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ABSTRACT
This project explores the crucial role of a secretary in planning and structuring effective meetings to achieve organizational objectives. As a central figure in ensuring smooth operations, the secretary not only facilitates communication but also plays a key part in creating a structured approach to meetings that align with organizational goals. Effective meetings are critical for decision-making, resource allocation, and strategy implementation. The secretary’s responsibilities extend beyond administrative tasks, such as managing schedules and preparing agendas, to ensuring that meetings are purposeful, goal-oriented, and conducive to collaboration. By fostering an environment where objectives are clearly defined, time is well-managed, and follow-up actions are properly tracked, the secretary helps maximize the productivity and effectiveness of meetings. This project examines how proper planning and organization contribute to enhancing meeting outcomes and, by extension, the achievement of broader organizational objectives. Through a combination of theoretical frameworks and practical insights, the study underscores the importance of the secretary’s role in aligning meetings with strategic goals, providing the necessary tools for success, and supporting leadership in driving organizational growth.
Keywords: Secretary Role, Meeting Planning, Organizational Objectives, Meeting Structure, Strategic Alignment
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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
In modern organizations, the importance of efficient and purposeful meetings cannot be overstated. Meetings serve as central hubs for communication, decision-making, and the formulation of strategies that drive organizational success. However, to be effective, meetings must be well-planned and structured. This requires the active involvement of individuals who can facilitate these processes, ensuring that meetings are aligned with the broader goals of the organization. One such key figure is the secretary, whose role in organizing and planning meetings has evolved significantly over the years. Today, secretaries are not only tasked with administrative responsibilities but also act as critical enablers of organizational efficiency by ensuring that meetings contribute directly to the achievement of organizational objectives (Buchanan & Huczynski, 2019).
According to Rothwell (2010), secretaries play a pivotal role in streamlining meetings by preparing detailed agendas, managing logistics, and ensuring the availability of necessary documentation. Their involvement in the pre-meeting planning phase is fundamental, as it ensures that the objectives of the meeting are clearly defined, relevant, and aligned with the broader organizational goals. This alignment is crucial for meeting success, as meetings that lack clear objectives or a structured approach often result in wasted time and missed opportunities for decision-making (Rothwell, 2010).
The role of the secretary in organizing the meeting logistics is also of paramount importance. Effective management of logistics, such as scheduling the meeting at an appropriate time, securing the right participants, and arranging the necessary resources, directly impacts the smooth functioning of the meeting. By anticipating potential challenges and addressing them beforehand, secretaries help avoid disruptions during the meeting, enabling attendees to focus on the content and discussions (Buchanan & Huczynski, 2019).
Furthermore, secretaries ensure that the meeting is structured in a way that promotes effective communication and decision-making. According to Graeff (2009), an effective meeting structure can prevent confusion and misunderstandings, which can arise from a lack of clarity or poor facilitation. By setting clear agendas, allocating time appropriately to each topic, and guiding discussions toward actionable outcomes, secretaries create a conducive environment for collaboration and problem-solving. In this way, the secretary is not only facilitating logistical aspects but also ensuring that the meeting serves its intended purpose—achieving organizational goals and aligning with the company’s strategic direction.
Organizational leaders and managers often rely on the outcomes of meetings to guide the company’s operations, shape decisions, and allocate resources. Therefore, it is essential that secretaries contribute to creating an environment that encourages productive dialogue, minimizes distractions, and results in clear, actionable decisions (Mintzberg, 1973). Through their meticulous preparation and management of meetings, secretaries help ensure that these sessions lead to tangible results, which are critical for the ongoing success of the organization. This proactive role enables secretaries to become key enablers of organizational efficiency, supporting leaders in their decision-making processes (Rothwell, 2010).
Mintzberg (1973) asserts that one of the primary functions of management is effective decision-making, and this function is often shaped by how meetings are planned and conducted. The way meetings are structured directly influences the decision-making process, as poorly organized meetings can lead to confusion, inefficiency, and the failure to make crucial decisions that align with the organization’s goals. A key part of the secretary's role is ensuring that meetings are well-structured and focused on the critical priorities of the organization, thereby minimizing the potential for wasted time and maximizing the efficiency of decision-making processes (Mintzberg, 1973).
Secretaries play an essential role in guiding meetings toward productive outcomes by preparing detailed agendas, managing time, and ensuring that discussions remain focused on the most relevant issues. As noted by Rothwell (2010), the preparation of a well-structured agenda sets clear expectations for the meeting, helping participants stay on track and ensuring that time is allocated efficiently. By establishing clear priorities and facilitating the flow of discussion, secretaries help prevent tangents or off-topic conversations, which can derail decision-making and waste valuable time (Buchanan & Huczynski, 2019). In this way, the secretary acts as a facilitator, ensuring that the meeting stays aligned with its objectives and supports the achievement of organizational goals.
Furthermore, secretaries play a critical role in ensuring that the outcomes of meetings are actionable and linked to the organization’s broader strategic objectives. According to Graeff (2009), decision-making in meetings is not only about reaching conclusions but also about taking concrete actions that lead to measurable results. Secretaries support this process by ensuring that all decisions made during meetings are documented, communicated, and followed up on in a timely manner. This follow-up ensures accountability and continuity, which are essential for translating decisions into action and aligning them with the organization's long-term goals (Graeff, 2009).
By taking on these responsibilities, secretaries contribute significantly to enhancing the quality of decision-making within the organization. Their efforts in structuring meetings, maintaining focus, and ensuring that decisions lead to actionable outcomes directly support the organization’s strategic objectives and facilitate its overall success (Mintzberg, 1973). In this way, secretaries are not just administrative support but also key players in organizational decision-making and goal achievement.
Effective meeting planning by secretaries also includes follow-up on action items, ensuring accountability and tracking progress. This is crucial for maintaining momentum and ensuring that decisions made during meetings translate into tangible actions that contribute to achieving organizational goals. As noted by Graeff (2009), the ability to track and follow up on key deliverables is integral to the success of meetings and the accomplishment of organizational objectives.
In essence, the role of the secretary in planning and structuring effective meetings goes far beyond traditional administrative support. By focusing on key elements such as setting clear objectives, managing time, and ensuring follow-up, secretaries play a vital role in the overall productivity of an organization and its ability to meet its strategic objectives. This study aims to further investigate how secretaries can enhance organizational performance through their involvement in planning and structuring meetings that align with the organization’s goals.
1.2 Statement of the Problem
In today’s fast-paced organizational environment, effective meetings are vital for the strategic decision-making process, goal setting, and overall organizational success. However, many organizations continue to struggle with the efficiency and effectiveness of their meetings, often leading to wasted time, unclear decision-making, and missed opportunities. Despite the critical role that meetings play in achieving organizational objectives, the planning, structuring, and management of these meetings remain inconsistent in many organizations. This inconsistency often stems from a lack of strategic preparation and a failure to align meetings with the organization’s broader goals.
One of the key contributors to this challenge is the role of the secretary in organizing and facilitating meetings. Although secretaries are traditionally seen as administrative assistants, their role in meeting management has evolved, with an increasing focus on ensuring that meetings contribute directly to the achievement of organizational objectives. Secretaries are tasked with preparing agendas, managing logistics, ensuring proper documentation, and following up on decisions. However, their contributions are often undervalued or not fully understood, leading to missed opportunities for more structured and productive meetings.
While some research has focused on the general importance of effective meeting management (Mintzberg, 1973; Buchanan & Huczynski, 2019), there is a gap in literature that specifically addresses the role of the secretary in structuring meetings that drive organizational success. Little is known about how secretaries can best contribute to the planning phase, what strategies are most effective in structuring meetings, and how their involvement in these processes can directly impact the achievement of organizational objectives. This gap is significant because without a clear understanding of the secretary’s role in this context, organizations may continue to face challenges in ensuring that meetings are strategic, goal-oriented, and productive.
Therefore, this study seeks to investigate the specific role of the secretary in planning and structuring effective meetings that are aligned with organizational goals. It aims to identify best practices and strategies that secretaries can employ to optimize meeting outcomes and contribute to the overall success of the organization.
1.3 Objectives of the Study
The primary objective of this study is to explore the role of the secretary in planning and structuring effective meetings that contribute to the achievement of organizational objectives. Given the importance of meetings in decision-making, resource allocation, and strategic planning, it is essential to understand how secretaries can facilitate these processes to ensure meetings lead to tangible organizational outcomes. The specific objectives of this study are as follows:
1. To examine the responsibilities of the secretary in planning and structuring meetings
2. To analyze the impact of well-structured meetings on organizational performance
3. To identify the challenges faced by secretaries in ensuring effective meetings
4. To assess best practices and strategies that secretaries can employ to ensure meetings align with organizational goals
5. To evaluate the relationship between secretary-led meetings and overall organizational goal achievement
By addressing these objectives, the study aims to provide a thorough understanding of the secretary's role in enhancing meeting effectiveness and its broader impact on organizational performance.
1.4 Research Questions
Based on the above specific objectives, the following research questions have been raised to guide the study:
1. What are the specific responsibilities of secretaries in planning and structuring meetings to ensure their effectiveness in achieving organizational goals?
2. What is the contribution of well-planned and structured meetings on to the achievement of organizational objectives?
3. What challenges do secretaries face in planning and structuring meetings that align with organizational objectives?
4. What best practices and strategies can secretaries use to ensure meetings are structured to align with organizational goals?
5. What is the overall impact of secretary-led meetings on the achievement of organizational goals and objectives?
1.5 Significance of the Study
This study holds significant importance in shedding light on the often-overlooked yet crucial role of secretaries in planning and structuring meetings that are vital for achieving organizational objectives. As organizations increasingly rely on effective meetings to drive decision-making, strategic planning, and performance improvement, it is essential to recognize how secretaries contribute to optimizing meeting outcomes. By understanding their specific responsibilities and the ways in which they can enhance the structure and flow of meetings, organizations can better utilize this key role to improve overall productivity and alignment with strategic goals.
The findings of this study will provide valuable insights into the role secretaries play in managing the logistics, time, and content of meetings to ensure they are purposeful and result-driven. By exploring best practices and strategies that secretaries can implement in structuring meetings, the study aims to offer actionable recommendations that can be adopted by organizations to improve meeting effectiveness. These insights can help organizations foster a more collaborative, focused, and goal-oriented environment, which is crucial for achieving organizational success.
Moreover, this study will help bridge the existing gap in literature by addressing the specific contributions of secretaries in aligning meetings with organizational goals. While much research has focused on the general importance of meeting management, there is limited understanding of how secretaries’ roles directly impact the outcomes of these meetings. By focusing on this aspect, the study can lead to a deeper appreciation of the secretary's role as not just an administrative support function, but a strategic enabler in the organizational decision-making process (Rothwell, 2010; Mintzberg, 1973).
The findings will also be valuable to human resource managers and organizational leaders who can apply the study’s results to improve training programs for secretaries, empowering them to take a more proactive role in meeting planning and management. With this support, secretaries will be better equipped to contribute to the achievement of organizational goals through well-structured and effective meetings.
In addition, this study will offer insight into the barriers and challenges secretaries face in fulfilling their roles and provide solutions to overcome these obstacles. By addressing such challenges, organizations can better support secretaries and enhance their capacity to contribute to the overall success of the company. This, in turn, will improve the organization’s ability to achieve its strategic objectives and maintain high levels of productivity.
1.6 Delimitation of the Study
This study is delimited to examining the role of secretaries in planning and structuring meetings within organizations, with a specific focus on their impact on achieving organizational objectives. The research will primarily concentrate on organizations within the corporate and business sectors, excluding other types of organizations such as non-profits or governmental institutions. The study will also limit its scope to organizations of medium to large size, as these typically have more formalized meeting structures and a designated role for secretaries.
Additionally, the study will focus on secretaries in managerial and executive roles, excluding administrative assistants or support staff who may not be directly involved in planning and structuring meetings. The study will also be confined to analyzing the general practices and perceptions of secretaries, rather than in-depth case studies of specific companies or industries.
The research will not explore the impact of technological tools or software used by secretaries in the meeting planning process, nor will it delve into the cultural and environmental factors that may influence the secretary's role in different regions or countries. This delimitation is necessary to maintain a focused analysis of the secretary’s contributions to meeting effectiveness, avoiding broader organizational or technological influences.
1.7 Limitation of the Study
While this study aims to provide valuable insights into the role of secretaries in planning and structuring effective meetings, there are several limitations that should be considered. One limitation is the reliance on qualitative data, which may be influenced by the subjective perceptions of participants. The research will primarily use interviews and surveys to collect data, which may result in biases or varying interpretations of the secretary’s role across different organizations.
Another limitation is that the study focuses on a select group of organizations, specifically medium to large enterprises within the corporate sector, and may not fully reflect the practices of smaller organizations or those in different sectors. This limited sample may not be representative of the broader range of organizational structures or meeting practices.
Additionally, the study does not consider the impact of external factors such as economic conditions, market dynamics, or technological advancements, which may affect the secretary's ability to plan and structure meetings. The research also excludes the influence of organizational culture, which may play a significant role in shaping the secretary’s role and effectiveness.
Finally, time constraints and resource limitations may restrict the scope of the study, particularly in terms of the depth of data collection and the number of organizations that can be analyzed. These limitations may affect the generalizability of the findings.
CHAPTER TWO
LITERATURE REVIEW
This chapter reviewed the existing literature relevant to the role of secretaries in planning and structuring effective meetings aimed at achieving organizational objectives. It explores the significance of well-managed meetings, the evolving role of secretaries, and the influence of structured meetings on organizational outcomes. The review was carried out on the underlisted sub headings.
2.1 The Role of Meetings in Organizational Success
2.2 The Evolving Role of Secretaries in Meeting Management
2.3 Responsibilities of Secretaries in Planning Meetings
2.4 Structuring Meetings for Effectiveness
2.5 The Impact of Structured Meetings on Decision-Making

