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Chapter One
Introduction
1.1	Background to the Study
	Effective administration result in a smoothly functioning organization that obtain maximum results with minimum physical and mental effort, at the lowest pressure cost, and in the best interest of organizations concerned, performance of its secretaries becomes highly essential. No doubt, the 21st Century is knowledge based, information age an driven by technology, instantaneity or spontaneity it is recognized norm of the century. In recent years, remote work has become increasingly prevalent and with it comes unique challenges. However, secretaries can feel isolated and disconnected from their job services if there is no proper investment in machines and equipment for them to perform effectively and efficiently. 
In today’s rapidly changing digital landscape, the role of secretaries has evolved significantly, and its crucial for secretaries to keep up with the latest trends and technologies in order to excel in their work as there are a few key ideas that this fast-paced environment.
The utility of office machines equipment keeps increasing in most offices whether commercial or government organizations. The reason for this is that, the cost of keeping office assistants in an office and getting the work done manually by them have increased to a large extent. Even after that it cannot be said with confidence that the work shall be carried out correctly and at the right time too. Another reason is the competition which businesses have to contend with, there is growing need for timely collection and dissemination of information which requires the use of modern machines. As a result of standardization and simplification of office work, the utilization of office machines becomes a necessary virtually in all organization.   
	Office machines and equipment refers to those tools or instruments used in carrying out office functions. They are various labour saving devices and technological products that are found in the offices. It includes the mechanical and electronically operated devices or gadgets used in carrying out secretarial and office functions. Office equipment and machines serve as intermediary between people and their work. It enables employees to accomplish more work in few hours with greater efficiency and accuracy. 
	The 21st century has witnessed a lot of advancement in science and technology. This advancement has been growing rapidly in manufacturing, aviation, medicine, engineering, finance and administration; such advances had affected all aspects of life. This technological advancement includes the modern office tools which we use in our day to day activities in the business organizations. 
	However, modern automation in all works of life does not exempt secretarial productivity. The secretarial duties remain unchanged while the procedure continues to change as more and more sophisticated machines are introduced in to the office. 
	The impact brought about by the invention of the new office machines are immeasurable many of those offices automation outweighs the secretary’s performance due to their effectiveness, speed and time saving. Office equipment in the generic term refers to all supplies regularly used in offices by businesses and other organizations, from private citizens to governments’ agents, who work with the collection, refinement and output of information (colloquially referred to as “paper work”).
The term includes small, expendable, daily use items such as paper clips, post-in notes, and staples small machines such as hole punches, binders, staplers, laminators, writing utensils and paper, but also encompasses higher-cost equipment like computers, printer, fax machines, photocopier, cash registers as well as office furniture such as chairs, cubicles, filling cabinet, and armoire desks. In view of the concept, the researcher intends to investigate the impact of modern office machines and equipment on the performance of secretaries in organizations. 
1.2	Statement of the Problem
	As the digital landscape continues to evolve rapidly, beyond the imagination and sometimes comprehensive in nature, it is important to equip the secretaries with require 21st Century skills and knowledge.
In the office of today, machines and equipment of various categories which ranges from mechanical to electrically operated devices are now in use to carry out most of the work in the office. In the past, manual typewriter were used, it delays work and cannot produce several copies of document at the same time and secretaries are faced with the challenges of storing information and the difficulty of getting along in the organization. It is upon this challenges that the researcher intends to look at the impact which the presence or availability of office machines and equipment have on secretaries performance.
1.3	Objectives of the Study 
	The general objective of the study is to examine the Impact of Modern Office Machines and Equipment on the Performance of Secretaries in Organizations. 
The specific objectives are to: 
i. Discuss the concept of Modern Office Machines and Equipment
ii. Identify the types of Machines and Equipment relevant to the 21st Century organizations.
iii. Determine the influence of Machines and Equipment on the Performance of Secretaries.
iv. Assess the level of proficiency of Secretaries in the use of Modern Office Machines and Equipment.
v. Investigate the likely consequences of not investing on Modern Office Machines and Equipment.
1.4	Research Questions
	The following research questions were raised for the study
i. What is the concept of Modern Office Machines and Equipment?
ii. What are the types of Machines and Equipment relevant to the 21st Century organizations?
iii. What is the influence of Machines and Equipment on the Performance of Secretaries? 
iv. What is the proficiency of Secretaries in the use of Modern Office Machines and Equipment?
v. What is the likely consequences of not investing on Modern Office Machines and Equipment?
1.5	Significance of the Study 
	Upon the completion of this research work, it will be of great benefit to secretaries in organizations, in particular organizations across the globe in general, both public and private establishment in their secretariat works. This is because, the work of secretary are numerous and it will be very stressful using outdated office equipment, this research work will expose them to reasons they should imbibe the culture of using modern machines and equipment. 
The organization will benefit most because using modern machines and equipment will enhance the productivity of secretaries and thus ensure the achievement of the organization’s goal at a faster pace.
The future research provides several benefits to researchers, firstly it offers a scientific foundation for the discipline, improving its quality and positioning it better among other sciences. A research significance is a statement that explains why your study matters and what contribution it makes to your field. It is often required in academic proposals, reports and papers to persuade readers, reviewers, and funders that your research is worth pursuing and supporting.
1.6	Delimitation
	This research work focuses on the Impact of Modern Office Machines and Equipment on the Performance of Secretaries in Organization and the case study of this work covers secretaries of the selected Institutes of Kwara State Polytechnic, Ilorin.
1.7	Limitation
The researcher is a student and need to attend to other subject and assignment for the success of the course; therefore, the time needed to spend on the project was limited.
Thus, the time required to complete this study was rather too short and not adequate for thorough research. It was not funded by any organization but through personal savings, so this makes the researcher to experience some financial problem. However, all effort will be made to ensure that all these do not impact negative on an in-depth research.



