-makers. This level of documentation supports accountability by creating an audit trail that can be referred to in case of disputes or discrepancies (Parker & Gable, 2009). For example, if an external partner claims that certain project milestones were not met, secretaries can refer to the Extranet’s tracking features to provide evidence of communication, deadlines, and task completion, fostering trust and clarity in the relationship (Jones, 2017).
The collaborative nature of the Extranet also encourages a more dynamic approach to project management, where feedback and suggestions can be exchanged in real time, helping external partners and the organization to adapt quickly to changes (Smith & Thomas, 2020). Secretaries, by facilitating this exchange, can support the agile management of projects, which is increasingly vital in fast-paced industries where flexibility and quick responses are critical to maintaining competitive advantage (Harris, 2017). By using the Extranet to coordinate schedules, document revisions, and team communications, secretaries contribute to a more fluid and efficient workflow, enhancing the overall performance of the organization’s external partnerships.
In addition to enhancing the communication capabilities of secretaries, the Extranet also plays a critical role in ensuring the secure exchange of sensitive information. In industries where external communications frequently involve the sharing of proprietary data, confidential client information, and sensitive financial or legal documents, maintaining security is paramount. The Extranet’s secure access protocols help mitigate the risks associated with data breaches and information leakage, which can have devastating consequences for an organization’s reputation and client trust (Graham, 2019). Secretaries, acting as the gatekeepers of this information, are responsible for managing these access protocols, ensuring that external stakeholders only access the information that is relevant to them and authorized for sharing.
For example, in industries such as finance, law, and healthcare, where confidentiality is a top priority, the ability to control access to sensitive information is crucial. Graham (2019) emphasizes that organizations in these sectors are highly vulnerable to data breaches and are subject to stringent regulatory requirements regarding data privacy. The Extranet enables secretaries to establish access permissions that are aligned with these industry standards, ensuring that only designated parties—such as authorized clients, vendors, or regulatory bodies—can view or download confidential documents. In this way, secretaries play a critical role in safeguarding both the organization's and its clients' sensitive data.
Moreover, secretaries can take advantage of the tracking features built into Extranet systems to further enhance security and accountability. By monitoring who accesses documents, when they were accessed, and any modifications made to those documents, secretaries can quickly identify any potential unauthorized actions (Smith & Thomas, 2020). This level of traceability ensures that any unauthorized access attempts are logged and can be investigated, which not only helps prevent security breaches but also improves compliance with legal and industry regulations. For instance, in the legal field, where document integrity and chain of custody are essential, these tracking features provide a detailed audit trail, ensuring that any access to client documents can be traced back to the responsible individual (Smith & Allen, 2015).
Additionally, the Extranet can also help secretaries manage external communications by providing a secure platform for sharing confidential information in real-time. The real-time sharing of documents, contracts, and project updates allows external parties to collaborate with the organization while ensuring that sensitive data is protected by encryption and secure login protocols. Smith & Thomas (2020) argue that the ability to securely exchange information via Extranet helps build trust with clients, which is vital for fostering long-term business relationships. When clients are confident that their information is being handled securely, it strengthens the overall partnership and enhances the reputation of the organization.
In some cases, Extranet systems can incorporate two-factor authentication, end-to-end encryption, and other security measures that further protect sensitive data during transmission (Harris, 2017). These added layers of security provide an extra level of assurance, both for the organization and its external partners, that data will not be intercepted or accessed by unauthorized parties. Secretaries are often the point of contact for external partners and clients who need to securely exchange sensitive information, and their role in overseeing this process is critical to maintaining secure communication channels.
The Extranet serves as an essential tool in securing external communications, especially when it comes to handling sensitive information. Through secure access protocols, tracking features, and real-time document sharing capabilities, secretaries can effectively manage the flow of information between their organization and external stakeholders while maintaining the integrity and confidentiality of the data. This level of security is vital in industries that rely on the protection of client and organizational information, further establishing the secretary's role as a key player in managing organizational security and communication (Smith & Allen, 2015; Graham, 2019; Smith & Thomas, 2020).
However, while the Extranet provides numerous advantages, it also presents certain challenges that secretaries must navigate to ensure its continued effectiveness. A primary concern is ensuring that external communication protocols are strictly adhered to, and that security measures are consistently updated to safeguard against potential cybersecurity threats. Graham (2019) emphasizes that unauthorized access or data breaches can have severe consequences for organizations, including financial losses, reputational damage, and legal liabilities. As such, secretaries play a crucial role in managing Extranet systems by enforcing strict security protocols to protect sensitive data, especially when it pertains to confidential client or project information (Harris, 2017).
Regularly reviewing and updating access rights is an essential aspect of this responsibility. Secretaries must ensure that only authorized individuals—whether internal employees or external partners—have access to specific information, thereby reducing the risk of unauthorized access to sensitive content. This includes managing user accounts, controlling access permissions, and ensuring that external stakeholders comply with security guidelines (Jones, 2017). In industries where confidentiality is paramount, such as healthcare or legal services, secretaries must take extra precautions to verify the identities of external users and ensure that access to critical information is granted only when necessary (Graham, 2019).
Furthermore, it is important for secretaries to regularly monitor the security infrastructure of the Extranet system. This involves conducting routine checks for vulnerabilities, implementing system updates, and ensuring that security measures such as encryption protocols are functioning properly. Given the rapid pace of technological advancement, failure to stay ahead of emerging cybersecurity threats could expose the organization to potential data breaches (Beck & Davis, 2011).
