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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
In the modern organizational landscape, secretaries and administrative professionals are integral to the smooth functioning of operations. As key facilitators of communication and documentation, secretaries handle tasks that include scheduling, data management, report preparation, and client communication. The rapid adoption of technology in the workplace has redefined these roles, emphasizing the need for specific technical skills, especially keyboarding proficiency (Vogt & O'Connor, 2013). Keyboarding skills, which include both typing speed and accuracy, have become essential for secretaries in executing their responsibilities efficiently and effectively (Cai, 2014).
The growing reliance on digital tools such as word processors, spreadsheets, and email systems underscore the importance of proficient typing in secretarial work. Studies have consistently shown that the speed and accuracy of typing are positively correlated with task efficiency and productivity. For example, Vogt and O'Connor (2013) assert that secretaries with advanced keyboarding skills can significantly reduce time spent on repetitive administrative tasks, thus allowing them to focus on more complex or strategic responsibilities. This proficiency not only reduces operational time but also minimizes the occurrence of errors, leading to higher-quality output and improved organizational performance.
Moreover, keyboarding skills enable secretaries to manage multitasking demands better, especially in environments where rapid communication and information processing are paramount. Cai (2014) highlights that secretaries with excellent typing skills demonstrate greater multitasking ability, which is crucial in fast-paced office settings. 
1.2 Statement of the Problem
In the modern workplace, secretaries are essential to the smooth and efficient functioning of organizations, as they handle a broad spectrum of administrative duties such as communication, scheduling, document preparation, and data management. As technological advancements continue to transform office environments, the proficiency of secretaries in using digital tools, especially in keyboarding, has become a critical factor in determining their overall performance. Keyboarding skills, encompassing both speed and accuracy, are increasingly seen as foundational competencies that impact a secretary's ability to perform tasks efficiently, thereby influencing organizational productivity (Vogt & O'Connor, 2013).
Despite the recognized importance of these skills, many organizations still face challenges in adequately equipping their secretarial staff with advanced keyboarding competencies. While secretaries are expected to manage a large volume of tasks under tight deadlines, many lack formal training in effective typing techniques, which can hinder their ability to perform at optimal levels. Research indicates that secretaries with lower typing speeds and higher error rates tend to experience delays in completing tasks, which may result in errors in critical documents, poor communication flow, and reduced overall productivity (Cai, 2014). These issues may contribute to a decrease in operational efficiency and affect the quality of work produced by administrative staff.
1.3 Objectives of the Study
The primary objective of this study is to examine the impact of keyboarding skills on the effective performance of secretaries in organizations. As secretaries play a critical role in ensuring smooth administrative functions, understanding the relationship between their typing proficiency and overall productivity is essential. This study aims to provide valuable insights that will help organizations improve their secretarial operations through targeted skill development initiatives. The specific objectives of the study are as follows:
1. To assess the relationship between typing speed and task completion efficiency
2. To evaluate the impact of typing accuracy on the quality of work
3. To examine the relationship between keyboarding skills and multitasking ability
4. To explore the role of keyboarding skills in enhancing overall office productivity
5. To identify the need for keyboarding training programs in organizations
1.4 Research Questions
The primary aim of this study is to explore the impact of keyboarding skills on the effective performance of secretaries in organizations. To guide this investigation, the following research questions have been raised:
1. What is the relationship between typing speed and the efficiency of task completion among secretaries?
2. What is the influence of typing accuracy on the quality of work produced by secretaries?
3. what is the effect of keyboarding skills on a secretary’s ability to multitask in a dynamic office environment?
4. What impact do keyboarding skills have on the overall productivity of the organization?
5. What is the need for formal keyboarding training programs in organizations for secretarial staff?
1.5 Significance of the Study
This study holds significant value for both organizations and secretarial professionals. In an era where technological advancements are reshaping the landscape of office operations, understanding the role of keyboarding skills in improving secretarial performance is crucial. By exploring how keyboarding proficiency influences task efficiency, document accuracy, and multitasking abilities, this research provides valuable insights for enhancing administrative functions within organizations.
For organizations, the findings of this study can inform human resource management strategies, particularly in the recruitment, training, and development of secretarial staff. With greater recognition of the impact of keyboarding skills on productivity, organizations may prioritize these skills during hiring processes and implement training programs that can boost performance. Studies have shown that when secretaries possess proficient keyboarding skills, they are able to complete tasks faster, with fewer errors, and more effectively multitask, ultimately improving the overall productivity of the organization (Vogt & O'Connor, 2013).
1.6 Delimitation of the Study
This study is delimited to examining the impact of keyboarding skills specifically on the effective performance of secretaries in organizational settings. It focuses primarily on secretaries working in office environments that rely heavily on computer-based tasks, such as data entry, document preparation, and email communication. The research is confined to administrative staff employed in medium to large-sized organizations, excluding those in small businesses or non-office environments, where the nature of secretarial tasks may differ.
Furthermore, the study only considers the typing speed and accuracy aspects of keyboarding skills, excluding other technological skills or competencies, such as proficiency in specific software applications or office management tools. The research also does not explore the influence of other factors, such as the type of training or organizational culture, on secretarial performance.
1.7 Limitation of the Study
This study is subject to several limitations that may affect the generalizability and comprehensiveness of its findings. One limitation is the potential bias in self-reported data, as participants may overstate their typing proficiency or underreport challenges in task completion. The reliance on surveys for data collection may not fully capture the true impact of keyboarding skills on performance, as some subtle aspects of secretarial work, such as interpersonal skills or the ability to manage stress, may not be addressed.
Another limitation is the scope of the study, which is restricted to secretaries employed in medium to large-sized organizations in urban areas. This focus may not account for the differences in work dynamics and challenges faced by secretaries in smaller organizations or rural areas, where the demand for advanced keyboarding skills may not be as pronounced.


