CHAPTER ONE
INTRODUCTION
1.1 Background to the Study
Technology has significantly transformed the roles and responsibilities of secretaries in modern organizations. Traditionally, secretaries were primarily responsible for clerical tasks such as typing, filing, and handling correspondence. However, with advancements in information and communication technology (ICT), their roles have evolved to include complex administrative and managerial duties (Adeleke & Ogunniyi, 2020).
The introduction of computers, office automation systems, and artificial intelligence has enhanced productivity and efficiency in secretarial duties. Digital communication tools such as emails, video conferencing, and cloud computing have revolutionized how secretaries manage information and communicate within organizations (Jones, 2019). As a result, secretaries are now expected to possess advanced technological skills to perform their duties effectively.
Modern organizations rely on various technological tools, including enterprise resource planning (ERP) systems, customer relationship management (CRM) software, and digital databases, to streamline their operations. Secretaries play a crucial role in managing these systems, ensuring the smooth flow of information within the organization (Smith, 2021). Despite these advancements, some secretaries struggle to adapt to new technologies due to inadequate training and resistance to change.
1.2 Statement of the Problem
The rapid advancement of technology has redefined the role of secretaries, creating both opportunities and challenges. While technology has improved efficiency, some secretaries face difficulties in adapting to new systems due to a lack of technical skills (Okeke, 2018). Additionally, there are concerns about job displacement as automation replaces some traditional secretarial functions.
Many organizations have invested in technology-driven office management systems, but the extent to which secretaries have adapted to these changes remains uncertain. This study seeks to examine the impact of technology on the role of secretaries in modern organizations, highlighting both the benefits and challenges associated with technological advancements.
1.3 Objectives of the Study
The primary objectives of this study are:
1. To examine the impact of technology on the efficiency of secretarial duties.
2. To identify the challenges secretaries face in adapting to new technologies.
3. To assess the extent to which secretaries utilize modern office technologies.
4. To explore the relationship between technological advancements and the evolving role of secretaries.


1.4 Research Questions
1. How has technology improved the efficiency of secretarial duties?
2. What challenges do secretaries face in adapting to new technologies?
3. To what extent do secretaries utilize modern office technologies?
4. How have technological advancements influenced the role of secretaries?
1.5 Significance of the Study
This study is significant as it provides insights into how technology has influenced the secretarial profession. The findings will benefit organizations, policymakers, and educational institutions in designing training programs that equip secretaries with the necessary technological skills (Brown & White, 2022). It will also help secretaries understand the importance of adapting to technological changes to remain relevant in the workplace.
1.6 Limitation 
The study may face limitations such as limited access to data, reluctance of respondents to provide information, and time constraints. However, efforts will be made to ensure the reliability and validity of the findings.
1.7 Delimitation
Delimitations include focusing only on office-based secretarial roles rather than virtual assistants and excluding non-corporate settings such as government or non-profit organizations. The study also examines commonly used office technologies like automation software and digital communication tools while excluding emerging technologies like artificial intelligence beyond basic automation