While the Extranet offers substantial benefits in terms of enhancing external communication and collaboration, secretaries must be diligent in managing security, access rights, and user education to mitigate the risks associated with its use. Failure to properly maintain these aspects can lead to significant organizational vulnerabilities, which underscores the importance of a proactive approach to Extranet management (Jones, 2017).
2.5 The Internet and Its Influence on Secretarial Effectiveness
The Internet has revolutionized the way secretaries perform their duties, offering them a range of tools that significantly enhance productivity and streamline operations. Through cloud-based platforms, email systems, and real-time communication tools, secretaries can now manage tasks across various locations and time zones, making them highly effective in coordinating activities in a globalized work environment (Jones, 2017). These tools allow secretaries to track and organize tasks, manage schedules, and collaborate with colleagues more seamlessly than ever before. Cloud-based project management platforms like Google Workspace, Microsoft Teams, and Asana enable secretaries to access documents and resources in real time, share updates with team members, and coordinate efforts without the constraints of physical proximity (Jackson, 2019). This level of connectivity ensures that the secretary can respond swiftly to tasks, contribute to decision-making, and support business operations without geographic limitations.
The Internet has revolutionized how secretaries engage in real-time communication, allowing them to seamlessly coordinate tasks, meetings, and collaborations through multiple platforms such as email, instant messaging, and video conferencing tools (Thompson & Roberts, 2019). These technologies are particularly important for maintaining efficient communication, especially when working with executives, colleagues, or external stakeholders remotely. Video conferencing, in particular, has become an indispensable tool for organizing virtual meetings that bring together participants from various locations (Smith & Greene, 2015). By facilitating face-to-face virtual meetings, secretaries can ensure that all participants are actively engaged, fostering more effective communication, and minimizing the logistical challenges that typically come with coordinating in-person meetings. This shift not only helps reduce the time and costs associated with travel but also ensures that critical discussions can occur in real time, enabling timely decision-making and action (Meyer & Ross, 2019).
In addition to video conferencing, instant messaging platforms such as Slack and Microsoft Teams have emerged as vital tools for secretaries to manage day-to-day communication (Jackson, 2019). These tools allow for rapid and efficient updates, issue resolution, and the exchange of quick feedback, which significantly speeds up response times. Secretaries can use these platforms to communicate with multiple individuals simultaneously, streamlining workflows and minimizing delays (Bell & Stroud, 2012). Moreover, these communication tools provide an organized, searchable history of conversations and decisions, making it easier to track progress on various tasks and projects. The use of instant messaging fosters a more collaborative environment, as secretaries are able to quickly engage with other team members, share information, and address issues before they escalate.
These digital communication tools also promote a more agile work environment, enabling secretaries to adapt quickly to changing workloads and organizational needs. For example, if an executive needs immediate assistance or a document needs to be revised before a deadline, secretaries can use these platforms to quickly share resources or request updates, ensuring that everything stays on track (Jones, 2017). Furthermore, the ability to coordinate across different time zones has made it easier for organizations to function on a global scale. Secretaries can organize virtual meetings and facilitate communications between international teams, ensuring that all relevant parties are kept informed and involved regardless of geographical location (Thompson & Roberts, 2019).
However, with the increased use of the Internet come challenges that secretaries must navigate to ensure they remain effective. One of the significant drawbacks is the risk of information overload. The constant flow of emails, messages, and notifications can overwhelm secretaries, leading to a decrease in productivity and a potential reduction in attention to important tasks. According to Jackson (2019), secretaries are increasingly expected to manage an overwhelming amount of digital correspondence, which can lead to inefficiencies if not carefully managed. The sheer volume of information can also lead to difficulty prioritizing tasks, as secretaries may struggle to distinguish between urgent requests and less pressing matters.
In addition to information overload, cybersecurity threats represent another significant challenge for secretaries. The reliance on the Internet for communication and document sharing increases the risk of cyberattacks, data breaches, and unauthorized access to sensitive information (Meyer & Ross, 2019). Secretaries are often the first line of defense in ensuring that proper security protocols are followed, as they are responsible for managing access to sensitive organizational data. This includes ensuring secure communication channels, using encryption for important documents, and managing user access to online platforms (Smith & Allen, 2015). With the growing sophistication of cyber threats, secretaries must continuously adapt to new cybersecurity measures and remain vigilant to protect the organization’s data integrity. As organizations become more digital, the expectation that secretaries will be proactive in their use of these tools while maintaining a secure digital environment becomes even more pressing.
The fast pace at which the Internet continues to evolve means that secretaries must also stay updated with the latest tools and technologies to remain efficient. The introduction of artificial intelligence (AI), machine learning, and automation tools in the workplace further underscores the need for secretaries to adapt quickly to these advancements (Thompson & Roberts, 2019). By integrating such technologies into their workflows, secretaries can automate routine tasks such as scheduling, email sorting, and data entry, freeing up more time for higher-level responsibilities such as project management and strategic decision-making (Jackson, 2019). However, this also requires secretaries to continuously upgrade their skills and knowledge in these new areas, requiring a commitment to ongoing professional development.
The Internet has dramatically enhanced secretarial effectiveness by providing access to a broad array of digital tools that enable greater connectivity, efficiency, and collaboration. However, this increased reliance on the Internet also brings challenges, including information overload and cybersecurity risks. As such, secretaries must develop strategies to manage these challenges, including staying updated on new technologies, implementing cybersecurity best practices, and leveraging digital tools to optimize their productivity (Jones, 2017; Jackson, 2019; Thompson & Roberts, 2019).