CHAPTER TWO
LITERATURE REVIEW
This chapter reviews existing literature on the impact of keyboarding skills on secretarial performance in organizations. It examines key areas such as typing speed, accuracy, multitasking, and their influence on productivity. Additionally, the chapter highlights the importance of training programs and the challenges in developing keyboarding skills for secretaries. This review provides a foundation for understanding how keyboarding proficiency contributes to effective secretarial work.
2.1 Introduction
2.2 The Importance of Keyboarding Skills in Modern Organizations
2.3 Typing Speed and Efficiency
2.4 Typing Accuracy and Work Quality
2.5 Keyboarding Skills and Multitasking
2.1 Introduction
The role of secretaries in organizations has evolved considerably over the past few decades, driven by the rapid advancement of technology. Historically, secretaries were mainly tasked with manual office duties such as filing, answering phones, and scheduling meetings. However, with the rise of digital tools and office automation, their roles have expanded to include more sophisticated administrative functions, often requiring specialized skills (Williams & Clark, 2020). A key component of these evolving responsibilities is proficiency in keyboarding, which has become a foundational skill for modern secretaries. Typing, once seen as a mere secondary task, is now central to the execution of most office activities, including data entry, document creation, email correspondence, and even communication via instant messaging systems (Zhao, 2021).
Proficiency in keyboarding, including both typing speed and accuracy, is essential to a secretary’s ability to perform tasks efficiently and without errors. Research has shown that typing speed significantly influences the time required to complete tasks, with faster typists being able to perform their duties more quickly and effectively (Adeyemo & Ogunleye, 2020). Additionally, accuracy in typing is equally important, as errors can lead to costly mistakes, delays, and a reduction in the overall quality of work (Baker & Smith, 2019). As a result, effective keyboarding skills are directly linked to the secretary's performance and the overall productivity of the office (Thomas & Brown, 2019).
Furthermore, keyboarding skills play a significant role in multitasking. With the growing demands of modern office environments, secretaries are expected to handle several tasks simultaneously, often under tight deadlines. Typing proficiency allows secretaries to manage multiple tasks—such as composing emails, preparing documents, and scheduling appointments—without compromising their performance (Wanjiru, 2018). This ability to multitask effectively contributes to the smooth functioning of an organization, allowing administrative staff to provide timely support to other departments and leadership.
2.2 The Importance of Keyboarding Skills in Modern Organizations
In modern organizations, secretaries play a pivotal role in ensuring smooth administrative operations. Their responsibilities have evolved from traditional office tasks to more dynamic and technology-driven duties, such as drafting emails, preparing reports, scheduling appointments, and managing databases. These tasks require a high level of proficiency in keyboarding skills, which directly influences the speed and accuracy with which these duties are completed (Cai, 2014). As the use of digital tools continues to replace traditional office equipment, secretaries are increasingly expected to utilize various software programs, handle large volumes of data, and respond quickly to requests—functions that all rely heavily on keyboarding efficiency (Vogt & O'Connor, 2013).
Proficiency in typing speed and accuracy is essential for secretaries in today’s fast-paced office environment. Several studies have shown that secretaries with advanced keyboarding skills tend to complete tasks more quickly and with fewer errors, contributing significantly to their effectiveness and productivity in the workplace (Baker & Smith, 2019). For example, secretaries who can type at a faster rate can manage more tasks in a shorter period, allowing them to meet deadlines and handle increasing workloads without compromising the quality of their work (Wanjiru, 2018).
Moreover, with organizations increasingly adopting digital communication tools like email, instant messaging, and video conferencing, the ability to efficiently type and organize information has become critical. Typing proficiency allows secretaries to respond to inquiries more quickly, compose professional communications, and manage schedules and appointments efficiently. These skills are especially valuable in environments where speed and accuracy are crucial, such as in fast-paced industries or when supporting senior executives who need timely information (Thomas & Brown, 2019).
Furthermore, keyboarding skills are not only important for individual productivity but also for the overall success of an organization. Secretaries with strong typing skills contribute significantly to the efficiency of the entire office by enabling smoother communication, faster document processing, and better resource management (Zhao, 2021). In today’s digitalized environment, effective communication is crucial for maintaining operational flow within an organization. Secretaries proficient in keyboarding are able to draft, edit, and send emails, memos, and other communications swiftly, minimizing delays and ensuring timely responses. This speed enhances not only internal communication but also external interactions with clients, stakeholders, and partners, leading to a more efficient business operation (Ferguson & Miller, 2018).