CHAPTER TWO
LITERATURE REVIEW
2.1 Introduction
This chapter reviews existing literature on the impact of technology on the role of secretaries. It explores various technological advancements, their benefits, and challenges in the secretarial profession.
2.2 The Evolution of Secretarial Roles
The role of secretaries has undergone a significant transformation due to advancements in technology. Traditionally, secretarial duties involved clerical tasks such as typing, filing, scheduling appointments, and handling correspondence. However, the integration of digital tools, automation, and artificial intelligence (AI) has reshaped these responsibilities, making secretaries more strategic partners in organizational management rather than mere administrative assistants. This shift has required secretaries to develop new technological skills, adapt to evolving workplace demands, and contribute to more complex organizational functions.
One of the primary changes in the secretarial role is the automation of routine administrative tasks. With the advent of word processing software, cloud-based document management systems, and digital scheduling tools, secretaries no longer need to manually type, store, or organize physical files. According to Al-Shamaileh et al. (2021), automation has significantly reduced the time spent on repetitive clerical tasks, allowing secretaries to focus on higher-value responsibilities such as project coordination and decision-making support. Email management, once a core task, is now partially handled by AI-powered assistants, reducing the burden of sorting and prioritizing communication (Smith, 2020).
Additionally, the role of secretaries has expanded to include technological proficiency and digital communication management. Secretaries are expected to be skilled in using enterprise software such as Microsoft Office, Google Workspace, and customer relationship management (CRM) systems. As noted by Jones and Williams (2019), digital literacy has become a critical competency, enabling secretaries to support virtual meetings, manage databases, and generate reports. With the rise of remote work, secretaries also play a crucial role in coordinating virtual office environments through video conferencing platforms like Zoom and Microsoft Teams, ensuring seamless communication between executives and employees.
Moreover, artificial intelligence and machine learning are reshaping secretarial roles by automating decision-support tasks. AI-driven chatbots and virtual assistants, such as Siri and Google Assistant, can handle appointment scheduling, set reminders, and even draft responses to emails. Research by Brown and Taylor (2022) highlights that AI has not replaced secretaries but has enhanced their efficiency, enabling them to take on more strategic functions such as data analysis, stakeholder management, and corporate planning. As a result, secretaries have transitioned from being administrative support staff to becoming executive assistants with greater responsibility for organizational success.
Despite the benefits of technology, challenges exist in adapting to new digital tools. Many organizations require secretaries to undergo continuous professional development to keep up with evolving technological trends. According to a study by Lee (2023), the digital transformation has created a skills gap, necessitating additional training in cybersecurity, data management, and cloud computing. Furthermore, reliance on technology also introduces risks such as cyber threats and data breaches, making it essential for secretaries to be knowledgeable about information security protocols (Davis, 2021).
The evolution of secretarial roles has been driven by technological advancements that have transformed traditional administrative tasks into more dynamic and strategic functions. Automation, AI, and digital tools have streamlined secretarial work, allowing professionals to contribute to organizational efficiency in new ways. However, these changes also require continuous learning and adaptation to technological innovations. As the workplace continues to evolve, secretaries will remain vital in managing digital workflows and supporting executive decision-making.
2.3 The Impact of Technology on Secretarial Duties
Technology has significantly transformed the role of secretaries in modern organizations, shifting their responsibilities from traditional clerical work to more complex administrative and managerial tasks. In the past, secretarial duties primarily included tasks such as typing, filing, answering phone calls, and managing appointments. However, with advancements in digital technology, many of these tasks have been automated, requiring secretaries to develop new skills and adapt to modern office systems. According to Smith and Brown (2020), the introduction of office automation software, such as Microsoft Office Suite, scheduling applications, and cloud-based document management systems, has enhanced efficiency and reduced the time spent on manual tasks. This transformation has led to an increased focus on strategic and decision-support functions, making secretaries more integral to organizational success.
One of the most significant changes brought about by technology is the digitization of communication and information management. Email, video conferencing, and instant messaging platforms have replaced traditional paper-based communication, allowing secretaries to coordinate activities more effectively (Jones, 2019). This shift has not only improved the speed and accuracy of communication but has also expanded the scope of secretarial duties to include virtual assistance and remote administrative support. Additionally, artificial intelligence (AI) tools, such as chatbots and virtual assistants, have automated routine inquiries, enabling secretaries to focus on higher-level responsibilities like project coordination and data analysis (Williams, 2021).
Moreover, technology has improved record-keeping and data security, which are crucial aspects of secretarial duties. Digital databases, cloud storage, and cybersecurity measures have replaced physical filing systems, reducing the risk of data loss and unauthorized access (Garcia & Lee, 2022). Secretaries are now required to be proficient in managing digital records, ensuring compliance with data protection regulations, and maintaining the integrity of sensitive organizational information. This transition has increased the demand for continuous professional development and technological literacy among secretarial staff to keep pace with evolving office technologies (Anderson, 2020).
Despite the numerous benefits, the impact of technology on secretarial duties also presents challenges. The automation of routine tasks has led to concerns about job displacement and the need for secretaries to acquire new competencies to remain relevant in the workplace (Robinson, 2021). Additionally, reliance on digital tools requires organizations to invest in training and cybersecurity measures to prevent data breaches and technical failures. Nevertheless, technology has ultimately elevated the role of secretaries, transforming them into key administrative professionals who contribute to organizational efficiency and innovation. As businesses continue to embrace digital transformation, secretaries will need to adapt by enhancing their technological skills and expanding their expertise beyond traditional clerical functions.
2.4 Challenges Secretaries Face in Adapting to Technology
The role of secretaries in modern organizations has evolved significantly due to advancements in technology. While these changes have improved efficiency, they have also introduced several challenges that secretaries must navigate to remain effective in their roles. One major challenge is the rapid pace of technological advancements. With the continuous development of new software, communication tools, and automation systems, secretaries must constantly update their skills to keep up with evolving workplace demands. Research indicates that many professionals struggle with technology-related stress, particularly when faced with frequent software updates and the need to learn complex new systems quickly (Tarafdar, Cooper, & Stich, 2019). This can be particularly challenging for secretaries who were trained in traditional administrative methods and may not have received formal training in digital tools.
Another significant challenge is cybersecurity and data management. Secretaries often handle sensitive company information, and as organizations move towards digital record-keeping, they must ensure that confidential data is protected from cyber threats. The rise of cybercrime has made data security a crucial concern, requiring secretaries to follow strict protocols and undergo cybersecurity training (Von Solms & Van Niekerk, 2013). However, adapting to these security measures can be overwhelming, especially when policies are frequently updated to counter emerging threats. Failure to comply with security best practices could lead to data breaches, putting both the secretary and the organization at risk.
Moreover, automation and artificial intelligence (AI) have redefined many secretarial tasks, such as scheduling meetings, managing emails, and document processing. While these technologies increase efficiency, they also reduce the need for some traditional secretarial duties, raising concerns about job security. According to a study by Frey and Osborne (2017), administrative and clerical positions are among the most susceptible to automation, requiring secretaries to develop new competencies to stay relevant in the workforce. This shift means secretaries must enhance their roles by learning advanced skills, such as project management and data analysis, to complement automated processes rather than be replaced by them.
Finally, the integration of remote work technologies poses another challenge for secretaries. Many organizations have adopted virtual collaboration tools, requiring secretaries to coordinate tasks across digital platforms and manage remote team communications. This shift demands strong adaptability, as traditional in-person administrative support has transformed into a hybrid or fully remote model. Research by Messenger and Gschwind (2016) highlights that while remote work offers flexibility, it can also create difficulties in maintaining team cohesion and managing workloads efficiently. Secretaries must therefore develop digital communication skills and learn to use virtual collaboration tools effectively to perform their duties in a remote or hybrid setting.
While technology has greatly enhanced the efficiency of secretarial roles, it has also introduced significant challenges. The need for continuous learning, cybersecurity concerns, automation threats, and the shift to remote work require secretaries to adapt quickly and acquire new competencies. Organizations must support secretaries by providing regular training and resources to help them navigate these technological changes effectively. Without such support, secretaries may struggle to keep up with the evolving demands of their roles, impacting overall workplace productivity.
2.5 The Future of Secretarial Roles in a Technology-Driven Workplace
The future of secretarial work is expected to be more technology-driven. Secretaries will need to develop advanced skills in digital communication, data analytics, and artificial intelligence to remain relevant (Williams, 2023). Organizations must invest in continuous training programs to equip secretaries with the skills needed for modern office management.
Despite the rise of automation, the role of the secretary remains indispensable in many organizations. Human judgment, emotional intelligence, and interpersonal communication are qualities that machines and AI cannot replicate effectively. For instance, secretaries still play a critical role in fostering relationships with clients, managing office dynamics, and providing a personal touch in communication. As organizations increasingly rely on technology, there is a growing need for secretaries to evolve into “knowledge workers” who leverage digital tools to enhance their strategic input and decision-making capabilities (Lacity & Willcocks, 2017).
In the future, the role of secretaries is likely to become even more integrated with technology, with secretaries taking on a broader range of responsibilities in areas such as data analysis, project coordination, and organizational strategy. Secretaries may become more involved in overseeing the deployment of technological tools, ensuring data security, and training staff on digital systems. As organizations continue to embrace digital transformation, the demand for secretaries who can adapt to technological changes and contribute to the strategic goals of the organization is expected to grow.
While technology has significantly altered the traditional responsibilities of secretaries, it has also created opportunities for them to evolve and expand their roles. By embracing digital tools and automation, secretaries are positioned to play a more strategic part in modern organizations. However, this shift requires them to continuously develop new skills, particularly in areas such as digital literacy and project management, to remain relevant in an increasingly technology-driven workplace.