CHAPTER THREE
METHODOLOGY
This chapter outlined the research methodology used to assess the impact of Intranet, Extranet, and Internet on the effectiveness of secretaries. The chapter discussed the under listed sub headings 
3.1instruments used 
3.2population 
3.3 sample and sampling techniques 
3.4Distribution and collection of data 
3.5reliability  
3.6 validity 
3.7Data Analysis.
3.1 Instrument Used
The primary instrument used for data collection in this study is a structured questionnaire designed by the researcher. The questionnaire consisted of Likert scale closed-ended questions ranging from strongly agree, agree, disagree, and strongly disagree respectively to assess how secretaries utilize Intranet, Extranet, and Internet technologies in their day-to-day tasks. The questionnaire covers several key areas such as.  usage frequency of each technology, perceived benefits and challenges, and the overall impact on productivity and communication within the organization.to assess the degree of agreement or disagreement with various statements about the impact of these technologies.

3.2 Population of the Study
The population of this study includes secretaries working in various industries, both in the public and private sectors, who utilize Intranet, Extranet, and Internet technologies in their roles. The study focuses on secretaries in administrative, executive, and managerial roles, as these positions are likely to be heavily impacted by the adoption of digital tools. The total population includes 200 secretaries across different organizations that have incorporated these technologies into their daily operations.
3.3 Sample and Sampling Techniques
A stratified random sampling technique was used to select a sample from the population. The sample size was determined based on the total number of secretaries, ensuring a diverse representation across industries. Out of the total population of 200 secretaries, simple random sampling was used to select 60 secretaries to participate in the study. The sample was stratified based on organization type (public and private sector) and the level of technology adoption (low, medium, and high). This ensured that the sample included secretaries with varying levels of exposure to the different technologies being studied.
3.4 Distribution and Collection of Data
The questionnaire was distributed to the selected participants, with clear instructions provided on how to complete it. For those who preferred a paper version, copies of the questionnaire were distributed in person by the researcher to them. A follow-up phone call was made to remind participants to complete the questionnaire within two weeks. 60 questionnaire was distributed and returned. given 100% return rate.


