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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
The role of the secretary in an organization has evolved significantly over time, with their responsibilities extending beyond basic clerical tasks to include decision-making support, communication facilitation, and managerial duties. Secretaries now play a crucial role in ensuring the smooth and efficient operation of an organization, necessitating a comprehensive set of skills to fulfill their duties effectively. As organizations continue to grow and diversify, the demand for secretaries who possess not only administrative proficiency but also advanced technical, communication, and problem-solving skills is becoming increasingly important.
In the contemporary business environment, secretaries are expected to demonstrate proficiency in a range of areas, including but not limited to, information management, interpersonal communication, time management, organizational skills, and the use of modern office technology. The ability to multitask, manage confidential information with discretion, and maintain a positive organizational image is equally essential. These skills are critical for enhancing productivity, improving workflow, and contributing to the overall success of an organization (Akanbi & Alao, 2016).
Historically, secretaries were considered merely support staff, with limited involvement in decision-making or strategy. However, in today's knowledge-driven economy, the secretary's role is much more integrated into organizational decision-making and problem-solving processes. They are often the first point of contact for internal and external stakeholders and act as communication bridges, coordinating between various departments and senior management. As such, secretaries are increasingly required to possess higher-level competencies in areas such as leadership, project management, and critical thinking (Rao, 2018).
1.2 Statement of the Problem
In today’s dynamic and highly competitive business environment, the role of secretaries has expanded far beyond traditional administrative functions. Secretaries are no longer just responsible for tasks like filing, scheduling, and answering phones; they are now central to organizational communication, decision-making processes, and operational efficiency. Consequently, there is an increasing demand for secretaries to possess a wide range of skills, from technical proficiency to advanced interpersonal abilities, to ensure effective performance within an organization.
Despite the growing complexity of the secretary's role, there is limited empirical research and data focused on identifying the exact skills required for optimal performance in today's organizations. This gap in knowledge can lead to challenges in the recruitment, training, and development of secretaries who are equipped to meet the evolving demands of their positions. Many organizations still prioritize traditional skills such as typing and filing over the more critical skills needed in modern workplaces, such as project management, digital literacy, and strategic communication. As a result, secretaries may face difficulties in adapting to the complex needs of their roles, leading to inefficiencies in their performance and the organization’s overall productivity.
1.3 Objectives of the Study
The primary objective of this study is on appraisal of the essential skills needed by secretaries for effective performance in organizations. To achieve this, the study raised the following specific objectives.:
1. Identify the Key Skills Required for Effective Performance
2. Assess the Importance of Technological Competencies
3. Examine the Impact of Communication and Interpersonal Skills on Job Performance
4. Explore Time Management and Organizational Skills
5. Evaluate the Role of Soft Skills in Enhancing Job Performance
1.4 Research Questions
The following research questions guide this study on the appraisal of essential skills needed by secretaries for effective performance in organizations:
1. What are the key technical skills required by secretaries to perform their duties effectively in modern organizations?
2. What is the Importance of Technological Competencies of secretaries on their effective performance.
3. What is the impact of communication and interpersonal skills on the performance of secretaries in an organizational setting?
4. What role do time management and organizational skills play in the performance of secretaries in organizations?
5. To what extent do soft skills, such as emotional intelligence, problem-solving, and leadership, contribute to the effective performance of secretaries in their roles?