Chapter Two
Review of Related Literature  
2.1	Introduction
This chapter deals with review of related literature. The review will be conducted under the following sub-headings:-
2.2	Concept of Modern Office Machines and Equipment
2.3	Importance of Office Machines and Equipment
2.4	Advantage of Office Machines and Equipment
2.5	Office Machines and Equipment on Office Management and Secretary ship in Polytechnic.
2.6	Likely consequences of not investing on Modern Office Machines and Equipment
2.2	Concept of Modern Office Machines and Equipment
	The utility of Modern Office machines and equipment keeps increasing in most offices whether commercial organization or government agencies. Many reasons accounts for this scenario. Firstly, the direct and indirect cost of keeping office assistant in an office and getting the work done by them have increased to a large extent. Even after that it cannot be said with confidence that the work shall be carried out correctly and at the right time too, secondly, because of the stiff competition which business ineluctably have to contend with, there is a growing need for timely collection and dissemination of information. Machines come in handy in optimizing this. Thirdly, as a result of standardization and simplification of office work, the utilization of office machine becomes a fait accompli by virtually all organization. This is not to say that machines can replace their operators. Akewusola (2011)
Modern Office machines and equipment are various tools that professional secretary can make use of, in the performance of their duties in an office. Equipment and machines have become an essential part of a modern office. A large number of appliances and machines are used for speedy, accurate and efficient performance of office activities. With face technological development, there is mechanization in office operations resulting in increase of efficiency. Muller, (2018).
	The definition of office equipment is pretty straightforward: it is an umbrella term for the machinery, supplies and other paraphernalia that can be found in an office. This includes everything, from various electronics to mops and thumbtacks. Through the ages, the appearance and the contents of a regular office have changed greatly, what was once regarded as state-of-the-art equipment has become obsolete in the modern day world (falae, 2017).
	Office equipment and machines are those items which help in the more efficient production of office services, communication and records. Office equipment and machines are invaluable aids to office management nowadays when quick, accurate and cost effective data and information are important factor determining the success or failure of an organization. 
Modern offices rely on a variety of machines and equipment to enhance productivity and efficiency. Some common types include:
i. Computers: Essential for almost all office tasks, from word processing to data analysis.
ii. Printers: Used for producing hard copies of documents and reports.
iii. Scanners: Allow for the conversion of physical documents into digital formats.
iv. Copiers: Used to duplicate documents quickly and efficiently.
v. Shredders: Essential for securely disposing of sensitive documents.
vi. Projectors: Used for presentations and meetings to display information on a larger screen.
vii. Fax machines: Though less common now, they are still used for sending documents over phone lines.
viii. Multifunction devices: Combines the functionality of a printer, scanner, copier, and sometimes a fax machine in one unit.
ix. Wireless Routers: Provide Wi-Fi connectivity for multiple devices in the office.
x. External Hard Drives: Used for additional storage and backup of important data.
2.3	Importance of Office Machines and Equipment
	The importance of Office Machines and Equipment cannot be overemphasized, these include:
i. Labour saving machine: Office machines and equipment can be used as labour saving devices. Not only do they save human labour but also have the same volume of work which can be done by mush lesser number of people and employees. The performance of the current employees will also become better when you use labour saving machines. Akewusola (2011)
ii. Save time: A second reason why we need office machines is because they improve office work and helps you save up a whole lot of time. An example can be used to explain this. If you are into calculating machines, you will be able to calculate them much faster. Therefore it is highly important and essential to keep office machines at your work place. Akewusola (2011).
iii. Relatively inexpensive: Office machines don’t cost much compare to the benefits derived from it. They save both time and labour effectively. The office operating system costs are also less at the same time. These office machines need heavy investment when it comes to installation but they also tend to save costs so that they can provide all services which are needed at work. Akewusola (2011).
iv. Good quality output: Office machines boost the quality of work inside the office. This also brings uniformity in the work place. It will promote the standardization of work quality as well. Akewusola (2011).
v. Accuracy: Office machines are needed at work as they guarantee accuracy at the work place and mostly reduce chances of errors.  Machines are also good for working in a regular manner and have consistent speed as well. Most offices tend to rely on machines nowadays because of how fast and efficient they are. The tools have definitely made life much easy for everyone. Akewusola (2011).
vi. Gets rid of monotony: Another importance of machine is that it effectively reduces monotony. They reduce boredom and are of great help for those who get tired physically. Office machines are good for doing jobs repeatedly and reduce monotony effectively. Akewusola (2011).
vii. Reduces chances of frauds: Office machines are also good when it comes to reducing the chances of having frauds at the work place. For example, cheque writing machine reduces unauthorized signatures as well. Franking machines can also reduce the chances of having frauds when it comes to postage stamps. The case registers will also reduce the chances of cash manipulation in the future. Akewusola (2011).
viii. Very efficient: Office machines are also good for boosting efficiency at work place. The performance of the employee also increases at the same time. The cost of office also tends to go down. All complex problems are handled with ease and computers that store important information safely will be able to provide it as speedily as possible. Akewusola (2011).
ix. Image: Office machines are known for boosting prestige and the image of most office works. They also provide a very modern look to all offices. The timely services which are efficient may also be used to boost satisfaction among the employees as well as the shareholders. Akewusola (2011).
x. Control: The good thing about office machines is that it boosts more control in the work environment. Real performance of most employees could be compared with the standardized performance. A few corrective actions could be taken for a few gaps during performance. Akewusola (2011).
2.4	Advantages of Office Equipment and Machine 
i. The use of Office equipment and machine has always helped in facilitating operation by helping the secretaries in accomplishing their daily work in a very efficient manner. Akewusola (2011)
ii. The good thing about most office equipment and machine is that it makes adjustment much simpler and important tasks that were tine-consuming earlier, such as making copies or even archiving have become much easier 
iii. Fast and improved technology has allowed secretaries to manage their workflow, finish work on time, meet deadlines and boost efficiency.
iv. Most of the office secretaries now make use of the computer systems. This is of advantage in the sense that they can calculate fast process and produce data that is required for their organization, hence reduces burden at work easily;
v. The best thing about office machines and equipment is that it keeps workplace fresh and also helps to maintain the productivity of the organization and of the employees from burning out.   
vi. By using proper and good equipment, secretaries will be able to reduce the workload of the organization with ease.
vii. It will also reduce the need for secretaries to do any monotonous or manual tasks and also allow them to stay focused on their jobs.
viii. Cost savings: Modern office equipment and machines also help in reducing the workforce size of an organization. Most officers in the past have relied on several employee for filing, categorizing, making copies of data and processing them. 
ix. Office technology today has alleviated the requirement to get bigger workforce. Instead of that, most offices now are at the mercy of their equipment and even rely on it entirely for the basic requirements of the business. 
2.5	Office Machines and Equipment on Office Management and Technology in the Polytechnic
	In this present day of technology, machines and equipment of various categories which range from mechanical to electrically operated devices do most of the work in the office. These machines complement the effort of a secretary in getting work done. Modern office machines and equipment have made the work of a secretary in an office faster, easier and accurate and have tremendously reduced fatigue for secretaries at work. These recent innovations in ultra-modern office have as a matter of fact attracted the attention of researchers to investigate the impact they have on the secretary’s performance in the universities. (falae, 2017).