3.5 Reliability
To ensure the reliability of the research instruments, a pilot study was conducted with 10 secretaries from a different organization than the sample group. The pilot study helped identified many issues with the clarity or wording of the questionnaire and provided an opportunity to adjust the questions to improve the quality of responses. The Cronbach’s Alpha coefficient was calculated for the Likert scale question items to assess internal consistency. A Cronbach’s Alpha value of 0.85 was obtained, indicating high reliability.
3.6 Validity
The validity of the study was ensured by consulting experts in administrative support and technology adoption to review the questionnaire. These experts confirmed that the questions were relevant and appropriately addressed the research objectives. 
3.7 Method of Data Analysis
The quantitative data collected from the questionnaires were analyzed using descriptive statistics such as frequencies, and percentages, to summarize the response of the respondents. The Likert scale items were analyzed to assess the overall perceptions of secretaries regarding the impact of Intranet, Extranet, and Internet technologies on their work effectiveness, benefits and challenges faced by secretaries when using these technologies. The data were then presented in tables, using frequencies and percentages for easier interpretation and comparison. between the use of these technologies and secretarial productivity.


CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents the data analysis of the study on the impact of Intranet, Extranet, and Internet on secretarial effectiveness. The chapter includes tables showing respondents' views on how these technologies influence secretarial tasks, with each table followed by a brief interpretation of the results. The aim is to assess how these tools improve productivity, efficiency, and effectiveness in secretarial work.
4.2 Results
Table 4.1: Intranet enhance communication within the organization
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	30
	50

	Agree
	20
	33.33

	Disagree
	6
	10

	Strongly Disagree
	4
	6.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.1 above showed that 30 (50%) respondents strongly agreed and 20 (33.33%) respondents agreed that the Intranet enhances communication within the organization, while 6 (10%) respondents disagreed and 4 (6.67%) respondents strongly disagreed.

Table 4.2: Extranet support collaboration with external partners
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	25
	41.67

	Agree
	28
	46.67

	Disagree
	5
	8.33

	Strongly Disagree
	2
	3.33

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.2 above showed that 25 (41.67%) respondents strongly agreed and 28 (46.67%) respondents agreed that Extranet supports collaboration with external partners, while 5 (8.33%) respondents disagreed and 2 (3.33%) respondents strongly disagreed respectively.



Table 4.3: Internet facilitate fast access to information for secretarial duties
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	35
	58.33

	Agree
	15
	25

	Disagree
	6
	10

	Strongly Disagree
	4
	6.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.3 above showed that 35 (58.33%) respondents strongly agreed and 15 (25%) respondents agreed that the Internet facilitates fast access to information for secretarial duties, while 6 (10%) respondents disagreed and 4 (6.67%) respondents strongly disagreed.