1.5 Significance of the Study
This study is significant in several ways, as it addresses an important gap in the understanding of the essential skills required for secretaries to perform effectively within modern organizations. As the business environment continues to evolve, secretaries are expected to fulfill increasingly complex and demanding roles. By identifying and evaluating the key competencies required for success, this study will provide valuable insights that can help organizations ensure their secretarial staff is equipped to meet contemporary challenges.
One of the primary contributions of this study is its potential to inform organizational decision-makers, particularly human resources and management teams, about the specific skill sets needed for secretaries to thrive. Understanding the critical skills needed for effective performance will allow organizations to refine their recruitment strategies, ensuring they attract individuals who possess the appropriate skills and capabilities. Moreover, the study will highlight the importance of offering continuous training and development programs that align with the evolving needs of the workplace, enabling secretaries to stay relevant and effective in their roles.
The study will also contribute to the body of knowledge by addressing the gap in literature related to secretarial skills in a rapidly changing technological and organizational landscape. Although existing research has emphasized the importance of administrative skills, there is limited empirical work that explores the specific, contemporary competencies that secretaries need in a globalized, technology-driven work environment. The findings of this study will help fill this gap, providing a clearer framework for understanding the evolving nature of the secretarial profession.
1.6 Delimitation of the Study
This study is delimited to secretaries working in various organizational settings, focusing on those employed in mid-sized to large businesses within Ilorin areas. The research will primarily concentrate on secretaries in industries that require frequent interaction with senior management, such as corporate firms, government offices, and service-based organizations. It will not encompass secretaries working in smaller businesses or those in more specialized sectors such as non-profit organizations, as the demands and skills required may vary significantly.
The study will also limit its scope to evaluating essential skills based on current job roles and expectations, rather than forecasting future trends in the secretarial profession. It will focus on essential technical, communication, organizational, and soft skills that contribute to effective performance, and will not cover broader organizational factors such as overall management practices or organizational culture.
1.7 Limitation of the Study
This study has several limitations that may impact the scope and generalizability of its findings. One limitation is the reliance on self-reported data from secretaries and organizational leaders, which may introduce bias due to subjective perceptions of skills and performance. Respondents may have differing interpretations of what constitutes "effective performance," leading to inconsistencies in the responses.
Another limitation is the geographic focus of the study, which is confined to a specific region or Ilorin township area. As a result, the findings may not be fully applicable to secretaries in rural areas or those working in industries with distinct demands or cultures, such as healthcare or education.
Additionally, the study’s sample size may be limited by time and resource constraints, potentially affecting the representativeness of the data. A small sample size could limit the study's ability to capture a broad range of perspectives from secretaries across different types of organizations.


CHAPTER TWO
LITERATURE REVIEW
This chapter focus on review of related literatures on appraisal of the essential skills needed by secretaries for effective performance in organization.  role of the secretary has significantly evolved from basic clerical tasks to a more dynamic and essential position within organizations. This literature review explores the key skills secretaries need to perform effectively in modern workplaces, focusing on technical and soft skills, communication, time management, and technological proficiency. The review will be conducted under the highlighted listed sub headings.
2.1 Evolution of the Secretary's Role 
2.2 Technical Skills for Secretaries 
2.3 Communication Skills 
2.4 Interpersonal and Soft Skills 
2.5 Time Management and Organizational Skills 
2.1 Evolution of the Secretary's Role
Traditionally, secretaries were primarily seen as support staff, tasked with routine administrative duties such as filing, answering phone calls, scheduling appointments, and performing general clerical functions (Olatunji & Akinlolu, 2017). However, over the decades, as business environments have grown more complex and organizations have become more dynamic, the role of the secretary has evolved significantly. Secretaries are now viewed as an essential part of the organizational structure, often functioning at the heart of communication and administrative processes (Akanbi & Alao, 2016). In response to changing business needs, secretarial duties have shifted from being mere support functions to playing a more strategic and managerial role within organizations (Rao, 2018).
The increasing importance of effective communication and the need for a seamless flow of information across various levels of an organization have further expanded the secretary's responsibilities. Secretaries today are expected to act as the gatekeepers of information, facilitating communication between executives, employees, clients, and other stakeholders (Smith & Clark, 2019). With the rapid advancement of technology, secretaries are now also required to manage digital tools and platforms, handle social media, and use specialized software to streamline operations (Harper & Green, 2015). This technological shift has made it essential for secretaries to possess advanced IT skills, including proficiency in office software, data management, and online communication tools (Williams, 2017).
In addition to traditional administrative tasks, secretaries are now often involved in decision-making processes, attending high-level meetings, and providing support for managers and executives in carrying out their roles (Johnson & Clark, 2017). This transformation of the secretary’s role also means that secretaries are increasingly expected to display critical thinking, problem-solving abilities, and a strong understanding of the organization's strategic goals (Sharma & Kapoor, 2016). As such, secretaries are no longer just administrative assistants but are considered valuable assets that contribute to organizational success. The evolving role demands a diverse skill set that includes not only technical expertise but also strong interpersonal skills, adaptability, and a thorough understanding of business dynamics (Bello & Nwachukwu, 2020).
2.2 Technical Skills for Secretaries
One of the most essential areas of skill development for modern secretaries is technical proficiency. With the increasing reliance on technology in the workplace, secretaries must be equipped with a wide range of technical skills to handle the various demands of their roles. Among the most critical of these skills is proficiency in office software such as word processors, spreadsheets, and presentation tools, which are fundamental for carrying out essential administrative tasks (Sanni, 2019). These tools enable secretaries to draft documents, organize data, and create presentations efficiently, all of which are crucial to the smooth operation of the office environment.
In addition to traditional office software, the rise of digital communication platforms has further expanded the technical skillset required for secretarial work. Secretaries are now expected to be proficient in using email systems, video conferencing tools, and collaborative platforms such as Microsoft Teams, Zoom, and Google Workspace to facilitate seamless communication within organizations (Rao, 2018). These tools are essential for ensuring that team members remain connected, particularly in the context of remote working or hybrid office structures. With the rapid evolution of digital communication, secretaries must be adaptable, staying up to date with the latest technological advancements to ensure their effectiveness in communication management (Harper & Green, 2015).
The ability to manage and organize digital data has become increasingly vital as organizations adopt more digital-centric business models. Secretaries are now expected to be proficient not only in handling traditional office tasks but also in managing various forms of digital content, including documents, emails, and multimedia files. With the proliferation of digital communication and information, it is crucial for secretaries to maintain an organized and secure approach to digital data management (Johnson & Clark, 2017). Efficient data handling ensures that critical information is easily accessible and that business operations run smoothly, allowing secretaries to support decision-making, strategic planning, and overall workflow processes.