	In modern office, there is requirement of various machinery. Some common machines are described as under:
Computer, Address machine, Electronic scanner, Data capturing machine, CCTV cameras, Binding machine, Printer, and Telephone and many more. 
Computers: Harrison (2008) said: Commuter is define in British standard 1962 “any devices capable of automatically accepting data, applying a sequence of processes to the data and supplying the results of these processes” and he said that there are five main parts to a computer.
· Input: The data which is fed into the computer in the form of punched cards or paper tape; magnetic tape, direct typing (either console typewriter or terminal devices); printed characters (as on cheques) (Harrison, 2008)
· Output: The information which is produce from the computer as the end product which may be in the form of printed matter (e.g.) lists, invoices etc. output may also be in the form of cards, tape, or discs to be used as input for another operations, or may display visually similar to it. (Harrison, 2008)
· Storage: The computer’s “memory” which allows data to be stored, worked upon updated, i.e. new information replaces the information previously stored. (Harrison, 2008)
· Calculating: The arithmetic unit capable of performing calculations at very high speed by means of binary arithmetic. (Harrison, 2008)
· Control: A means by which the other parts of the computer are coordinated and applied as directed by the program. (Harrison, 2008).
According to Geoffrey white head (2010) in the last quarters of a century the development of the computers has revolutionized office practice. A program of instructions is fed into the computer which enables it to process any data supplied. This is payroll would enable the computer to calculate the salaries due to staff no matter how complex the calculations required. This data processing can save an enormous amount of clerical effort.  
He also explains the main components which are as follow:
i. The central processing unit (CPU), comprising: the memory unit, the arithmetic unit, the peripheral control unit. 
ii. Slow input devices: the card reader, the page-tape reader.
iii. Fast input devices: the key edit device, magnetic tape, backing-store discs. 
iv. Slow output devices: the card punch, the paper-tape punch, the line printer.
v. Fast output devices: magnetic tape, discs, microfilm, VDYs (visual display units)
vi. A communication device: the console-this is both a slow input devices and a slow output there are two types of computer, minicomputer and microcomputer. 
The professional secretary who uses computer would have the advantages of producing an accurate job, with a very high speed, and she would produce voluminous jobs. 
Computer also gives room for reduction of routine activities saves labour at lower levels improved management control because is more fully informed. 
Electronic Scanner: This machine is capable of reproducing an original copy of document directly onto a scanner stencil. This special stencil is quite different from the ink duplicator or stencil. 
	Almost every original suitable for reproduction e.g. newspaper, magazine, letter headed paper, printed documents and all kinds.
Data Capture Machines: This is a machine which is used to capture passport or photograph of an individual when information is being given it is a direct small camera machine which is being placed in front of a person to get the facial look of the person. It is mostly used in the registration centers such as the telecommunication company. 
CCTV Cameras: Closed Caption TV is machines mainly cameras placed in hidden place of an organization to monitor the activities within the environment of the office. It is mostly controlled by a technician but it is a good camera used for gathering information and collection of events around the environment of an office. It is used in places like hotels. Banks, office and some other places. It helps to reduce street of monitoring the office environment by a secretary.   
Binding Machine: This is also a unique machine which helps the secretary in joining documents together after collating and arranging through the punching of a side and the inserting of a rib to hold firmly. It is widely used in offices by secretary for better presentation of documents. 
Printer: This is machine used by secretary in an office to get the soft copy of work done in the computer. It is a machine used for printing out original document out of the computer. It is also capable of printing straight line and simple figure like square, rectangles and circles. Printers differ in terms of speed, cost and quality of printing. It is one of the improvements that have happened to a secretary in producing efficiently and performing better in an organization. 
	Studies have shown that modern office machines and equipment’s have a positive effect on the job of a secretary in today’s modern organization.   
Projector: Projector is a machine for showing pictures, movies and lectures etc on a screen. Projectors are used to make presentations of all sorts, such as lectures, conferences, seminars, training etc. to both small and large group of people. Wherever the place may be, it is important that the images projected on the screen or wall will be bright and clearly visible to the audience. If not, the entire purpose of the presentation will be lost. We have series of projectors such as video projector, movie projector, slide projector, overhead projector, opaque projector and planetarium projector.
Telephone: Telephone is one of the means of communicating to another person in a distance without necessarily seeing each other. It doubles the efficiency and saves time and energy of the secretary. In the past, secretaries use little or no phone at all. Most of their messages are sent through messengers thereby creating uneasy expenditure or transport, time wasted and risk of life to. 
	Geoffrey white head (1997) said: “The telephone is the most vital communications link in business. It is direct, personal and immediate. The most modern switchboards are miracles of ingenuity, linking department to departments, branch to the head office, and international company with foreign subsidiary, ship to shore, aircraft to base”.   
	As communication assumed greater importance in business, secretaries could have greater responsibility for the efficiency of their department. The professional secretary has to make use of the telephone. 
Advantages of Telephone 
· It is a very fast communications system, taking only fractions of a second to bridge gaps of hundreds of miles.
· It is direct ling person, giving an extremely individual and personal character to the contracts made in this way. 
· It is relatively cheap, especially if good control can be exercised. 
· Calls can be received on automatically operated telephone answering services at any time of the day or night. This enables agents and commercial travelers to telephone in cheap calls at off-peak periods for attention of the next day.
The secretary using telephone will not face the problem of finding it difficult to make answer internal calls either from the general manager or from another department manager. The use of modern machine is of immense benefits to a secretary and business organizations as well.  
According to Osuala (2002) these benefits include:-
· Office machine save time, promote accuracy and improve quality of work of office workers. 
· Office machines save labour and increase profitability of office workers.
· They eliminate monotony by expediting the flow of work. 
· The help to curtail possible fraud. 
· They provide management with more and accurate information in considerably short-time. 
2.6	Likely consequences of not investing on Modern Office Machines and Equipment
	Failing to invest in modern office machines and equipment can lead to several negative consequences for a business, including:
i. Reduced Productivity: Outdated equipment often operates slower and may not integrate well with newer technology, leading to inefficiencies and wasted time.
ii. Increased Downtime: Older machines are more prone to breakdowns and failures, which can halt business operations and result in costly repairs.
iii. Higher Maintenance Costs: Maintenance for older equipment can become more frequent and expensive as parts become harder to find and labor costs increase.
iv. Decreased Employee Morale: Working with outdated technology can be frustrating for employees, potentially leading to lower job satisfaction and higher turnover rates.
v. Competitive Disadvantage: Businesses that do not keep up with technological advancements may fall behind competitors who can offer faster, more efficient, and higher-quality services or products.
vi. Data Security Risks: Older equipment may lack modern security features, making the business more vulnerable to cyber attacks and data breaches.
vii. Inefficiency in Communication: Modern communication tools improve collaboration and efficiency. Without them, a company may struggle with poor internal and external communication.
viii. Limited Scalability: As a business grows, outdated equipment may not be able to handle increased workloads or integrate with new systems, limiting scalability.
ix. Negative Customer Perception: Clients and customers may view a business with outdated technology as less professional or capable, impacting the company’s reputation and client retention.
x. Regulatory Non-Compliance: In some industries, staying compliant with regulations requires up-to-date technology. Outdated equipment might not meet current standards, leading to legal and financial penalties.