Table 4.4: Intranet improve internal document management
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	32
	53.33

	Agree
	18
	30

	Disagree
	8
	13.33

	Strongly Disagree
	2
	3.33

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.4 above showed that 32 (53.33%) respondents strongly agreed and 18 (30%) respondents agreed that the Intranet improves internal document management, while 8 (13.33%) respondents disagreed and 2 (3.33%) respondents strongly disagreed.



Table 4.5: Extranet streamline communicates with vendors
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	29
	48.33

	Agree
	22
	36.67

	Disagree
	6
	10

	Strongly Disagree
	3
	5

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.5 above showed that 29 (48.33%) respondents strongly agreed and 22 (36.67%) respondents agreed that the Extranet streamlines communicate with vendors, while 6 (10%) respondents disagreed and 3 (5%) respondents strongly disagreed.



Table 4.6: Extranet enable faster data sharing across departments
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	31
	51.67

	Agree
	23
	38.33

	Disagree
	5
	8.33

	Strongly Disagree
	1
	1.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.6 above showed that 31 (51.67%) respondents strongly agreed and 23 (38.33%) respondents agreed that the extranet enables faster data sharing across departments, while 5 (8.33%) respondents disagreed and 1 (1.67%) respondent strongly disagreed.







Table 4.7: Intranet enhance collaboration between secretaries and other staff
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	28
	46.67

	Agree
	20
	33.33

	Disagree
	8
	13.33

	Strongly Disagree
	4
	6.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.7 above showed that 28 (46.67%) respondents strongly agreed and 20 (33.33%) respondents agreed that the Intranet enhances collaboration between secretaries and other staff, while 8 (13.33%) respondents disagreed and 4 (6.67%) respondents strongly disagreed.



Table 4.8: Extranet facilitate better customer service delivery
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	26
	43.33

	Agree
	24
	40

	Disagree
	6
	10

	Strongly Disagree
	4
	6.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.8 above showed that 26 (43.33%) respondents strongly agreed and 24 (40%) respondents agreed that the Extranet facilitates better customer service delivery, while 6 (10%) respondents disagreed and 4 (6.67%) respondents strongly disagreed.







Table 4.9: Internet improve communication with clients
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	33
	55

	Agree
	20
	33.33

	Disagree
	5
	8.33

	Strongly Disagree
	2
	3.33

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.9 above showed that 33 (55%) respondents strongly agreed and 20 (33.33%) respondents agreed that the Internet improves communication with clients, while 5 (8.33%) respondents disagreed and 2 (3.33%) respondents strongly disagreed.



Table 4.10: Intranet improve task management efficiency for secretaries
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	30
	50

	Agree
	20
	33.33

	Disagree
	6
	10

	Strongly Disagree
	4
	6.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.10 above showed that 30 (50%) respondents strongly agreed and 20 (33.33%) respondents agreed that the Intranet improves task management efficiency for secretaries, while 6 (10%) respondents disagreed and 4 (6.67%) respondents strongly disagreed with the statement.






Table 4.11: Extranet improve the speed of processing transactions with external stakeholders
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	27
	45

	Agree
	22
	36.67

	Disagree
	7
	11.67

	Strongly Disagree
	4
	6.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.11 above showed that 27 (45%) respondents strongly agreed and 22 (36.67%) respondents agreed that the Extranet improves the speed of processing transactions with external stakeholders, while 7 (11.67%) respondents disagreed and 4 (6.67%) respondents strongly disagreed.



Table 4.12: Internet facilitate better time management for secretaries
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	32
	53.33

	Agree
	18
	30

	Disagree
	8
	13.33

	Strongly Disagree
	2
	3.33

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.12 above showed that 32 (53.33%) respondents strongly agreed and 18 (30%) respondents agreed that the Internet facilitates better time management for secretaries, while 8 (13.33%) respondents disagreed and 2 (3.33%) respondents strongly disagreed.