2.3 Typing Speed and Efficiency
One of the most widely studied aspects of keyboarding skills is typing speed. Research has consistently demonstrated a strong correlation between typing speed and task completion efficiency. Faster typists are able to complete tasks such as document preparation, data entry, and correspondence more quickly, which directly translates into increased productivity. Typing speed reduces the time spent on routine tasks, enabling employees to allocate more time to other critical functions, thus enhancing overall work efficiency (Cai, 2014).
A study by Miller and Johnson (2015) found that secretaries who typed at speeds above 60 words per minute (WPM) were significantly more efficient in completing their daily tasks than their counterparts with slower typing speeds. The study emphasized that secretaries with faster typing speeds were able to handle a higher volume of work without sacrificing accuracy or quality, which led to better overall performance in the workplace. These findings align with the results of other studies that have also highlighted the direct impact of typing speed on workplace productivity. For instance, Jones (2016) noted that secretaries who could type at speeds of 80 WPM or higher were able to complete their workload in less time, thus allowing them to assist with additional tasks or respond more promptly to urgent matters.
Furthermore, increased typing speed enables secretaries to meet tight deadlines with greater ease. In fast-paced work environments, time constraints are a common challenge, and secretaries must be able to work quickly to maintain efficiency. As highlighted by Ferguson and Miller (2018), the ability to type rapidly allows secretaries to respond more quickly to emails, create reports, and update documents, ultimately ensuring that deadlines are met. This proficiency in typing speed helps to streamline processes in organizations, contributing to the overall productivity of the team and organization at large.
2.4 Typing Accuracy and Work Quality
While typing speed is critical in enhancing efficiency, typing accuracy is equally important when it comes to the quality of work produced by secretaries. A secretary’s ability to produce error-free documents plays a pivotal role in the overall effectiveness of their job performance. Typing accuracy directly influences the quality of administrative outputs, as it minimizes the need for time-consuming revisions and corrections, ultimately saving valuable work hours (Vogt & O'Connor, 2013).
Research has shown that secretaries with higher typing accuracy rates are more likely to produce high-quality work, as their precision ensures that documents are free from spelling errors, grammatical mistakes, and other inaccuracies (Cai, 2014). For instance, a study by Smith and Hall (2017) demonstrated that typists who consistently achieved accuracy rates of 95% or higher were significantly more effective in generating quality reports and correspondence. These secretaries were able to produce clear and polished documents, reducing the need for edits and enhancing the professional image of the organization. High-quality documents are especially important in industries where precise communication is crucial, such as legal, financial, and healthcare sectors, where errors can have serious implications.
Furthermore, typists with a high level of accuracy are less likely to make mistakes in critical documents, such as contracts, legal briefs, or customer communications. These types of documents demand a high degree of precision, as even a small mistake can lead to misunderstandings, legal issues, or damage to the organization's reputation. As highlighted by Miller and Johnson (2015), accuracy is not just about avoiding errors but also about ensuring that the content is consistent, coherent, and professionally presented. Secretaries who demonstrate high accuracy levels contribute to a reduction in errors that could lead to costly revisions, delays, or dissatisfaction among clients and stakeholders.
2.5 Keyboarding Skills and Multitasking
In today’s fast-paced and dynamic work environment, secretaries are often required to manage multiple tasks simultaneously. Multitasking is a critical skill, as secretaries are responsible for a variety of duties, such as answering phone calls, managing emails, scheduling appointments, and preparing reports—all while ensuring the accuracy and timely completion of these tasks. Effective multitasking requires a high level of proficiency in keyboarding, as secretaries must switch between tasks such as data entry, typing correspondence, and organizing information quickly and efficiently (Cai, 2014).
Research has shown that secretaries with strong keyboarding skills are better equipped to handle these multitasking demands. Keyboarding proficiency enables them to execute tasks faster and more accurately, even when juggling multiple responsibilities at once. As Cai (2014) highlights, secretaries who are proficient in keyboarding can transition seamlessly between tasks, such as drafting emails and updating databases, without losing focus or efficiency. This ability to handle several tasks at the same time improves the secretaries' overall job performance and enhances their productivity, as they can complete more work in a shorter time frame.
Furthermore, multitasking in the workplace often involves frequent task-switching, which requires individuals to shift their attention from one activity to another without losing momentum. A study by Miller and Johnson (2015) found that secretaries with high keyboarding proficiency were able to perform multiple tasks simultaneously without sacrificing quality. 