Chapter Three
Methodology
This chapter deals with the method and procedures for data collection that was used in carrying out the study. 
This chapter will be conducted under the following 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	Method of Data Analysis
3.1	Instrument Used 
	The data for this research work was obtained through the use of questionnaire developed by the researcher for the purpose of data collection. Copies were produced and later distributed at the researcher’s case study other relevant information was gotten from related literature and records. 
3.2	Population of the Study 
	The population of this study consisted of 20 secretaries of the selected institutes in Kwara State Polytechnic, Ilorin. A total number of 20 secretaries were selected both junior and senior from the case study. 
3.3	Sample and Sampling Techniques
	The researcher used all the total population as sample since the total number of population is sizeable to manage for the study. 
3.4	Distribution and Collection of Data
	The questionnaires designed were distributed by hand personally by the researcher. Twenty copies of the questionnaire were distributed to the secretaries of Kwara State Polytechnic, Ilorin, the twenty were filled and returned after one week. 
3.5	Method of Data Analysis
	The data collected would be analyzed manually and expressed in percentage as will be seen in chapter four. This is to enable readers to have a clear understanding of the analysis. 

















Chapter Four
Data Analysis
4.1	Introduction 
	The data collected through questionnaire by the researcher are presented and analyzed in this chapter. As stated in chapter three, twenty questionnaires were distributed and twenty were returned. The figures were converted to 100%. Analysis of data to answer the research questions were conducted and presented in tales of follows: 
4.2	Results 
Table 4.1:	Office Managers And Secretaries Must Be Skilled With The Knowledge Of Office Equipment And Machine. 
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	12
	60