2.1 The Role of Meetings in Organizational Success
Meetings are a central feature of organizational operations and play a critical role in fostering communication, decision-making, and strategic alignment. As Mintzberg (1973) highlights, meetings are integral to managerial work, where key decisions are made, problems are discussed, and strategies are devised. For managers, meetings serve as a space to analyze issues, explore solutions, and ensure that the organization is on track to meet its goals (Mintzberg, 1973). Furthermore, meetings provide a platform for leaders to align their team’s actions with the organization’s broader strategic vision, ensuring that everyone is working toward a unified objective (Huczynski & Buchanan, 2019).
However, it is important to note that the effectiveness of a meeting can significantly impact an organization’s success. Poorly managed meetings often result in wasted time, confusion, and disengagement from team members, all of which hinder progress and productivity (Buchanan & Huczynski, 2019). These issues can lead to a loss of focus, reduced morale, and a failure to align the team with organizational objectives. As a result, organizations may experience delays in decision-making and miss critical opportunities, which can undermine their competitive position (Mullins, 2010).
In contrast, well-planned meetings are characterized by clear objectives, efficient time management, and a focused agenda, all of which are crucial for driving organizational success (Graetz, 2000). When meetings are structured effectively, participants are more likely to engage meaningfully, contribute ideas, and remain attentive throughout the process (Robinson & Judge, 2017). According to Hargie (2011), effective meetings provide a structured environment for open communication, which not only enhances decision-making but also fosters trust and transparency. This transparency allows participants to provide valuable input, enabling a more comprehensive understanding of issues and solutions.
Furthermore, when meetings are well-structured, they significantly promote collaboration and collective problem-solving, which are essential for generating stronger decision-making outcomes. According to Huczynski and Buchanan (2019), well-managed meetings provide an environment conducive to open dialogue and cooperative decision-making, allowing participants to leverage their diverse perspectives and expertise. This collaborative approach not only enhances the quality of decisions but also fosters a sense of ownership and shared responsibility among team members. The exchange of ideas in such settings helps uncover innovative solutions and ensures that decisions are made with a comprehensive understanding of the issues at hand, ultimately leading to more effective and sustainable outcomes.
Moreover, the clarity of purpose and the inclusion of all relevant stakeholders in the meeting process ensure that decisions are more closely aligned with the organization’s overall goals. Graetz (2000) emphasizes that when meetings have a clear agenda and participants are well-prepared, the likelihood of misunderstandings or misalignments is minimized. By ensuring that all key stakeholders are involved, meetings allow for a broader range of viewpoints to be considered, which not only enriches the decision-making process but also reduces the potential for conflicts or discrepancies between departments or teams. As a result, the organization benefits from decisions that are well-informed and better aligned with its strategic objectives, ultimately improving the coherence and consistency of its actions.
In addition to improving decision-making, effective meeting management plays a crucial role in resource allocation and task prioritization. Jones and Wicks (2021) argue that a well-organized meeting allows for more efficient use of resources by clearly identifying priority actions and ensuring that tasks are delegated appropriately. By setting clear action items, deadlines, and assigning specific responsibilities, meetings help ensure that key tasks are completed on time and that the organization’s resources are directed toward the most pressing needs. This focused approach not only enhances productivity but also ensures that the organization can respond more effectively to changing demands and circumstances, making its operations more agile and responsive.
The importance of effective meetings in achieving organizational objectives is further emphasized by Jones and Wicks (2021), who argue that well-executed meetings can significantly enhance productivity by promoting efficient resource allocation, task delegation, and the establishment of clear action items. These elements help ensure that organizational efforts are directed towards high-priority tasks and that responsibilities are clearly defined, reducing ambiguity and increasing the likelihood of successful outcomes (Jones & Wicks, 2021). As Hargie (2011) suggests, when employees understand their specific roles and responsibilities, they are better equipped to contribute to the overall success of the organization, leading to improved performance and more streamlined operations.
Moreover, effective meeting management plays a pivotal role in fostering higher levels of employee engagement and satisfaction. Graetz (2000) asserts that when meetings are structured to involve all relevant participants and generate actionable outcomes, employees feel more included in the decision-making process. This sense of involvement not only boosts morale but also enhances motivation, as employees are more likely to be committed to the organization’s objectives when they feel their input is valued (Graetz, 2000). The act of clearly outlining goals, discussing progress, and collectively addressing challenges fosters a sense of ownership among team members, which in turn leads to increased productivity and greater alignment with the organization’s long-term vision (Hargie, 2011). Furthermore, when employees see that meetings lead to tangible outcomes—such as the delegation of tasks or the resolution of issues—they are more likely to view these gatherings as meaningful, resulting in improved overall job satisfaction and morale (Jones & Wicks, 2021).
Strategically, meetings also provide an opportunity for organizations to assess their progress toward objectives, address challenges, and pivot if necessary. As stated by McKinsey & Company (2020), high-performing organizations utilize meetings as tools for continuous feedback and adjustment, ensuring that their teams remain adaptable and responsive to changing circumstances. Such flexibility is essential in today’s rapidly changing business environment, where companies must be agile to remain competitive and meet ever-evolving customer needs (McKinsey & Company, 2020). In this context, meetings contribute not only to achieving short-term objectives but also to building a foundation for long-term success by fostering a culture of strategic thinking and continuous improvement (Garner & Thompson, 2020).
2.2 The Evolving Role of Secretaries in Meeting Management
Traditionally, secretaries were viewed primarily as administrative assistants, responsible for taking minutes, scheduling meetings, and managing correspondence (Rothwell, 2010). These tasks were considered essential to keeping the day-to-day operations of an organization running smoothly. However, over the years, the role of the secretary has significantly evolved, reflecting broader changes in organizational structures and the increasing importance of efficient meeting management in achieving strategic goals. Secretaries are now often considered key players in the planning and structuring of meetings, taking on more proactive responsibilities that go beyond traditional administrative duties.
As organizations become more complex and dynamic, secretaries are increasingly tasked with ensuring that meetings are strategically aligned with organizational objectives. Graeff (2009) notes that secretaries now play a pivotal role in shaping the agenda, coordinating communication between stakeholders, and ensuring that meetings are designed to foster productive discussions that support the organization's strategic direction. This shift in responsibilities reflects a broader trend where administrative roles are expanding to encompass more strategic functions, with secretaries acting as facilitators of organizational effectiveness rather than simply supporting roles.
In addition to managing the logistics of meetings, secretaries now have an essential role in maintaining proper documentation, which goes beyond simply taking minutes. Secretaries are responsible for preparing meeting materials, tracking action items, and ensuring that follow-up tasks are completed in a timely manner. This shift towards greater involvement in documentation reflects the increasing recognition of the role of secretaries in ensuring the long-term effectiveness of meetings. Graetz (2000) argues that this increased responsibility in documentation not only makes meetings more productive during their occurrence but also ensures that they result in tangible outcomes. By meticulously recording meeting discussions, decisions, and action items, secretaries play a key role in translating verbal discussions into actionable steps that can be tracked and monitored over time.
This focus on documentation serves several important purposes. Firstly, accurate and comprehensive meeting records help to ensure that critical decisions are captured correctly, providing a reliable reference point for future discussions. According to Huczynski and Buchanan (2019), well-documented decisions contribute to consistency and continuity, as they allow organizations to review past decisions and actions, ensuring that ongoing projects remain aligned with previous goals and directives. By keeping a detailed record of decisions made, secretaries support organizational memory, which is particularly important for maintaining stability and ensuring that initiatives are not duplicated or overlooked.
Furthermore, by maintaining proper documentation, secretaries help to ensure that decisions and action items are communicated effectively to all relevant stakeholders. Rothwell (2010) highlights that secretaries often act as a communication bridge between various departments or team members. Once decisions are recorded, secretaries distribute meeting notes and action items to participants and other relevant stakeholders, ensuring that everyone is informed of their responsibilities and the timeline for completion. This transparency not only aids in decision-making but also fosters accountability within the organization, as individuals are held responsible for following through on assigned tasks (Graetz, 2000).
Moreover, effective documentation is crucial for monitoring the progress of tasks and projects. Secretaries often track the completion of action items, following up with responsible individuals or departments to ensure that tasks are completed as agreed. This aspect of the secretary’s role is essential for ensuring that the organization stays on track and that no task is forgotten or neglected. According to Jones and Wicks (2021), this follow-up process supports organizational efficiency by maintaining a clear overview of who is responsible for each action and ensuring that deadlines are met.
Moreover, the evolving role of secretaries highlights their growing importance in facilitating communication among stakeholders within organizations. As organizations grow and become more interconnected, the need for effective communication across different levels and departments becomes increasingly crucial. Secretaries are often positioned at the intersection of various departments, acting as intermediaries who ensure that information flows smoothly across organizational boundaries. Rothwell (2010) emphasizes that secretaries have become key players in bridging communication gaps, ensuring that all relevant stakeholders are kept informed and involved in discussions that pertain to their areas of responsibility. This ability to facilitate communication not only helps in overcoming organizational silos but also ensures that decisions are made with a comprehensive understanding of diverse perspectives, ultimately leading to more informed and effective outcomes.