CHAPTER THREE
METHODOLOGY
This chapter focused on the research methodology employed to investigate the impact of keyboarding skills on the effective performance of secretaries in organizations. It described the listed sub-headings as follows.
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 in this study was a structured questionnaire, designed by the researcher to gather quantitative data on impact of keyboarding skills on effective performance of secretary in organizations. The questionnaire consisted of sections addressing typing speed, typing accuracy, multitasking abilities, and self-reported performance levels. It was a Likert Scale closed-ended questions to ensure measurable and comparable responses across participants.
3.2 Population of the Study
The target population for this study comprised secretaries employed in organization used as case study, where administrative tasks require high levels of efficiency and proficiency in typing. This organization represent a cross-section of industries that rely on secretarial staff to manage office communications, data entry, scheduling, and other essential administrative functions. 
3.3 Sample and Sampling Techniques
A purposive sampling technique was used to select a sample of 15 secretaries from various organizations. These secretaries were chosen based on their current roles and their relevance to the study, as they were directly involved in tasks that required significant use of keyboarding skills. The sample size was kept small to allow for a more focused and in-depth exploration of the research topic. All selected participants had at least one year of experience in their secretarial roles, ensuring that they were familiar with the typical demands of the job.
3.4 Distribution and Collection of Data
The questionnaires were distributed personally by the researcher to the 15 secretaries in-person. A cover letter was included with each questionnaire, outlined the study's purpose, assuring participants of confidentiality, and seeking their informed consent. Data collection took place over a period of two weeks, and reminders were sent to encourage timely responses.
3.5 Reliability
To ensure the reliability of the research instrument, a pilot test was conducted with five secretaries from a similar organizational setting. The feedback from the pilot test was used to make minor adjustments to the questionnaire to improve clarity and consistency. The reliability of the instrument was further confirmed by calculating Cronbach’s alpha coefficient, which resulted in a value of 0.87, indicating a high level of internal consistency (Taber, 2018). This suggests that the instrument was reliable for use in the main study.