	Agree
	06
	30

	Disagree
	02
	10

	Strongly disagree
	00
	0.00

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.1 above revealed that, 12 (60%) of the respondents strongly agreed while 60 (30%) respondents agreed that every secretary must be skilled with the knowledge of office equipment and machine while 2 (10%) respondents disagreed with the statement. This implied that secretary must be skilled with the knowledge of office equipment and machine. 

Table 4.2:	Office Secretaries Using Electronic Typewriters Cannot Be Compared With That Of The Secretaries Using Manual Typewriters. 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	07
	35

	Disagree
	02
	10

	Strongly disagree
	01
	5

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.2 above showed that, 10 (50%) respondent strongly agreed. (35%) agreed, while 2 (10%) disagreed, respectively. This implied that the high quality which was always expected from the OMS student using electronic typewriters cannot be compared with that of OMS student using manual typewriters. This is due to the fact that, majority of the respondents has been exposed to the use of electronic machines. 
Table 4.3:	Office Equipment And Machines Are Easy To Operate
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	13
	65

	Agree
	05
	25

	Disagree
	02
	10

	Strongly disagree
	00
	0.00

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.3 above revealed that, 13 (65%) of the respondents strongly agreed that office equipment and machines are easy to operate, while 5 (25%) agreed while 2 (10%) disagreed with the statement that office equipment and machines are not easy to operate. This implied that office equipment and machines are easy to operate.
Table 4.4:	The Introduction Of Photocopy Machines Has Made Duplicating Of Document Much Easier Than Ever Before. 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	05
	25