2.3 Communication Skills
Effective communication is central to a secretary’s role, as it is essential for facilitating the smooth flow of information within an organization. Secretaries frequently serve as the first point of contact for clients, customers, and internal staff, which places considerable importance on their ability to communicate clearly and professionally (Akanbi & Alao, 2016). Whether interacting with colleagues, clients, or senior management, secretaries must ensure that information is transmitted accurately, which requires not only technical skills but also emotional intelligence and cultural sensitivity. Their communication style helps shape the organization’s image, and thus, it is crucial that secretaries possess both strong verbal and written communication skills.
Verbal communication is vital in various aspects of a secretary’s role, from handling inquiries to participating in meetings or conference calls. A secretary must effectively communicate information, often under pressure, and convey messages clearly to avoid confusion or misunderstanding. This is particularly important when scheduling meetings, handling client requests, or coordinating with other departments. According to Rao (2018), verbal communication skills also contribute to effective interpersonal relationships and can significantly affect the secretary's ability to collaborate with colleagues and manage client relationships. By fostering a clear and professional manner of speaking, secretaries ensure that key messages are delivered without ambiguity, contributing to the smooth functioning of the organization.
On the other hand, written communication is equally crucial for secretaries. As the primary author of many internal and external documents, such as reports, emails, memos, and meeting minutes, a secretary must demonstrate the ability to convey ideas and information succinctly and professionally in writing (Akanbi & Alao, 2016). Written communication requires a high degree of clarity, precision, and the ability to structure information logically. As secretaries frequently draft correspondence on behalf of managers and executives, it is essential that their writing aligns with the tone and style of the organization (Rao, 2018). Moreover, the importance of grammar, punctuation, and spelling cannot be understated, as errors in written communication can damage the organization's credibility and professionalism.
2.4 Interpersonal and Soft Skills
In addition to technical and communication competencies, secretaries must also possess a robust set of interpersonal and soft skills that enable them to navigate diverse work environments and build strong relationships with colleagues, management, and external clients. Emotional intelligence (EI), which includes self-awareness, empathy, and emotional regulation, is at the core of these skills (Sanni, 2019). EI allows secretaries to understand and manage their own emotions while recognizing and influencing the emotions of others. This is particularly valuable when managing complex interpersonal situations, such as mediating disputes or negotiating compromises, where the secretary plays a crucial role in maintaining harmony within the workplace (Rao, 2018).
A key component of emotional intelligence for secretaries is empathy—the ability to recognize and understand the emotions and perspectives of others (Goleman, 1998). This skill is especially important when interacting with clients or colleagues who may be under stress or in difficult situations. A secretary's ability to empathize fosters trust and rapport, which are essential for effective collaboration and the establishment of strong working relationships (Bar-On, 2006). For example, when a secretary addresses a client’s concern or handles an internal conflict, their empathetic approach can help calm tensions and find productive solutions, contributing to overall workplace harmony (Sanni, 2019).
Another essential soft skill for secretaries is self-awareness—the ability to recognize and understand one’s own emotions, strengths, and limitations (Goleman, 1998). This trait is vital in maintaining professionalism under pressure, as self-aware secretaries are more likely to manage their emotions effectively in challenging situations. For instance, when dealing with a demanding executive or frustrated client, a self-aware secretary is less likely to react impulsively, instead choosing to respond in a measured and thoughtful manner (Rao, 2018). Self-awareness also enables secretaries to identify areas where they can improve, which contributes to continuous professional development and personal growth (Goleman, 1998).
The ability to resolve conflicts and mediate disputes is another key interpersonal skill that contributes significantly to the effectiveness of a secretary in the workplace. Secretaries often serve as intermediaries between management, staff, and clients, and their role in resolving conflicts can help prevent misunderstandings or issues from escalating (Rao, 2018). Conflict resolution skills are critical when dealing with disagreements or tension among team members. A secretary who can mediate these conflicts in a calm and constructive manner helps maintain a positive work environment and ensures that teams remain focused on organizational goals (Sanni, 2019). In a dynamic office environment where conflicts are inevitable, secretaries who can handle such situations diplomatically ensure that productivity remains high and relationships are not damaged.
2.5 Time Management and Organizational Skills
Time management and organizational skills are critical for secretaries as they serve as the backbone of administrative functions in any organization. Given that secretaries are often tasked with juggling multiple responsibilities at once, the ability to prioritize, organize, and efficiently manage time is paramount (Akanbi & Alao, 2016). Secretaries routinely manage complex schedules, coordinate appointments, and ensure meetings run smoothly, which requires not only an understanding of time but also the ability to anticipate needs and allocate time effectively for various tasks (Rao, 2018). Effective time management allows secretaries to allocate appropriate time to different activities while ensuring that urgent matters are addressed promptly.
A key element of time management for secretaries is the ability to prioritize tasks effectively. In a fast-paced office environment, secretaries often have to manage competing demands, such as scheduling meetings, responding to emails, and handling urgent requests from senior management. This requires a strong understanding of what needs immediate attention and what can be deferred. According to Allen (2001), effective prioritization involves assessing the urgency and importance of tasks and addressing them in a logical sequence. This approach helps secretaries manage their workload while ensuring that important tasks are not overlooked, even when under pressure.
Furthermore, meeting deadlines is an essential aspect of time management in secretarial work. Secretaries are often responsible for preparing reports, documents, and presentations within strict time frames. The ability to meet these deadlines without compromising quality is essential for maintaining organizational efficiency and ensuring smooth operations. Failing to meet deadlines can lead to delays in decision-making processes, missed opportunities, or even conflicts within the team (Kreitner & Kinicki, 2013). Therefore, secretaries must develop time management strategies, such as breaking larger tasks into smaller, manageable steps, setting reminders, and keeping track of deadlines, to maintain high productivity and accountability.