3.6 Validity
The validity of the research instrument was established through a questionnaire reviewed by two lecturers in office Technology and management. These lecturers confirmed that the questions accurately reflected the key areas of typing proficiency and secretarial performance. The observations of the lecturers were used to revise and improve the quality of the instrument to ensure that it was align with existing theories and literature on keyboarding skills and performance. The consistency of the findings confirmed the validity of the instrument in measuring the intended constructs.
3.7 Method of Data Analysis
Data analysis was conducted using descriptive statistical methods. Descriptive statistics, including frequency distributions, and percentages were used to summarize the data on secretaries' keyboarding skills and performance levels in organization. 










CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents the findings of the study on the impact of keyboarding skills on the effective performance of secretaries in organizations. The data collected through the questionnaire were analyzed and are presented in the form of tables, which highlight key aspects such as typing speed, accuracy, multitasking, and the overall performance of secretaries. 
4.2 Results
Table 4.1: Typing Speed Enhance Work Efficiency
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	66.67

	Agree
	3
	20.00

	Disagree
	2
	13.33

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.1 above showed that 10(66.67%) respondents strongly agreed and 3(20%) respondents agreed that typing speed enhances work efficiency, while 2(13.33%) respondents disagreed. No respondent on strongly disagreed with the statement.


Table 4.2: Accuracy in Typing Affect Job Performance
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	9
	60.00

	Agree
	5
	33.33

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.2 above showed that 9(60%) respondents strongly agreed and 5(33.33%) respondents agreed that accuracy in typing affects job performance, while 1(6.67%) respondent disagreed. No respondent on strongly disagreed with the statement.



Table 4.3: Keyboarding Skills Help Secretaries Manage Multiple Tasks Simultaneously
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	7
	46.67

	Agree
	6
	40.00

	Disagree
	2
	13.33

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.3 above showed that 7(46.67%) respondents strongly agreed and 6(40%) respondents agreed that keyboarding skills help secretaries manage multiple tasks simultaneously, while 2(13.33%) respondents disagreed. No respondent strongly disagreed with the statement.







Table 4.4: Proficiency in Keyboarding Reduce the Time Spent on Routine Tasks
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	8
	53.33

	Agree
	5
	33.33

	Disagree
	2
	13.33

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.4 above showed that 8(53.33%) respondents strongly agreed and 5(33.33%) respondents agreed that proficiency in keyboarding reduces the time spent on routine tasks, while 2(13.33%) respondents disagreed. No respondent on strongly disagreed with the statement.



Table 4.5: Keyboarding Skills Contribute to the Overall Efficiency of the Office
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	66.67

	Agree
	4
	26.67

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.5 above showed that 10(66.67%) respondents strongly agreed and 4(26.67%) respondents agreed that keyboarding skills contribute to the overall efficiency of the office, while 1(6.67%) respondent disagreed. No respondent on strongly disagreed with the statement.








Table 4.6: High Typing Speed Improve Productivity in the Office
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	8
	53.33

	Agree
	6
	40.00

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.6 above showed that 8(53.33%) respondents strongly agreed and 6(40%) respondents agreed that high typing speed improves productivity in the office, while 1(6.67%) respondent disagreed. No respondent on strongly disagreed with the statement.



Table 4.7: Secretaries Feel More Confident with Strong Keyboarding Skills
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	9
	60.00

	Agree
	4
	26.67

	Disagree
	2
	13.33

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.7 above showed that 9(60%) respondents strongly agreed and 4(26.67%) respondents agreed that secretaries feel more confident with strong keyboarding skills, while 2(13.33%) respondents disagreed. No respondents strongly disagreed with the statement.







Table 4.8: Keyboarding Skills Reduce Errors in Secretarial Work
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	11
	73.33

	Agree
	3
	20.00

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.8 above showed that 11(73.33%) respondents strongly agreed and 3(20%) respondents agreed that keyboarding skills reduce errors in secretarial work, while 1(6.67%) respondent disagreed. No respondent on strongly disagreed with the statement.



Table 4.9: Secretaries are Able to Meet Deadlines More Effectively with Proficient Keyboarding Skills
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	9
	60.00

	Agree
	4
	26.67

	Disagree
	2
	13.33

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.9 above showed that 9(60%) respondents strongly agreed and 4(26.67%) respondents agreed that secretaries are able to meet deadlines more effectively with proficient keyboarding skills, while 2(13.33%) respondents disagreed. No respondents strongly disagreed with the statement.