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.4 above showed that, 15 (75%) of the respondents strongly agreed that introduction of Photocopy machines has made duplicating of document much easier than ever before while 59 (25%) agreed with the statement and none of the respondents disagreed and strongly disagreed with the notion. 
	This showed that introduction of photocopy machines has made duplicating of document much easier than before. 
Table 4.5:	The Use Of Office Equipment And Machines Can Eliminate Fraud.  
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	11
	55

	Agree
	06
	30

	Disagree
	03
	15

	Strongly disagree
	00
	0.00

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.5 above revealed that, 11 (55%) of the respondents strongly agreed, while 6 (30%) agreed and 3 (15%) of the respondent disagreed with the statement that the use of office equipment and machines can eliminate fraud. 
	This implied that the use of office equipment and machines can eliminate fraud. 
Table 4.6:	Office Machines And Equipment Benefit The Organization And The Outside World. 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	09
	45

	Agree
	06
	30

	Disagree
	03
	15

	Strongly disagree
	02
	10

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.6 above showed that, 9 (45%) of the respondents agreed that office machines and equipment benefit the organization and the outside world, while 6 (30%) agreed, 3 (15%) disagreed and 2 (10%) of the respondent strongly disagreed with the statement.
	This implied that office machines and equipment benefit the organization and the outside world.


Table 4.7:	Office Equipment And Machines Enables Efficient Performance Of An Organization.  
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	14
	70

	Agree
	04
	20

	Disagree
	02
	10

	Strongly disagree
	00 
	 0. 00                          

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.7 above revealed that, 14 (70%) of the respondents strongly agreed, 4 (20%) agreed while 2 (10%) of the respondent disagreed with the statement that office equipment and machines enables efficient performance of an organization. 
	This depicted that office equipment and machines enables efficient performance of an organization.
Table 4.8:	Office Equipment And Machines Is Preferable To Human Labour.  
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	03
	15

	Disagree
	02
	10

	Strongly disagree
	00
	10

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.8 above showed that, 15 (75%) of the respondents strongly agreed, 3 (15%) agreed, while 2 (10%) of the respondent disagreed that office equipment and machines is preferable to human labour.
	This implied that office equipment and machine is preferable to human labour.
Table 4.9:	The Introduction Of Computer Gives Access To Amending, Correcting Of Document Before Final Printing. 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	16
	80              

	Agree
	04
	20

	Disagree
	00
	 0.00

	Strongly disagree
	00
	0 .00 

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.9 above revealed that, 16 980%0 of the respondents strongly agreed that introduction of computer gives access to amending, correcting of document before final printing while, 4 (20%) agreed and none of the respondents disagreed and strongly disagreed with the notion. 
	This depicted that introduction of computer give access to amending, correcting of document before final printing.
Table 4.10: The Advantage Of Office Equipment And Machines Is Higher Than Its Disadvantage 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	05
	25

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.10 above depicted that, 15 (75%) of the respondents strongly agreed that advantage of office equipment and machines is higher than its disadvantages, while 5 (25%) agreed and none of the respondents disagreed and strongly disagreed with the notion. 
	This depicted that the advantage of office equipment and machines is higher than its disadvantages. 
Table 4.11:	Most Organizations Are Not Making Best Use Of Office Machines And Equipment  
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	04
	20

	Agree
	02
	10

	Disagree
	10
	50

	Strongly disagree
	04
	20

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.11 above showed that, 4 (20%) of the respondents strongly agreed that organizations are not making best use of office machines and equipment, 2 (10%) agreed while 10 (50) of the respondent disagreed and 4 (20%) of the respondent strongly disagreed.
	This depicted that organizations are making the best use of office machine and equipment 


Table 4.12: The Use Of Computer Has Increased The Efficiency And Productivity Of Secretary
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	15
	80

	Agree
	05
	20

	Disagree
	00
	 0.00

	Strongly disagree
	00
	0 .00 

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.12 above showed that, 15 (80%) of the respondents strongly agreed, 5 (20%) respondents agreed. No respondent on strongly disagreed and disagreed respectively. 	
	This implied that, the use of computer has increased the efficiency and productivity of the secretary. 
Table 4.13: Training In Necessary Before Making Use Of Word Processor. 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	08
	40

	Agree
	04
	20

	Disagree
	06
	30

	Strongly disagree
	02
	10

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.13 above showed that, 8 (40%) of the respondents strongly agreed, 4 (20%) respondent agreed, while 6 (30%) of the responded disagreed and 2 (10%) strongly disagreed respectively with the assertion. Business organization do send more and more staff for training on different models of electronic equipment this will definitely improve business productivity.
	It can now be concluded that training in necessary before making use of word processor. 
Table 4.14:	The Use Of Electronic Mail Increase The Productivity Of Sending Message From One Place To Another 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	12
	60