CHAPTER THREE
METHODOLOGY
This chapter presents the methodology used in the study to appraise the essential skills needed by secretaries for effective performance in organizations. The chapter describe the following listed sub headings:
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 for data collection in this study was a structured questionnaire designed by the researcher. The questionnaire was designed to collect quantitative data on the appraisal of essential skills needed by secretaries for effective performance in organisation. It is a Likert scale contained closed-ended questions to assess the importance of various skills (such as technical, communication, and interpersonal skills) questions to gain deeper insights into how these skills affect performance. 
3.2 Population of the Study
The population of this study consisted of secretaries working in public and private ge organizations within Ilorin areas. These organizations were chosen for their higher administrative demands and more complex secretarial functions. The population of secretaries involved were about 32. However, the primary focus remained on secretaries, as they are directly involved in day-to-day administrative duties.
3.3 Sample and Sampling Techniques
A sample of 10 secretaries was selected from the target population using a simple random sampling technique. This approach ensures that each secretary in the population has an equal chance of being selected, minimizing bias and making the sample representative of the broader group. The sample size of 10 secretaries was chosen due to the time and resource constraints of the study, as well as the depth of analysis required for smaller, focused sample sizes. Additionally, a purposive sampling technique was employed to select 5 human resource managers and organizational leaders who were involved in the training, recruitment, and development of secretarial staff.
3.4 Distribution and Collection of Data
Data collection was carried out through physical distribution of questionnaires personally by the researcher. to secretaries who were part of the sample, and preferred or required physical copies. A follow-up was conducted by phone to ensure a high response rate.
3.5 Reliability
Reliability refers to the consistency of the research instrument in producing similar results under consistent conditions. To ensure the reliability of the questionnaire, a pilot study was conducted with 5 secretaries who were not part of the sample. The data from the pilot study were analyzed using Cronbach's Alpha to measure the internal consistency of the questionnaire. A Cronbach’s Alpha value of 0.80 or higher was considered acceptable, indicating that the instrument reliably measures the skills needed by secretaries for effective performance.
3.6 Validity
Validity refers to the extent to which the research instrument accurately measures what it intends to measure. To ensure content validity, the questionnaire was reviewed by experts in the field of office management and human resources. They provided feedback on the relevance of the items included in the questionnaire. Additionally, construct validity was established by aligning the questionnaire with the existing literature regarding the skills necessary for secretaries. Face validity was confirmed by reviewing the instrument with experts to ensure that the questions were clear, relevant, and comprehensible to the respondents. The observations of the experts were used to revise and improve the quality of the instrument.
3.7 Method of Data Analysis
The data collected from the questionnaires were analyzed using descriptive statistics, including frequencies, and percentages, were used to summarize the responses of the respondents and identify the most important skills needed by secretaries. The quantitative data were then integrated to provide a comprehensive understanding of the essential skills for secretaries in the modern workplace.







CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents the survey results from 10 secretaries, summarizing their views on the appraisal of the essential skills needed by secretaries for effective performance in organization. The tables display their responses, categorized by "strongly agree," "agree," "disagree," and "strongly disagree," along with corresponding percentages. The analysis provides insights into the key competencies required for secretarial roles in organizations.
4.2 Results
Table 4.1: Secretaries believe that technical skills are essential for effective performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	8
	80

	Agree
	2
	20

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.1 above showed that 8 (80%) respondents strongly agreed and 2 (20%) respondents agreed that technical skills are essential for effective performance. None of the respondent disagreed or strongly disagreed with the statement.

Table 4.2: Secretaries consider communication skills critical for their role
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	9
	90

	Agree
	1
	10

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.2 above showed that 9 (90%) respondents strongly agreed and 1 (10%) respondent agreed that communication skills are critical for their role. None of the respondent disagreed or strongly disagreed with the statement.



Table 4.3: Secretaries believe organizational and time management skills are essential for their effectiveness
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	7
	70

	Agree
	3
	30

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.3 above showed that 7 (70%) respondents strongly agreed and 3 (30%) respondents agreed that organizational and time management skills are essential for secretarial effectiveness. None of the respondent disagreed or strongly disagreed with the statement.



Table 4.4: Secretaries agree that soft skills (interpersonal skills) are necessary for effective performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	6
	60

	Agree
	4
	40

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.4 above showed that 6 (60%) respondents strongly agreed and 4 (40%) respondents agreed that soft skills, such as interpersonal skills, are necessary for effective performance. None of the respondent disagreed or strongly disagreed with the statement.





Table 4.5: Secretaries believe proficiency in office software is essential in their work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	8
	80

	Agree
	2
	20

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.5 above showed that 8 (80%) respondents strongly agreed and 2 (20%) respondents agreed that proficiency in office software is essential for secretarial work. None of the respondent disagreed or strongly disagreed with the statement.



Table 4.6: Secretaries consider multitasking an important skill for their role
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	7
	70

	Agree
	3
	30

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.6 above showed that 7 (70%) respondents strongly agreed and 3 (30%) respondents agreed that multitasking is an important skill for secretaries. None of the respondent disagreed or strongly disagreed with the statement.








Table 4.7: Secretaries believe knowledge of administrative procedures is vital for their performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	6
	60

	Agree
	4
	40

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.7 above showed that 6 (60%) respondents strongly agreed and 4 (40%) respondents agreed that knowledge of administrative procedures is vital for secretarial performance. None of the respondent disagreed or strongly disagreed with the statement.



Table 4.8: Secretaries agree that problem-solving and decision-making skills are necessary for their role
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	5
	50

	Agree
	5
	50

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.8 above showed that 5 (50%) respondents strongly agreed and 5 (50%) respondents agreed that problem-solving and decision-making skills are necessary for secretarial roles. None of the respondent disagreed or strongly disagreed with the statement.