In addition to serving as communicators, secretaries play a significant role in aligning team efforts with the broader goals of the organization. According to Graetz (2000), when secretaries help structure communication in a way that aligns with the organization's strategic priorities, they ensure that the team is focused on the most relevant issues and that efforts are coordinated to achieve overarching objectives. This alignment is essential for ensuring that all stakeholders, regardless of their departmental affiliation, are working towards the same goals and that resources are allocated efficiently to support those goals. By maintaining clear and concise communication, secretaries contribute to the overall coherence of the organization, ensuring that everyone is on the same page regarding priorities and actions.
Furthermore, secretaries enhance collaboration within organizations by fostering a more cohesive work environment. As the role of secretaries has expanded, they now play a critical role in ensuring that meetings and other organizational activities are inclusive, ensuring that the right people are brought together for discussions. This inclusion of key participants in decision-making and problem-solving sessions fosters collaboration and allows for a richer exchange of ideas (Huczynski & Buchanan, 2019). Secretaries, by coordinating these efforts, contribute to creating a more collaborative and unified culture within the organization, where team members feel engaged and empowered to share their insights and expertise.
Effective communication managed by secretaries also helps in reducing misunderstandings and minimizing the potential for conflicts. By ensuring that all relevant information is communicated clearly and promptly to the appropriate parties, secretaries help to prevent miscommunication that could lead to inefficiencies or errors. As Jones and Wicks (2021) note, this proactive communication fosters an environment of transparency and trust, where team members feel confident in their roles and responsibilities and are more likely to engage in productive collaboration. In this way, secretaries not only support the smooth functioning of meetings but also contribute to the broader organizational culture of transparency, trust, and mutual respect.
Effective meeting management is not only about logistical coordination but also about maintaining accurate and detailed records. Graetz (2000) argues that secretaries have become essential in ensuring proper documentation of meetings, including the preparation of minutes, tracking action items, and following up on decisions made during the meeting. This documentation process helps to maintain accountability, ensuring that everyone involved understands their responsibilities and that progress toward organizational objectives is clearly monitored. Moreover, by providing a record of decisions and actions, secretaries ensure that no important points are overlooked or forgotten, thereby reinforcing transparency and trust within the organization (Graeff, 2009).
Furthermore, secretaries now contribute to the prioritization of meeting objectives and the allocation of resources. According to Jones and Wicks (2021), secretaries assist in making sure that key actions and resources are directed toward the most critical organizational needs. By managing the flow of information and action items, secretaries help ensure that meetings result in actionable decisions, which can be tracked and followed up on, improving overall organizational efficiency and effectiveness.
The changing role of the secretary has also influenced employee engagement and satisfaction. As secretaries take on more strategic responsibilities, they are able to facilitate more productive and efficient meetings that are better aligned with team goals. Graetz (2000) notes that well-managed meetings, where roles and responsibilities are clear, lead to better employee morale. When secretaries structure meetings effectively and ensure all necessary information is available, employees are more likely to be engaged and feel that their time is being well-spent, which ultimately contributes to higher job satisfaction and motivation to achieve organizational goals.
2.3 Responsibilities of Secretaries in Planning Meetings
The planning phase of a meeting is a critical step that greatly influences its success, and secretaries play a central role in this process. As Rothwell (2010) emphasizes, secretaries are responsible for preparing detailed agendas, coordinating logistics, and ensuring that all relevant documentation is readily available. The careful planning that secretaries undertake helps create a well-structured meeting environment, where participants are clear about the objectives and expectations from the outset. By setting clear and achievable objectives and making sure that participants are informed well in advance, secretaries help ensure that the meeting remains focused, productive, and aligned with organizational goals (Buchanan & Huczynski, 2019). Without proper preparation, meetings can become disorganized and unproductive, which can lead to wasted time and reduced effectiveness.
One of the key responsibilities of secretaries in the planning process is preparing the agenda, which serves as the blueprint for the meeting. As noted by Graetz (2000), the agenda is crucial for defining the scope of the meeting and ensuring that discussions stay on track. Secretaries must carefully organize the agenda, allocating appropriate time for each topic and ensuring that all relevant issues are covered. This careful structuring prevents meetings from veering off course, allowing participants to engage with each topic efficiently. The preparation of the agenda also includes identifying the key issues that need to be addressed, which helps participants focus their attention on critical organizational concerns, ensuring that the meeting’s objectives are met.
In addition to preparing the agenda, secretaries must also manage the logistics of the meeting, which includes scheduling the meeting at a time that accommodates all relevant stakeholders, booking the appropriate venue, and ensuring that any required technology or resources are in place. Rothwell (2010) notes that these logistical tasks are essential to ensuring that the meeting runs smoothly and that all participants can attend and actively contribute. For virtual meetings, this could involve setting up video conferencing tools and ensuring that participants have the necessary access links and information. Proper logistics management allows meetings to run without interruptions, which helps maintain focus and productivity.
Another crucial aspect of meeting planning is ensuring that all relevant documentation is available to participants. Buchanan and Huczynski (2019) highlight the importance of providing participants with any materials they need in advance, such as reports, presentations, or background information. This preparation allows participants to come to the meeting well-informed and ready to engage in meaningful discussion. When secretaries ensure that all necessary materials are distributed ahead of time, it allows for more effective decision-making during the meeting, as participants can analyze the information beforehand and be more prepared to contribute to discussions.
Moreover, secretaries are responsible for ensuring that the right stakeholders are present at the meeting. According to Graetz (2000), the presence of the appropriate individuals is critical for achieving productive outcomes. Secretaries often coordinate with various departments or teams to ensure that those who can contribute valuable insights or make key decisions are included in the meeting. This strategic inclusion of stakeholders ensures that the meeting is not only efficient but also that decisions are made with a comprehensive understanding of all relevant perspectives. Secretaries may also be tasked with following up with participants to ensure their availability and reminding them of the meeting’s objectives, thus ensuring high engagement and participation.
In addition, coordinating logistics, and ensuring that relevant documentation is available, secretaries also play a critical role in managing the flow of information before, during, and after the meeting. Their involvement in the planning phase extends beyond simple administrative tasks to more strategic functions that help ensure the meeting's overall success. As Graetz (2000) points out, secretaries must be proactive in gathering all necessary materials well in advance of the meeting and ensuring that they are disseminated to participants with ample time for review. This practice is crucial, as it allows participants to come prepared, fostering more informed discussions and ultimately leading to better decision-making. By ensuring that everyone has access to relevant information beforehand, secretaries set the stage for an efficient meeting where time is spent addressing key issues rather than reviewing background materials (Buchanan & Huczynski, 2019).
Moreover, secretaries help maintain the focus of the meeting by being prepared to manage any unforeseen challenges or last-minute changes. For instance, they may need to adjust the schedule if certain topics take more time than anticipated or if a key participant is running late. This flexibility and adaptability help ensure that the meeting remains on track and that all agenda items are addressed. According to Graetz (2000), a secretary’s ability to anticipate potential challenges and manage them proactively is vital for maintaining a smooth meeting flow. Their organizational skills ensure that time is used efficiently and that key decisions are not delayed due to unforeseen disruptions.
Furthermore, secretaries are often responsible for ensuring that the meeting’s objectives are clear and that everyone involved is aligned with those objectives. By working closely with the meeting’s organizer, the secretary ensures that the meeting's purpose is communicated to participants ahead of time. This is particularly important in meetings with a complex or wide-ranging agenda, where confusion or ambiguity could lead to a lack of focus and unproductive discussions (Buchanan & Huczynski, 2019). Rothwell (2010) argues that setting clear objectives from the outset is one of the key factors in ensuring the meeting's success. Secretaries help achieve this by providing participants with a concise agenda that outlines the objectives and expected outcomes of the meeting, ensuring that everyone is working toward the same goals.
Additionally, secretaries play a crucial role in managing the timing of the meeting. As Graetz (2000) suggests, effective time management is essential for keeping the meeting on track and ensuring that all critical issues are addressed within the allotted time. Secretaries must be vigilant in monitoring the time allocated for each agenda item, ensuring that discussions do not overrun and that there is sufficient time for all topics to be covered. This responsibility requires strong organizational skills, as well as the ability to diplomatically steer conversations back on track if they stray from the agenda (Jones & Wicks, 2021).
Moreover, secretaries are also involved in preparing post-meeting materials, ensuring that decisions and action items are documented and communicated to the relevant stakeholders. According to Hargie (2011), this follow-up is an essential part of meeting management, as it reinforces accountability and ensures that agreed-upon actions are executed in a timely manner. The secretary’s role in managing this process ensures that meetings do not just end with a discussion but result in clear, actionable outcomes that move the organization forward. By ensuring that these outcomes are tracked and communicated effectively, secretaries help ensure that the organization maintains momentum and accountability in the aftermath of meetings (Graetz, 2000).