	Agree
	03
	15

	Disagree
	03
	15

	Strongly disagree
	02
	10

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.14 above showed that, 12 (60%) of the respondents strongly agreed, 3 (15%) agreed, while 3 (15%) disagreed and 2 (10%) strongly disagreed as well. 
	It is safe to conclude that, the use of electronic mail increases the productivity of sending message from one place to another. 
Table 4.15:	Secretary Should Know How To Operate All Office Machines And Equipment Appropriately 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	10
	50

	Disagree
		00
	0.0 0

	Strongly disagree
	00
	0.00

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.15 above showed that, 10 (50%) of the respondents strongly agreed, 10 (50%) agreed and there are no responses for strongly disagreed and disagreed respectively.
	This implied that with professional secretary should know to operate all office machines and equipment appropriately. 
Table 4.16:	Regardless Of A Particular Job Situation, Every Secretary Should Be Responsible For Office Duties That Require Businesses Skills. 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	05
	25

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.16 above showed that, 15 (75%) of the respondents strongly agreed regardless of a particular job situation, every secretary are responsible for office duties that require business skills 5 (25%) of them agreed while there are no responses for disagreed and strongly disagreed respectively.
	It safe concluded that regardless of a particular job situation, every secretary are responsible for office duties that require business skills. 








Table 4.17: 	With The Dictating Machine Shorthand Is Still Required
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	03
	15

	Disagree
	05
	25

	Strongly disagree
	02
	10

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.17 above indicated that, 10 (50%) of the respondents strongly agreed, 3 (15%) agreed, while 5 (25%) disagreed, 2 (10%) respondent strongly disagreed that found the use of dictating machine very convenient. No respondent has contrary opinion. 
	This implied that the majority of the respondents agreed that with the introduction of dictating machine shorthand was still required very much in secretarial work.
Table 4.18:	Modern Office And Equipment Helps To Make Job Easier More Exciting For All Professional Secretaries 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	10
	50

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.18 showed that, 10 (50%) of the respondent strongly agreed and 10 (50%) equally agreed with the statement that Modern Office machine helps to make job easier more exciting for all professional secretaries
	This implied that modern office machines help to make job easier and more exciting for all professional secretaries because modern office machines helps them to perform their work with less energy.
Table 4.19:	The Introduction Of Office Machines And Equipment Enhances The Effectiveness And Efficiency In An Organization 
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	07
	35

	Disagree
	02
	10

	Strongly disagree
	01
	5

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.19 above showed that, 10 (50%) of the respondents strongly agreed, 10 (50%) agreed that the introduction of office machines and equipment enhances the effectiveness and efficiency in an organization while no respondents for disagreed and strongly disagreed respectively. 
	This implied that office machines and equipment enhances the effectiveness and efficiency in an organization.
Table 4.20: 	A Professional Secretary Must Be Specially Groomed To Make Them Perform Effectively.
	Option
	Respondents
	Percentage (%)

	Strongly Agree
	12
	60

	Agree
	05
	25

	Disagree
	03
	15

	Strongly disagree
	00
	0.00

	Total
	20
	100









Source: Researcher’s fieldwork 2025
	Table 4.20 above showed that, 12 (60%) of the respondents strongly agreed that a professional secretary must be specially trained to make possible effective performance 5 (25%) of them agreed while 3 (15%) of the respondents disagreed with the statement.



Chapter Five
Summary, Conclusion And Recommendations
5.1	Summary
	The research work has dealt extensively on the impact of modern office machines and equipment on the performance of secretary in an organization .This study has looked into what a secretary is, what are the type of office machines and equipment’s needed for effective performances of secretary in an organization. To what extent is the impact of modern office machines and equipment on the secretary performance in an office, does computer increase the productivity of producing several copies of document than typewriter? Apart from the books reviewed, data were collected through the use of questionnaire. The questionnaire was designed by the researcher with the assistance of her supervisor and distributed to chosen case study. 
	All questions were duly answered and returned; data were later analyzed and presented in chapter four of this research work. 
	Based on the findings, the secretary needs more than the skills of shorthand and typewriting for her to be a competent and qualified secretary. Modern office machines and equipment reduces the work load of a secretary. Acquisition of skills was a necessity for a secretary in order to enable her operates modern machines and equipment. It is also observed that through the use of modern office machines and equipment, secretaries productivity have greatly improved based of the fact that machine used are better than those used during times before. 
	However, from the findings and data collected, it could be observed that the secretary’s job have greatly been modernized with the use of office machines. 
5.2	Conclusion
	The workload of secretary is greatly reduced with the use of modern office machines and equipment. The use of office machines and equipment leads to reduction of errors in the office production. Likewise it also aids productivity. It is best for organization to start developing because technology is graduating on a daily basis. 
	Secretaries are being trained on the job to operate various types of modern office machines and equipment in most organization. 
	Acquisition of skills is an essential tool for the progress a secretary. Therefore, the knowledge of shorthand only cannot be of help to the secretary in the operation of office machine and equipment.
	Also, it should be noted that no other person can replace a secretary in any organization, therefore secretaries should be treated with pride and care. They should be honored and taken care of so that they can perform to their optimum advantage. 