Table 4.9: Secretaries consider adaptability to organizational changes an essential skill
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	6
	60

	Agree
	4
	40

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.9 above showed that 6 (60%) respondents strongly agreed and 4 (40%) respondents agreed that adaptability to organizational changes is an essential skill for secretaries. None of the respondent disagreed or strongly disagreed with the statement.



Table 4.10: Secretaries agree that customer service skills are important for their role
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	7
	70

	Agree
	3
	30

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.10 above showed that 7 (70%) respondents strongly agreed and 3 (30%) respondents agreed that customer service skills are important for secretaries. None of the respondent disagreed or strongly disagreed with the statement.








Table 4.11: Secretaries consider leadership and supervisory skills important in their roles
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	4
	40

	Agree
	5
	50

	Disagree
	1
	10

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.11 above showed that 4 (40%) respondents strongly agreed, 5 (50%) respondents agreed, and 1 (10%) respondent disagreed that leadership and supervisory skills are important for secretaries. None of the respondent strongly disagreed with the statement.



Table 4.12: Secretaries believe that maintaining confidentiality and discretion is essential
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	9
	90

	Agree
	1
	10

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.12 above showed that 9 (90%) respondents strongly agreed and 1 (10%) respondent agreed that maintaining confidentiality and discretion is essential. None of the respondent disagreed or strongly disagreed with the statement.








Table 4.13: Secretaries believe that conflict resolution skills are necessary for their role
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	6
	60

	Agree
	4
	40

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.13 above showed that 6 (60%) respondents strongly agreed and 4 (40%) respondents agreed that conflict resolution skills are necessary for secretarial roles. None of the respondent disagreed or strongly disagreed with the statement.



Table 4.14: Secretaries believe that multitasking enhances their productivity in the workplace
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	7
	70

	Agree
	3
	30

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.14 above showed that 7 (70%) respondents strongly agreed and 3 (30%) respondents agreed that multitasking enhances their productivity in the workplace. None of the respondent disagreed or strongly disagreed with the statement.







Table 4.15: Secretaries consider having a professional attitude and demeanor essential for success in their role
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	8
	80

	Agree
	2
	20

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.15 above showed that 8 (80%) respondents strongly agreed and 2 (20%) respondents agreed that having a professional attitude and demeanor is essential for success in their role. None of the respondent disagreed or strongly disagreed with the statement.



Table 4.16: Secretaries believe that attention to detail is crucial for their work performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	9
	90

	Agree
	1
	10

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.16 above showed that 9 (90%) respondents strongly agreed and 1 (10%) respondent agreed that attention to detail is crucial for their work performance. None of the respondent disagreed or strongly disagreed with the statement.






Table 4.17: Secretaries agree that their ability to manage stress impacts their effectiveness in the workplace
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	6
	60

	Agree
	4
	40

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.17 above showed that 6 (60%) respondents strongly agreed and 4 (40%) respondents agreed that their ability to manage stress impacts their effectiveness in the workplace. None of the respondent disagreed or strongly disagreed with the statement.



Table 4.18: Secretaries believe that continuous professional development is important for their role
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	8
	80

	Agree
	2
	20

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.18 above showed that 8 (80%) respondents strongly agreed and 2 (20%) respondents agreed that continuous professional development is important for their role. None of the respondent disagreed or strongly disagreed with the statement.







Table 4.19: Secretaries think that emotional intelligence plays a role in their work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	7
	70

	Agree
	3
	30

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.19 above showed that 7 (70%) respondents strongly agreed and 3 (30%) respondents agreed that emotional intelligence plays a role in their work. None of the respondent disagreed or strongly disagreed with the statement.