Table 4.13: Intranet improve the security of company data
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	28
	46.67

	Agree
	25
	41.67

	Disagree
	5
	8.33

	Strongly Disagree
	2
	3.33

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.13 above showed that 28 (46.67%) respondents strongly agreed and 25 (41.67%) respondents agreed that the Intranet improves the security of company data, while 5 (8.33%) respondents disagreed and 2 (3.33%) respondents strongly disagreed.



Table 4.14: Extranet contribute to the efficiency of secretarial work
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	29
	48.33

	Agree
	20
	33.33

	Disagree
	7
	11.67

	Strongly Disagree
	4
	6.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.14 above showed that 29 (48.33%) respondents strongly agreed and 20 (33.33%) respondents agreed that the Extranet contributes to the efficiency of secretarial work, while 7 (11.67%) respondents disagreed and 4 (6.67%) respondents strongly disagreed.







Table 4.15: Internet improve secretarial ability to multitask
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	30
	50

	Agree
	20
	33.33

	Disagree
	6
	10

	Strongly Disagree
	4
	6.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.15 above showed that 30 (50%) respondents strongly agreed and 20 (33.33%) respondents agreed that the Internet improves secretarial ability to multitask, while 6 (10%) respondents disagreed and 4 (6.67%) respondents strongly disagreed.



Table 4.16: Extranet enhance secretaries access to client information
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	26
	43.33

	Agree
	24
	40

	Disagree
	6
	10

	Strongly Disagree
	4
	6.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.16 above showed that 26 (43.33%) respondents strongly agreed and 24 (40%) respondents agreed that the Extranet enhances secretaries access to client information, while 6 (10%) respondents disagreed and 4 (6.67%) respondents strongly disagreed.







Table 4.17: Internet improve the accuracy of secretarial work
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	33
	55

	Agree
	18
	30

	Disagree
	7
	11.67

	Strongly Disagree
	2
	3.33

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.17 above showed that 33 (55%) respondents strongly agreed and 18 (30%) respondents agreed that the Internet improves the accuracy of secretarial work, while 7 (11.67%) respondents disagreed and 2 (3.33%) respondents strongly disagreed.





Table 4.18: Intranet reduce administrative workload for secretaries
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	31
	51.67

	Agree
	22
	36.67

	Disagree
	5
	8.33

	Strongly Disagree
	2
	3.33

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.18 above showed that 31 (51.67%) respondents strongly agreed and 22 (36.67%) respondents agreed that the Intranet reduces administrative workload for secretaries, while 5 (8.33%) respondents disagreed and 2 (3.33%) respondents strongly disagreed.







Table 4.19: Extranet facilitate better knowledge sharing with external partners
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	29
	48.33

	Agree
	21
	35

	Disagree
	6
	10

	Strongly Disagree
	4
	6.67

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.19 above showed that 29 (48.33%) respondents strongly agreed and 21 (35%) respondents agreed that the Extranet facilitates better knowledge sharing with external partners, while 6 (10%) respondents disagreed and 4 (6.67%) respondents strongly disagreed respectively.



Table 4.20: Internet improve the efficiency of secretarial tasks
	Options
	No of Respondents
	Percentage (%)