2.4 Structuring Meetings for Effectiveness
The structure of a meeting is critical to determining its effectiveness, and secretaries play a vital role in managing and organizing that structure. A well-structured meeting ensures that time is used efficiently, discussions remain productive, and the objectives of the meeting are met. As Graeff (2009) points out, a structured meeting involves clear objectives, a well-defined agenda, and established roles for participants. Secretaries, by taking the lead in planning and managing these aspects, ensure that the meeting runs smoothly and remains focused on achieving its goals. Their role in maintaining structure is essential for creating an environment where communication flows effectively, decisions are made promptly, and outcomes are actionable.
One of the first ways secretaries contribute to structuring a meeting is through the creation of a clear and detailed agenda. According to Huczynski and Buchanan (2019), the agenda acts as a roadmap for the meeting, outlining the topics to be discussed, the time allocated for each item, and the participants involved. A well-structured agenda helps prevent the meeting from veering off course, ensuring that each topic receives the attention it requires. It also serves as a guide for the secretary, who ensures that discussions stay on track and that no time is wasted on irrelevant issues. By distributing the agenda in advance, secretaries ensure that participants arrive prepared, reducing the time spent on clarifications during the meeting itself (Graetz, 2000). This preparation helps to foster a focused and efficient meeting environment.
In addition to setting the agenda, secretaries are responsible for ensuring that the roles of participants are well-defined. As Graetz (2000) explains, the allocation of roles helps streamline communication and decision-making, as everyone knows their responsibilities within the meeting. Secretaries often assist in clarifying who will lead each discussion point, who will be responsible for providing input, and who will document key decisions. This role clarity not only keeps the meeting organized but also ensures that participants feel engaged and responsible for contributing to the meeting’s success (Buchanan & Huczynski, 2019). By establishing these roles, secretaries create an environment of accountability, where everyone’s contributions are purposeful and aligned with the meeting's objectives.
Secretaries also play a critical role in managing the flow of information during the meeting. As Graeff (2009) highlights, it is essential that discussions are productive and lead to actionable outcomes. Secretaries facilitate this process by ensuring that information is communicated clearly and effectively, helping participants understand the context of the discussions and the implications of decisions made. This involves not only managing the presentation of information but also ensuring that discussions stay on point and that key takeaways are recorded. By ensuring that all relevant data and materials are available, secretaries help prevent misunderstandings and ensure that discussions are well-informed. As noted by Jones and Wicks (2021), effective meeting management involves maintaining a balance between allowing participants to express their ideas and steering the conversation toward productive solutions. Secretaries contribute to this balance by intervening when necessary to keep the meeting focused on its objectives.
Another important aspect of structuring a meeting effectively is time management. Time is a finite resource in meetings, and secretaries must ensure that the agenda is followed within the allotted time frame. As Rothwell (2010) points out, secretaries are responsible for monitoring the timing of each agenda item, ensuring that the meeting progresses efficiently and that all important topics are covered. They must be adept at managing time pressures, redirecting conversations that become tangential or overly prolonged, and making adjustments when necessary to keep the meeting on schedule. Time management is especially important in meetings with multiple agenda items or a large number of participants, as it ensures that each topic receives attention without the meeting dragging on unnecessarily. By ensuring efficient time use, secretaries contribute to a more productive meeting that respects the time of all participants (Graetz, 2000).
Additionally, secretaries help ensure that meetings end with actionable outcomes. As Graetz (2000) notes, a well-structured meeting does not simply end when the scheduled time is up; instead, it concludes with clear decisions, next steps, and assignments. Secretaries ensure that action items are recorded and that participants are aware of their responsibilities moving forward. They may also assist in summarizing the key points and decisions at the end of the meeting, ensuring that there is no ambiguity regarding the outcomes. By documenting action items and ensuring follow-up, secretaries help ensure that meetings do not simply serve as discussions but as catalysts for change and progress within the organization (Hargie, 2011).
In addition to the responsibilities mentioned, secretaries also ensure that meetings are conducive to a collaborative and engaging environment. Effective meetings rely not only on structure and logistics but also on creating an atmosphere where participants feel encouraged to contribute their ideas and perspectives. As noted by Graetz (2000), secretaries help foster collaboration by ensuring that meetings are inclusive and that all relevant stakeholders are invited and able to participate meaningfully. Secretaries often work behind the scenes to ensure that all participants are actively involved in discussions, which can significantly enhance decision-making outcomes. For instance, secretaries may intervene to encourage quieter participants to share their thoughts, ensuring a diversity of perspectives is represented during meetings. This inclusivity increases the likelihood that the organization will benefit from a broader range of ideas, contributing to more well-rounded and informed decisions (Buchanan & Huczynski, 2019).
Another crucial aspect of structuring effective meetings is managing the balance between structured agenda items and the need for flexibility. While a rigid adherence to an agenda can help maintain focus, it is equally important to allow some flexibility for discussions that may require deeper exploration or for addressing unexpected issues that arise during the meeting (Jones & Wicks, 2021). Secretaries play a key role in managing this balance by facilitating discussions and making adjustments when necessary. For example, if a particular topic sparks an important debate, secretaries may help extend the time allocated to that issue, ensuring that it is addressed adequately without derailing the overall schedule. On the other hand, if a topic is quickly resolved, secretaries can help move the meeting forward, ensuring that all planned agenda items are covered. This flexibility ensures that the meeting remains productive, while also addressing urgent matters or fostering deeper discussions when needed (Graetz, 2000).
Furthermore, secretaries help ensure that meetings are outcome-focused by following up on action items and ensuring that decisions made during the meeting are implemented in a timely manner. As emphasized by Hargie (2011), a meeting's success should be measured by the concrete actions taken as a result of the discussions. Secretaries assist in tracking action items, setting deadlines, and following up with participants to ensure that tasks are completed. This follow-up process is essential for translating discussions into results and ensuring accountability. By documenting decisions and ensuring that action items are clearly assigned, secretaries help bridge the gap between meeting discussions and organizational progress (Graetz, 2000). Their proactive management of follow-up tasks ensures that the meeting’s impact is not limited to the time spent in the room but extends to the successful implementation of decisions.
In addition to supporting organizational efficiency, secretaries also help enhance the organizational culture by managing meeting dynamics. According to Rothwell (2010), meetings are not just a means of communication but also a platform for reinforcing organizational values, building trust, and promoting positive working relationships. Secretaries contribute to this by ensuring that meetings run smoothly, fostering an environment where participants feel respected, valued, and heard. They help create an atmosphere of open communication, where team members feel encouraged to express differing viewpoints in a constructive manner. By managing the flow of conversation and ensuring that all voices are heard, secretaries contribute to a more inclusive and supportive meeting culture, which can ultimately lead to stronger collaboration and higher employee engagement (Hargie, 2011).
Additionally, secretaries play a pivotal role in maintaining a professional and respectful tone during meetings. They help manage any potential conflicts or disruptions by addressing issues diplomatically, ensuring that meetings stay on track without escalating tensions. This aspect of their role is critical in ensuring that meetings remain focused and productive, even when disagreements arise (Jones & Wicks, 2021). Secretaries’ ability to manage interpersonal dynamics contributes to maintaining a positive and respectful environment, which helps participants focus on the meeting’s goals rather than being distracted by personal conflicts or communication breakdowns.