Table 4.20: Secretaries believe that their relationship with colleagues affects their performance
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	9
	90

	Agree
	1
	10

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	10
	100


Source: Researcher's Fieldwork 2025
Table 4.20 above showed that 9 (90%) respondents strongly agreed and 1 (10%) respondent agreed that their relationship with colleagues affects their performance. None of the respondent disagreed or strongly disagreed with the statement.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
The study aimed to appraise the essential skills needed by secretaries for effective performance in organizations. The research sought to identify the key skills secretaries believe are critical to their job performance and assess how these skills contribute to their effectiveness in the workplace. The research utilized a survey method with a questionnaire distributed to a sample of 10 secretaries, all of whom are involved in administrative support functions across different organization levels. The study focused on various essential skills, including technical skills, communication skills, organizational skills, time management, interpersonal skills, problem-solving, multitasking, proficiency in office software, and more.
The findings from the survey revealed that technical skills, communication skills, organizational skills, time management, and proficiency in office software are considered essential for secretaries to perform their roles effectively. Additionally, soft skills such as interpersonal skills, problem-solving abilities, multitasking, adaptability, and emotional intelligence were also identified as crucial factors that contribute to secretarial performance. Most of the respondents strongly agreed with the importance of maintaining confidentiality, leadership skills, customer service, and conflict resolution skills.
These findings underline the need for a well-rounded skill set that blends technical competencies with interpersonal and cognitive abilities to ensure efficient secretarial performance.


5.2 Conclusion
In conclusion, the study highlighted the diverse range of skills secretaries need to possess in order to perform effectively in their roles. As administrative professionals, secretaries are expected to balance a variety of tasks, ranging from routine office management to handling sensitive information. The research showed that secretaries themselves recognize the importance of developing both technical and soft skills to excel in their work. The results of the study suggested that organizations should prioritize skill development and offer opportunities for training and continuous professional development to improve secretarial effectiveness and overall organizational productivity.
Given the evolving nature of the workplace, where technology and organizational demands are constantly changing, it is imperative that secretaries continually adapt and enhance their skills. Organizations that invest in the skill development of their secretaries are likely to see increased efficiency, higher employee morale, and improved organizational outcomes.
5.3 Recommendations
Based on the findings of this study, the following recommendations are made:
1. Comprehensive Training Programs
Organizations should implement training programs that cover both technical and soft skills required for secretarial roles. Training should include proficiency in office software, communication skills, time management, and leadership development. Continuous professional development will help secretaries keep up with technological advancements and changing organizational needs.
2. Regular Performance Appraisals and Feedback: Regular performance evaluations should be conducted to assess the secretaries' effectiveness in the workplace. Constructive feedback can help identify areas where additional training may be needed and provide an opportunity for growth and development. This will also help in ensuring that secretaries maintain high performance and alignment with organizational goals.
3. Encouragement of Cross-Functional Skills Development: Secretaries should be encouraged to develop skills beyond their immediate job responsibilities. For example, skills in project management, marketing, and customer service can further enhance their value to the organization. Cross-functional skills can also improve their adaptability in handling various office tasks, thus increasing their overall productivity.
4. Investing in Technology and Tools: Organizations should invest in advanced office management tools and technologies that can help secretaries perform their tasks more efficiently. This includes providing up-to-date office software, collaborative tools, and resources that can assist secretaries in managing their time, communication, and workflow effectively.
5. Promoting a Collaborative Work Environment: Secretaries should be encouraged to build strong relationships with colleagues across different departments. Effective communication, teamwork, and collaboration can enhance the role of secretaries in the organization. A supportive work environment will not only improve secretarial performance but also foster a positive organizational culture.
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QUESTIONNAIRE
1. Secretaries believe that technical skills are essential for effective performance. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Secretaries consider communication skills critical for their role. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Secretaries believe organizational and time management skills are essential for their effectiveness. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Secretaries agree that soft skills (interpersonal skills) are necessary for effective performance. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Secretaries believe proficiency in office software is essential in their work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Secretaries consider multitasking an important skill for their role. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Secretaries believe knowledge of administrative procedures is vital for their performance. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Secretaries agree that problem-solving and decision-making skills are necessary for their role. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Secretaries consider adaptability to organizational changes an essential skill. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Secretaries agree that customer service skills are important for their role. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Secretaries consider leadership and supervisory skills important in their roles. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Secretaries believe that maintaining confidentiality and discretion is essential. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Secretaries believe that conflict resolution skills are necessary for their role. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Secretaries believe that multitasking enhances their productivity in the workplace. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Secretaries consider having a professional attitude and demeanor essential for success in their role. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Secretaries believe that attention to detail is crucial for their work performance. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Secretaries agree that their ability to manage stress impacts their effectiveness in the workplace. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Secretaries believe that continuous professional development is important for their role. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Secretaries think that emotional intelligence plays a role in their work. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Secretaries believe that their relationship with colleagues affects their performance. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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