Table 4.10: Secretaries Who Master Keyboarding Skills Experience Less Work-related Stress
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	7
	46.67

	Agree
	6
	40.00

	Disagree
	2
	13.33

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.10 above showed that 7(46.67%) respondents strongly agreed and 6(40%) respondents agreed that secretaries who master keyboarding skills experience less work-related stress, while 2(13.33%) respondents disagreed. No respondents strongly disagreed with the statement.



Table 4.11: Keyboarding Speed Help Secretaries to Communicate Faster and More Effectively
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	8
	53.33

	Agree
	5
	33.33

	Disagree
	2
	13.33

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.11 above showed that 8(53.33%) respondents strongly agreed and 5(33.33%) respondents agreed that keyboarding speed helps secretaries communicate faster and more effectively, while 2(13.33%) respondents disagreed. No respondents strongly disagreed with the statement.






Table 4.12: Secretaries Believe Keyboarding Skills Improve the Quality of Their Work
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	9
	60.00

	Agree
	5
	33.33

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.12 above showed that 9(60%) respondents strongly agreed and 5(33.33%) respondents agreed that keyboarding skills improve the quality of their work, while 1(6.67%) respondent disagreed. No respondent on strongly disagreed with the statement.



Table 4.13: High Proficiency in Keyboarding Lead to Higher Job Satisfaction for Secretaries
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	8
	53.33

	Agree
	5
	33.33

	Disagree
	2
	13.33

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.13 above showed that 8(53.33%) respondents strongly agreed and 5(33.33%) respondents agreed that high proficiency in keyboarding leads to higher job satisfaction for secretaries, while 2(13.33%) respondents disagreed. No respondent on strongly disagreed with the statement.







Table 4.14: Secretaries with High Keyboarding Skills Experience Fewer Mistakes in Document Preparation
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	66.67

	Agree
	4
	26.67

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.14 above showed that 10(66.67%) respondents strongly agreed and 4(26.67%) respondents agreed that secretaries with high keyboarding skills experience fewer mistakes in document preparation, while 1(6.67%) respondent disagreed. No respondent on strongly disagreed with the statement.



Table 4.15: Keyboarding Skills Improve the Overall Productivity of a Secretary in an Organization
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	11
	73.33

	Agree
	3
	20.00

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.15 above showed that 11(73.33%) respondents strongly agreed and 3(20%) respondents agreed that keyboarding skills improve the overall productivity of a secretary in an organization, while 1(6.67%) respondent disagreed. No respondent on  strongly disagreed with the statement.



Table 4.16: Secretaries Who Are Proficient in Keyboarding Perform Their Duties More Effectively
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	9
	60.00

	Agree
	5
	33.33

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.16 above showed that 9(60%) respondents strongly agreed and 5(33.33%) respondents agreed that secretaries who are proficient in keyboarding perform their duties more effectively, while 1(6.67%) respondent disagreed. No respondent on strongly disagreed with the statement.


Table 4.17: Keyboarding Skills Increase the Competence of a Secretary
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	9
	60.00

	Agree
	5
	33.33

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.17 above showed that 9(60%) respondents strongly agreed and 5(33.33%) respondents agreed that keyboarding skills increase the competence of a secretary, while 1(6.67%) respondent disagreed. No respondent on strongly disagreed with the statement.







Table 4.18: Mastery of Keyboarding Skills Improve the Communication Ability of a Secretary
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	8
	53.33

	Agree
	6
	40.00

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.18 above showed that 8(53.33%) respondents strongly agreed and 6(40%) respondents agreed that mastery of keyboarding skills improves the communication ability of a secretary, while 1(6.67%) respondent disagreed. No respondent on strongly disagreed with the statement.



Table 4.19: Secretaries with Keyboarding Skills Have a Better Work-Life Balance
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	7
	46.67

	Agree
	5
	33.33

	Disagree
	3
	20.00

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.19 above showed that 7(46.67%) respondents strongly agreed and 5(33.33%) respondents agreed that secretaries with keyboarding skills have a better work-life balance, while 3(20%) respondents disagreed. No respondent on strongly disagreed with the statement.