2.5 The Impact of Structured Meetings on Decision-Making
Decision-making is an essential process in organizational success, and well-structured meetings play a pivotal role in influencing this process. Mintzberg (1973) argues that structured meetings are crucial for making informed and timely decisions, as they provide a platform where critical issues are discussed, various perspectives are considered, and a collective course of action can be agreed upon. Secretaries play an integral role in facilitating this process by ensuring that meetings are organized in a way that encourages participation, keeps discussions focused, and ensures that all necessary information is readily available. By managing these key aspects, secretaries contribute to creating an environment where decision-making is not only effective but also aligned with organizational goals.
As emphasized by Buchanan and Huczynski (2019), the structure of a meeting has a direct impact on the quality of decision-making. Well-organized meetings allow for a systematic presentation of ideas, enabling participants to consider all relevant factors before making decisions. Secretaries help ensure that all necessary information is provided in advance, allowing attendees to come prepared to discuss key issues. This preparation helps eliminate confusion and ensures that the meeting time is used efficiently, which is particularly important for making informed decisions in a timely manner (Graetz, 2000). Additionally, by setting clear agendas and objectives, secretaries ensure that discussions stay on topic, reducing the risk of irrelevant tangents that could derail the decision-making process.
Moreover, secretaries help foster an environment of collaboration during meetings, which is crucial for enhancing decision-making. As Hargie (2011) notes, collaborative decision-making is more likely to result in comprehensive solutions, as it allows for the integration of diverse viewpoints. Secretaries play a key role in ensuring that all participants are given an opportunity to contribute their perspectives, thereby promoting a more inclusive and well-rounded decision-making process. By managing the flow of conversation and encouraging quieter participants to speak up, secretaries help ensure that all relevant voices are heard, which ultimately leads to more robust and informed decisions (Rothwell, 2010).
Furthermore, secretaries help maintain the momentum of the meeting, ensuring that decisions are made in a timely manner. As Graetz (2000) highlights, time management is crucial in meetings, especially when decision-making is involved. Secretaries help keep discussions on track by monitoring time, ensuring that all agenda items are covered, and preventing discussions from becoming overly prolonged. This efficient use of time ensures that decisions are made without unnecessary delays, which is particularly important in fast-paced business environments where timely decisions are often essential for maintaining a competitive advantage (Jones & Wicks, 2021).
In addition to managing the flow of information and time, secretaries also contribute to decision-making by documenting key decisions and action items during the meeting. As Buchanan and Huczynski (2019) note, accurate record-keeping is crucial for ensuring that decisions are not forgotten or misinterpreted. Secretaries ensure that decisions are properly recorded, making it easier for participants to refer back to them later. This documentation also helps ensure accountability, as it provides a clear record of who is responsible for implementing decisions and by when. By keeping detailed records, secretaries help organizations track progress and ensure that decisions are followed through on, which directly supports the achievement of organizational objectives (Graetz, 2000).
The impact of well-structured meetings on decision-making goes beyond simply organizing discussions; it also ensures that decisions are grounded in relevant information and supported by clear, actionable outcomes. As Mintzberg (1973) suggests, the organization’s ability to make informed decisions is highly dependent on how effectively meetings are structured to facilitate the exchange of critical information. Secretaries are instrumental in ensuring that this process is smooth by gathering, organizing, and distributing the necessary materials before the meeting. By preparing comprehensive documents and reports, secretaries enable participants to make decisions based on up-to-date and accurate information, reducing the likelihood of making decisions under uncertainty or incomplete knowledge (Buchanan & Huczynski, 2019). This preparation fosters an environment where decision-making is more reliable and informed, ultimately contributing to organizational success.
Another key aspect of structured meetings that influences decision-making is the ability to prioritize issues effectively. According to Graetz (2000), a well-structured agenda helps attendees focus on the most pressing matters and allocate time appropriately to each topic. Secretaries, in their role, ensure that the most critical issues are addressed first, and that time is not wasted on less important matters. By adhering to a clear order of discussion, secretaries ensure that the meeting's focus remains on achieving strategic goals rather than becoming bogged down in less impactful topics. This strategic approach to prioritization enables decision-makers to tackle the most urgent and relevant challenges, ensuring that decisions are timely and have the most significant impact on the organization (Rothwell, 2010). Additionally, this prioritization helps avoid decision fatigue, where excessive deliberation on irrelevant matters diminishes participants' ability to make well-thought-out decisions on the more important issues.
Effective meetings also require clear action items that are measurable and assigned to the appropriate individuals or teams. Secretaries, in their documentation role, ensure that decisions made during meetings are followed by clear next steps. According to Hargie (2011), this follow-up is critical for ensuring that decisions do not remain theoretical but are transformed into tangible outcomes. By recording and distributing action items after the meeting, secretaries help maintain accountability, ensuring that individuals understand their roles in executing the decisions made. This is particularly important in complex organizations where decisions often require cross-functional collaboration. The secretary’s role in ensuring that action items are assigned clearly and with deadlines supports the smooth execution of decisions and ensures that progress is made toward organizational goals (Jones & Wicks, 2021).
Secretaries also assist in fostering a climate of trust and transparency, which is essential for effective decision-making. As noted by Graetz (2000), decision-making is most effective when participants feel confident that all relevant information is being shared and that their input is valued. Secretaries contribute to this by facilitating open communication during meetings and ensuring that all participants have the opportunity to voice their opinions. By encouraging equal participation and reducing the potential for information hoarding or miscommunication, secretaries help build trust among participants. This open exchange of information and ideas is essential for making well-informed decisions that are supported by all stakeholders (Hargie, 2011). As a result, the decisions made during these meetings are more likely to be accepted and supported by those responsible for implementing them.
In addition to supporting trust and transparency, secretaries contribute to decision-making by managing the meeting dynamics to prevent conflicts and ensure that discussions are productive. As Jones and Wicks (2021) argue, meetings are most effective when they are free from interpersonal conflicts or distractions that could undermine decision-making. Secretaries play a critical role in moderating discussions, diffusing tensions, and ensuring that the meeting maintains a professional tone. By managing the interpersonal dynamics, secretaries ensure that decisions are made in an environment that encourages cooperation and consensus-building rather than divisiveness. This moderation helps prevent conflicts from derailing important decisions and ensures that the focus remains on solving problems and achieving organizational goals.
Moreover, the secretary’s role in post-meeting follow-up is essential for ensuring that decisions are carried through to completion. As Graetz (2000) points out, the real test of a decision is not the discussion during the meeting but the execution afterward. Secretaries contribute by tracking action items, ensuring deadlines are met, and facilitating communication between the meeting's participants and those responsible for implementing the decisions. This proactive follow-up ensures that decisions are not lost in the aftermath of the meeting, which is often a common pitfall in organizations (Buchanan & Huczynski, 2019). By managing this post-meeting process, secretaries ensure that meetings are not only a forum for decision-making but also a catalyst for ongoing progress and action within the organization.