	Strongly Agree
	34
	56.67

	Agree
	19
	31.67

	Disagree
	5
	8.33

	Strongly Disagree
	2
	3.33

	Total
	60
	100


Source: Researcher’s Fieldwork 2025

Table 4.20 above showed that 34 (56.67%) respondents strongly agreed and 19 (31.67%) respondents agreed that the Internet improves the efficiency of secretarial tasks, while 5 (8.33%) respondents disagreed and 2 (3.33%) respondents strongly disagreed with the statement.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This research investigates how modern technologies like the Intranet, Extranet, and the Internet affect the performance and efficiency of secretarial roles within organizations. Over time, secretarial duties have evolved from traditional administrative tasks such as handling correspondence and scheduling to more complex responsibilities, especially with the rise of digital technologies. The study aimed to explore how these technologies contribute to internal and external communication, information management, document handling, and overall productivity in secretarial work.
To achieve this, a survey was conducted with 60 secretaries from various organizations. The results highlighted that the Intranet plays a vital role in facilitating internal communication and document management. It allows secretaries to share information quickly within the organization, making it easier to coordinate tasks and improve team collaboration. Similarly, the Extranet was found to enhance communication with external partners such as clients, suppliers, and vendors, thus improving relationships and workflows outside the organization. The Internet, on the other hand, helps secretaries in accessing information rapidly, multitasking, and managing their time more efficiently, which is crucial for staying productive in today’s fast-paced work environment.
Ultimately, the findings suggested that integrating these technologies has positively impacted secretarial duties, making them more efficient, less time-consuming, and more collaborative, which directly boosts the overall effectiveness of secretaries in organizations.
5.2 Conclusion
In conclusion, the study confirmed that the use of digital tools such as the Intranet, Extranet, and Internet has significantly improved the effectiveness of secretarial roles. The research highlighted that these technologies have transformed traditional office practices, enabling secretaries to perform their duties more efficiently and accurately. The Intranet facilitates smooth internal communication, supports document management, and enhances collaborative efforts across departments. The Extranet allows secretaries to streamline their interactions with external partners, ensuring better coordination and communication with clients and vendors, thus improving customer service. The Internet, by offering instant access to information and online resources, has contributed to more effective time management, allowing secretaries to multitask and handle various administrative functions concurrently.
As a result, the integration of these technologies has enhanced secretarial productivity and efficiency, making it easier to manage both internal and external operations. This technological shift not only benefits secretaries but also contributed to the overall success of organizations by enabling them to operate more smoothly and responsively in an increasingly digital workplace.
5.3 Recommendations
1. Provide Comprehensive Training: Organizations should invest in continuous training programs to ensure secretaries are fully equipped to use intranet, extranet, and internet technologies. This will help them stay updated on the latest tools, systems, and best practices for maximizing efficiency.
2. Upgrade Technology Infrastructure: It is crucial to have up-to-date and user-friendly systems that support the smooth functioning of the secretary’s tasks. Regular updates to intranet, extranet, and internet services should be made to ensure the security, efficiency, and effectiveness of these technologies.
3. Implement Security Protocols: Due to the sensitive nature of the work involved, establishing robust cybersecurity measures to protect information shared on intranets, extranets, and the internet is essential. This includes password policies, encryption, and regular monitoring.
4. Encourage Collaboration: Organizations should promote the use of collaborative platforms that enable secretaries to interact seamlessly with other staff members, clients, and external stakeholders. Tools such as shared calendars, document management systems, and virtual meeting platforms can enhance team collaboration and communication.
5. Monitor and Evaluate Performance: Regular assessments should be conducted to evaluate how effectively secretaries are utilizing these technologies. Feedback mechanisms should be put in place to identify areas where improvement is needed, and management should provide the necessary support to address challenges.
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Dear Sir/Ma,

RESEARCH QUESTIONNAIRES
	This is a research instrument to elicit information relevant to research work titled Assessment of Impact of Intranet, Extranet and Internet on the Effectiveness of the Secretary
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	I shall be grateful if this questionnaire can be completed by you. Your anonymity is highly guaranteed. Information gathered through this questionnaire would be used only for Academic purposes.



QUESTIONNAIRE
1. Intranet enhances communication within the organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Extranet supports collaboration with external partners. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Internet facilitates fast access to information for secretarial duties. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Intranet improves internal document management. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Extranet streamlines communication with vendors. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Extranet enables faster data sharing across departments. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Intranet enhances collaboration between secretaries and other staff. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Extranet facilitates better customer service delivery. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Internet improves communication with clients. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Intranet improves task management efficiency for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Extranet improves the speed of processing transactions with external stakeholders. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Internet facilitates better time management for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Intranet improves the security of company data. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Extranet contributes to the efficiency of secretarial work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Internet improves secretarial ability to multitask. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Extranet enhances secretaries' access to client information. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Internet improves the accuracy of secretarial work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Intranet reduces administrative workload for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Extranet facilitates better knowledge sharing with external partners. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Internet improves the efficiency of secretarial tasks. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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