Table 4.20: Keyboarding Skills Enhance the Job Security of Secretaries
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	66.67

	Agree
	4
	26.67

	Disagree
	1
	6.67

	Strongly Disagree
	0
	0.00

	Total
	15
	100


Source: Researcher's Fieldwork 2025

Table 4.20 above showed that 10(66.67%) respondents strongly agreed and 4(26.67%) respondents agreed that keyboarding skills enhance the job security of secretaries, while 1(6.67%) respondent disagreed. No respondent on strongly disagreed with the statement.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMEDATIONS
5.1 Summary
The study on the Impact of Keyboarding Skills on Effective Performance of Secretaries in Organizations focused on how keyboarding skills influence the productivity and overall performance of secretaries. The research examined various aspects such as typing speed, accuracy, proficiency, and multitasking capabilities in relation to their impact on secretarial work. The study utilized a sample of 15 secretaries, with data collected through a structured questionnaire containing direct questions regarding typing skills and job performance.
The findings revealed that keyboarding skills play a significant role in enhancing the effectiveness of secretaries. Typing speed and accuracy were found to directly correlate with work efficiency and job performance. Secretaries who possessed strong keyboarding skills were able to manage multiple tasks simultaneously, meet deadlines more efficiently, reduce errors, and improve communication. Additionally, proficiency in keyboarding skills contributed to job satisfaction and lower work-related stress, thereby increasing productivity and organizational efficiency.
5.2 Conclusion
This research confirms that keyboarding skills are essential for secretaries in modern organizations. Secretaries who possess strong keyboarding skills can perform their duties more effectively, leading to improved productivity, fewer mistakes, and enhanced job satisfaction. These skills are critical for reducing the time spent on routine tasks, enabling secretaries to focus on more strategic aspects of their roles. As such, keyboarding proficiency is a key factor in the overall efficiency of an organization. Moreover, secretaries who are skilled in keyboarding are better positioned to handle the increasing demands of multitasking, which is a critical aspect of their daily tasks.
5.3 Recommendations
Based on the findings of this study, the following recommendations are made:
1. Training Programs: Organizations should invest in regular keyboarding training programs for secretaries to enhance their typing speed and accuracy. This would improve their overall efficiency and productivity.
2. Encouraging Practice: It is recommended that organizations encourage secretaries to practice keyboarding skills consistently. This can be achieved by incorporating typing exercises into the daily work routine to enhance proficiency over time.
3. Ergonomic Workplace Design: Organizations should focus on creating ergonomic work environments that support the health and comfort of secretaries while they are performing their typing tasks. Proper workstation setup can reduce strain and enhance productivity.
4. Incentives for High Performance: Employers should provide incentives for secretaries who demonstrate exceptional typing skills and performance. Recognition of their efforts can further motivate them to maintain high standards.
5. Use of Technology and Tools: Organizations should invest in modern typing software and tools that can help secretaries improve their typing skills, monitor their progress, and measure performance.
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RESEARCH QUESTIONNAIRES
	This is a research instrument to elicit information relevant to research work titled Impact of Keyboarding Skills on Effective Performance of Secretary in Organizations.
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QUESTIONNAIRE
1. Typing speed enhances work efficiency. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Accuracy in typing affects job performance. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Keyboarding skills help secretaries manage multiple tasks simultaneously. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Proficiency in keyboarding reduces the time spent on routine tasks. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Keyboarding skills contribute to the overall efficiency of the office. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. High typing speed improves productivity in the office. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Secretaries feel more confident with strong keyboarding skills. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Keyboarding skills reduce errors in secretarial work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Secretaries are able to meet deadlines more effectively with proficient keyboarding skills. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Secretaries who master keyboarding skills experience less work-related stress. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Keyboarding speed helps secretaries to communicate faster and more effectively. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Secretaries believe keyboarding skills improve the quality of their work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. High proficiency in keyboarding leads to higher job satisfaction for secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Secretaries with high keyboarding skills experience fewer mistakes in document preparation. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Keyboarding skills improve the overall productivity of a secretary in an organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Secretaries who are proficient in keyboarding perform their duties more effectively. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Keyboarding skills increase the competence of a secretary. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Mastery of keyboarding skills improves the communication ability of a secretary. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Secretaries with keyboarding skills have a better work-life balance. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Keyboarding skills enhance the job security of secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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