CHAPTER THREE
METHODOLOGY
This chapter outlined the research methodology used to investigate the role of secretaries in planning and structuring effective meetings to achieve organizational objectives. The methodology includes the detailed description of the under listed sub topics 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
For this study, a structured questionnaire designed personally by the researcher was used for data collection. The instrument was designed to gather quantitative data regarding the secretary's role in meeting planning and structuring, while the survey included closed-ended questions, such as Likert scale items, which allowed for standardized responses that could be easily quantified. 
3.2 Population of the Study
The population for this study comprised secretaries who are directly involved in planning and structuring meetings within organizations. The focus was on secretaries working in medium to large organizations across various industries, particularly in the corporate sector. This population was selected because such organizations often have a formalized meeting structure and clear roles for secretaries in the meeting planning process.
The total population from which the sample was drawn consisted of approximately 300 secretaries working within organizations in the selected regions. These secretaries were responsible for managing meetings at different organizational levels, from executive teams to departmental meetings.
3.3 Sample and Sampling Techniques
A stratified random sampling technique was used to select a sample of 100 secretaries from the target population. Stratification was applied to ensure that secretaries from different organizational levels (e.g., junior, mid-level, and senior) and sectors (e.g., finance, marketing, human resources) were represented. This technique allowed for a more diverse sample and helped to capture various perspectives on the role of secretaries in meeting planning and structuring.
The sample size of 100 secretaries was chosen randomly to ensure statistical relevance while considering practical constraints such as time and resources for data collection. The stratified approach ensured that all relevant subgroups within the population were adequately represented, increasing the generalizability of the findings.
3.4 Distribution and Collection of Data
The data collection process involved distribution of surveys to the selected sample of secretaries physically at their respective organizations. physical surveys were handed out to participants to fill hardcopies of the instrument.
Data collection took place over a period of two weeks, with follow-ups conducted to ensure a high response rate.  100 copies of questionnaire were distributed to and collected from the participants. The data collection process response rate was 100%, which was achieved by providing clear instructions and assistance to participants as needed.
3.5 Reliability
Reliability refers to the consistency of the research instruments in measuring the intended variables. To ensure the reliability of the survey, a pre-test was conducted with a small group of 20 secretaries who were not part of the study sample. This pre-test helped to identify ambiguities in the questions and ensured that the responses would be consistent and meaningful. Additionally, internal consistency was tested using Cronbach's Alpha coefficient to ensure that the items within the questionnaire are consistently measuring the same construct. A Cronbach’s Alpha value of 0.70 or higher was considered acceptable for the study.