5.3	Recommendations
	The following are the recommendations made based on the findings from the study:- 
	Modern office machines and equipment are greatly needed in every organization for better productivity and effective performance of secretaries, therefore organizations that are yet to have modern machines and equipment should try to purchase some for the use of their secretaries.
	Organizations should have on the job training for their prospective secretaries on the use of modern office machines and equipment in order to enhance better output. It was discovered too that since modern office machines and equipment are costly to maintain, secretaries should handle them with care to avoid breakdown. Secretaries should try to acquire specialized skills and competencies necessary to achieve maximum productivity. 
	Organizations should organize a continuous training programme for their secretaries on the use of modern office machines and equipment so as to enable them up-date their knowledge and skills in different areas. Professional bodies should be encouraged to set standard for secretaries, especially in Nigeria. 
	Acquisition of modern machines and equipment should be emphasized more in our tertiary institutions especially Kwara State Polytechnic, Ilorin in order to meet the task ahead.  
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APPENDIX I
KWARA STATE POLYTECHNIC, ILORIN, 
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Respondent, 
	I am a student in the Kwara State Polytechnic, Ilorin, Nigeria. I am at present conducting a research and writing a project on Impact of Modern Office Machines and Equipment on the Performance of Secretaries in an Organization
The exercise is important in partial fulfillment of the requirements for the award of Ordinary National Diploma in Office Technology and Management.

Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to. 


Yours Faithfully,


                                                                Bamigboye Favour Oluwabusayomi
ND/23/OTM/FT/0105


APPENDIX II
KWARA STATE POLYTECHNIC, ILORIN, 
NSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Sir/Madam, 
RESEARCH QUESTIONNAIRE
	This questionnaire is designed to solicit information from you on 
“Impact Of Modern Office Machines And Equipment On The Performance Of Secretaries In An Organization” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.




Yours Faithfully,


                                              
                                                               Bamigboye Favour Oluwabusayomi
  ND/23/OTM/FT/0105


Questionnaire
1.	Office Managers and Secretaries must be skilled with the knowledge of office equipment and machine. 
	(a) Strongly Agree (	)		(b) Agree		(   )
	(c) Disagree (  )			(d) Strongly Disagree (   )
2.	Office Secretaries using electronic typewriters cannot be compared with that of the secretaries using manual typewriters. 
	(a) Strongly Agree (	)		(b) Agree	(   )
	(c) Disagree (  )			(d) Strongly Disagree (   )
3.	Office equipment and machines are easy to operate
	(a) Strongly Agree (	)		(b) Agree	(   )
	(c) Disagree (  )			(d) Strongly Disagree (   )
4.	The introduction of photocopy machines has made duplicating of document much easier than ever before.
	(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
5.	The use of office equipment and machines can eliminate fraud.
	(a) Strongly Agree (		)	(b) Agree	(   	)
	(c) Disagree (  		)		(d) Strongly Disagree ( 	)
6.	Worker without office machines and equipment maintains their position in the modern office.
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
7.	The continues growth of office machines and equipment in modern business world would make worker without computer e conveniently employed.
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
8.	The knowledge of office machines and equipment facilitates the success in the world of work.
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
9.	Can you ease the output of work you produce with office machine and equipment.
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
10	Office machine and equipment has Displayed worker in modern office 
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
11.	Does office machine and equipment bring promotion to worker
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
12.	The use of office machine and equipment made your role as a worker easy.
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
13.	The continues growth of office machine and equipment in modern business world would make worker without computer system be conveniently employed.
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
14.	Machine should be selected on the basic of fund available and its benefit
	(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
15.	Does contributions of office machine and equipment to a nation’s economy have any effect.
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
16.	Does office machine and equipment has ingredient on the Job performance
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
17.	The advent of machine affected the demand for success in the world of work
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
18.	A Professional Secretary Must Be Specially Groomed To Make Them Perform Effectively
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
19.	The Introduction Of Office Machines And Equipment Enhances The Effectiveness And Efficiency In An Organization
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )
20.	With The Dictating Machine Shorthand Is Still Required
(a) Strongly Agree (		)		(b) Agree	(  	 )
	(c) Disagree ( 		 )			(d) Strongly Disagree (  	 )