3.6 Validity
Validity refers to the extent to which the research instruments measure what they are intended to measure. The validity of the survey was ensured by consulting experts in the fields of secretarial roles, to review the questionnaire items. The experts provided feedback on the relevance and appropriateness of the questions in relation to the objectives of the study. Based on the feedback received, necessary revisions were made to improve the validity and quality of the instrument. 

3.7 Method of Data Analysis
The data analysis for this study involved quantitative methods. The quantitative data obtained from the surveys were analyzed using descriptive statistics, which includes frequency distributions, and percentages, to summarize the responses of respondents These analyses helped to identify trends and patterns in the responses regarding the responsibilities and perceptions of secretaries in meeting planning and structuring.


CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter present the results from the data collected from fieldwork conducted to evaluate the role of secretaries in planning and structuring effective meetings. The questionnaire focused on aspects such as meeting logistics, communication facilitation, and alignment with organizational goals. 
4.2 Results
Table 4.1: Secretary Play an Important Role in Planning and Structuring Effective Meetings
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	45
	45

	Agree
	35
	35

	Disagree
	10
	10

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.1 above showed that 45 (45%) respondents strongly agreed and 35 (35%) respondents agreed that secretaries play an important role in planning and structuring effective meetings, while 10 (10%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.

Table 4.2: Secretary Ensure the Meeting Has Clear Objectives
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.2 above showed that 50 (50%) respondents strongly agreed and 40 (40%) respondents agreed that secretaries ensure meetings have clear objectives, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.3: Secretary Manage Meeting Logistics Efficiently
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60

	Agree
	30
	30

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.3 above showed that 60 (60%) respondents strongly agreed and 30 (30%) respondents agreed that secretaries manage meeting logistics efficiently, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.








Table 4.4: Secretary Ensure Meetings are Time-Effective
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.4 above showed that 55 (55%) respondents strongly agreed and 35 (35%) respondents agreed that secretaries ensure meetings are time-effective, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.5: Secretary Help Facilitate Communication During Meetings
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.5 above showed that 50 (50%) respondents strongly agreed and 40 (40%) respondents agreed that secretaries help facilitate communication during meetings, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.








Table 4.6: Secretary Help Maintain Meeting Focus on Relevant Topics
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.6 above showed that 55 (55%) respondents strongly agreed and 35 (35%) respondents agreed that secretaries help maintain meeting focus on relevant topics, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.7: Secretary Provide Necessary Documents and Resources for Meetings
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60

	Agree
	30
	30

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.7 above showed that 60 (60%) respondents strongly agreed and 30 (30%) respondents agreed that secretaries provide necessary documents and resources for meetings, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.








Table 4.8: Secretary Organize and Coordinate Pre-Meeting Activities
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.8 above showed that 50 (50%) respondents strongly agreed and 40 (40%) respondents agreed that secretaries organize and coordinate pre-meeting activities, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.9: Secretary Effectively Manage Multiple Meeting Participants
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.9 above showed that 55 (55%) respondents strongly agreed and 35 (35%) respondents agreed that secretaries effectively manage multiple meeting participants, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.








Table 4.10: Secretary Ensure Follow-Up Actions Are Taken After Meetings
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.10 above showed that 50 (50%) respondents strongly agreed and 40 (40%) respondents agreed that secretaries ensure follow-up actions are taken after meetings, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.11: Secretary Help Establish Meeting Priorities
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.11 above showed that 55 (55%) respondents strongly agreed and 35 (35%) respondents agreed that secretaries help establish meeting priorities, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.








Table 4.12: Secretary Help Maintain Meeting Records and Documentation
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.12 above showed that 50 (50%) respondents strongly agreed and 40 (40%) respondents agreed that secretaries help maintain meeting records and documentation, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.13: Secretary Coordinate Follow-Up Meetings if Necessary
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	35
	35

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.13 above showed that 55 (55%) respondents strongly agreed and 35 (35%) respondents agreed that secretaries coordinate follow-up meetings, if necessary, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.








Table 4.14: Secretary Contribute to Effective Time Management During Meetings
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60

	Agree
	30
	30

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.14 above showed that 60 (60%) respondents strongly agreed and 30 (30%) respondents agreed that secretaries contribute to effective time management during meetings, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.



Table 4.15: Secretary Help Ensure All Relevant Stakeholders Attend Meetings
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	0
	0

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.15 above showed that 55 (55%) respondents strongly agreed and 40 (40%) respondents agreed that secretaries help ensure all relevant stakeholders attend meetings, while 5 (5%) respondents disagreed with the statement and none (0%) strongly disagreed.








Table 4.16: Secretary Assist in Keeping Meetings on Track and Prevent Distractions
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.16 above showed that 50 (50%) respondents strongly agreed and 40 (40%) respondents agreed that secretaries assist in keeping meetings on track and prevent distractions, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.


Table 4.17: Secretary Help Maintain Professionalism During Meetings
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60

	Agree
	30
	30

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.17 above showed that 60 (60%) respondents strongly agreed and 30 (30%) respondents agreed that secretaries help maintain professionalism during meetings, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.









Table 4.18: Secretary Help Set the Agenda to Align with Organizational Goals
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	55
	55

	Agree
	40
	40

	Disagree
	5
	5

	Strongly Disagree
	0
	0

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.18 above showed that 55 (55%) respondents strongly agreed and 40 (40%) respondents agreed that secretaries help set the agenda to align with organizational goals, while 5 (5%) respondents disagreed with the statement and none (0%) strongly disagreed.



Table 4.19: Secretary's Role in Planning Meetings Improve the Outcome of Organizational Objectives
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	60
	60

	Agree
	30
	30

	Disagree
	5
	5

	Strongly Disagree
	5
	5

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.19 above showed that 60 (60%) respondents strongly agreed and 30 (30%) respondents agreed that the secretary's role in planning meetings improves the outcome of organizational objectives, while 5 (5%) respondents disagreed and 5 (5%) respondents strongly disagreed with the statement respectively.






Table 4.20: Secretary Contribute to the Overall Success of Organizational Meetings
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	50
	50

	Agree
	45
	45

	Disagree
	5
	5

	Strongly Disagree
	0
	0

	Total
	100
	100


Source: Researcher's Fieldwork 2025
Table 4.20 above showed that 50 (50%) respondents strongly agreed and 45 (45%) respondents agreed that secretaries contribute to the overall success of organizational meetings, while 5 (5%) respondents disagreed with the statement and none (0%) strongly disagreed.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This study explores the role of a secretary in planning and structuring effective meetings and how these activities contribute to the achievement of organizational objectives. In today’s fast-paced business environment, meetings are essential for decision-making, communication, and strategic planning. The secretary’s responsibilities extend far beyond administrative tasks, involving the coordination, facilitation, and optimization of meetings to ensure they align with organizational goals. This research involved gathering data through surveys, with respondents including administrative officers’, executives, managers, and secretaries, to assess their perceptions on how secretarial duties influence the success of meetings and organizational outcomes.
The findings revealed that secretaries significantly contribute to various aspects of meetings, such as ensuring clear objectives, maintaining time management, organizing logistics, facilitating communication, and ensuring follow-up actions. Secretaries also help ensure that all relevant stakeholders attend meetings, assist in setting meeting agendas aligned with organizational goals, and maintain professionalism throughout. The study underscores the importance of the secretary's role in ensuring that meetings are structured effectively to contribute to the achievement of organizational goals.

5.2 Conclusion
In conclusion, this study affirms the critical role secretaries play in ensuring the effectiveness of meetings within an organization. Secretaries are not only responsible for the administrative duties associated with meetings, but their involvement in planning, structuring, and following through with actions significantly enhances meeting outcomes. The research highlighted that secretaries are key players in driving organizational efficiency and achieving objectives through their contributions to meeting logistics, time management, communication, and coordination.
The findings demonstrated that organizations can benefit greatly from recognizing and empowering the secretary's role, as their ability to manage meeting operations directly influences the success of organizational initiatives. A secretary's proactive involvement in organizing and structuring meetings ensures that time is well-managed, objectives are met, and key decisions are made in alignment with organizational goals.

5.3 Recommendations
1. Empower Secretaries with Training and Resources: Organizations should invest in providing secretaries with relevant training on meeting facilitation, communication, and time management. This will enhance their ability to plan and structure meetings effectively, which can lead to improved organizational performance.
2. Involve Secretaries in Strategic Planning: It is recommended that secretaries be included in the strategic planning process of the organization. Their insight into the logistics of meetings can offer valuable input in aligning meeting goals with organizational objectives, improving the overall effectiveness of meetings.
3. Foster Collaboration Between Secretaries and Key Stakeholders: Organizations should encourage greater collaboration between secretaries and senior leadership, as well as other key stakeholders. This collaboration can ensure that meetings are structured to address the most relevant issues and align with the strategic goals of the organization.
4. Provide Clear Guidelines and Agendas: Clear and well-defined meeting agendas should be provided by management to secretaries before meetings. This ensures that the secretary can prepare the necessary documents, logistics, and follow-up actions in a timely manner, contributing to meeting effectiveness and goal achievement.
5. Recognize the Value of Secretaries’ Contributions: Organizations should acknowledge the significant contributions that secretaries make toward the success of meetings and overall organizational goals. Recognizing and rewarding secretarial efforts can motivate them to continue playing a central role in the achievement of organizational objectives.
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QUESTIONNAIRE
1. Secretaries play an important role in planning and structuring effective meetings. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Secretaries ensure meetings have clear objectives. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Secretaries manage meeting logistics efficiently. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Secretaries ensure meetings are time-effective. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Secretaries help facilitate communication during meetings. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Secretaries help maintain meeting focus on relevant topics. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Secretaries provide necessary documents and resources for meetings. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. Secretaries organize and coordinate pre-meeting activities. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Secretaries effectively manage multiple meeting participants. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Secretaries ensure follow-up actions are taken after meetings. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Secretaries help establish meeting priorities. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Secretaries help maintain meeting records and documentation. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Secretaries coordinate follow-up meetings if necessary. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Secretaries contribute to effective time management during meetings. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Secretaries help ensure all relevant stakeholders attend meetings. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Secretaries assist in keeping meetings on track and prevent distractions. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Secretaries help maintain professionalism during meetings. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Secretaries help set the agenda to align with organizational goals. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Secretaries' role in planning meetings improves the outcome of organizational objectives. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Secretaries contribute to the overall success of organizational meetings. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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