CHAPTER THREE
METHODOLOGY
	This chapter is the methodology adopted in carrying out the study. The chapter will be presented 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 instrument used for the collection of data for this study was a questionnaire designed by the researcher tittles “Significant of Modern Office Technology on the Secretary’s Productivity in an Organization (SMOTSPO).
	The researcher personally distributed copies of the questionnaire to the respondents and also collected them back after the completion of the questionnaire after one week.
3.2	Population of the Study 
	The population for this study comprised of worker of Agriculture Rural Management Training Institute (ARMTI), and Kwara State Polytechnic, Ilorin. The number of secretaries in Agriculture Rural Management Training Institute (ARMTI), is 15, while the number of secretaries in Kwara State Polytechnic was 20 in number. This is to ensure that the respondents reaction were in line with the chosen topic. For this reason, the success of this research work largely depends upon the opinion of the (35) respondents.
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. 
3.5	Distribution and Collection of Data
	The questionnaires designed were distributed by hand personally by the researcher. Fifteen copies of the questionnaire were distributed to the secretaries at Agriculture Rural Management Training Institute (ARMTI), and twenty copies were distributed at Kwara State Polytechnic. The researcher went back after one week to retrieve all the questionnaire.
3.5	Reliability 
	The researcher first tested the instrument in order to make sure the instrument elicited the desired responses from the respondents. The instrument used in this research work is reliable, as the question method will reveal information from the case study.
3.6	Validity 
	In order to be sure that the instrument measures what it is supposed to, it was given to two lecturers in Office Technology and Management Department. These lecturers critically examined the items of the instrument with respect to their fitness for the purpose of this study and accepted its use for the study.
3.7	Method of Data Collection 
	The information collected were classified and manually analyzed with the aid of a calculator, figure collected were converted into percentages to make the analysis clearer. Therefore, the analysis was based on the data collected from the respondents and this will be presented in the next chapter.













CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
	This chapter showed how the responses of the respondents to the questions in the questionnaire were analyzed and presented in tabular form for easy understanding. The chapter is presented as follows:
4.2	Results 
Table 4.1:	The introduction of modern technology has enhanced the secretary's productivity.
	Option
	No. of Respondents
	Percentage ()

	Strongly Agree
	27
	77

	Agree
	08
	23

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.1 above, 27 (77) of the respondents strongly agreed with the notion that the introduction of modern technology has enhanced the secretary's productivity. While 8 (23) of the respondents agreed with the notion, but none of the respondents disagreed and strongly disagreed respectively. However, it is safe to say that, the introduction of modern technology has enhanced the secretary's productivity.
Table 4.2:	The attitude of secretaries towards the use of modern office machines is Significant.
	Option
	No. of Respondents
	Percentage ()

	Strongly Agree
	25
	72

	Agree
	10
	28

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.2 above depicted that, 25 (72) of the respondents strongly agreed, while 10 (28) of the respondents agreed with the notion, none of the respondents disagreed and strongly disagreed with the notion.
	Therefore, it showed that, the attitude of secretaries towards the use of modern office machines is significant.



Table 4.3:	Modern office equipment helps Secretaries to be more effective and efficiency
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	27
	77

	Agree
	08
	23

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	From table 4.3 above showed that, 27 (77) of the respondents strongly agreed with notion that modern office equipment helps secretaries to be more effective and efficiency, while 8 (23) of the respondents agreed with the notion, none of the respondents disagreed or strongly disagreed with the notion.
	It is showed from this analysis that, modern office equipment helps secretaries to be more effective and efficiency in the organization.

Table 4.4:	Modern technology may likely take over the job of the secretary in future
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	03
	8

	Agree
	05
	14

	Disagree
	15
	43

	Strongly disagree
	12
	35

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.4 indicated that, 3 (8) of the respondents are strongly agreed, 5 (14) agreed, 15 (43) strongly agreed and 12 (35) that it is correct to say that modern technology may likely take over the job of the secretary in future.
	This means that despite the advancement in technology, majority still believe that the job of the secretary cannot be over-taken by technology in future.


Table 4.5:	Inspite of the introduction of modern machines into the office, the secretary is still an indispensable in the organization.
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	30
	86

	Agree
	05
	14

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.5 above showed that, 30 (86), of the respondents strongly agreed with the notion that inspite of the introduction of modern machines into the office, the secretary is still an indispensable in the organization while 5 (140) of the respondents agreed with the notion, but none of the respondents disagreed.
	However, it is safe to post that, Inspite of the introduction of modern machines into the office, the secretary is still an indispensable in the organization.





Table 4.6:	As a result of the introduction of technology, there will be a great demand for professional secretaries by the year.
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	13
	37

	Agree
	16
	46

	Disagree
	04
	11

	Strongly disagree
	02
	6

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.6 indicated that, 13 (37)of the respondents are strongly agreed, 16 (46) agreed, 4 (11) of the respondents disagreed and 3 (6) strongly disagreed that it is correct to say that as a result of the introduction of technology, there will be a great demand for professional secretaries by the year.
	This means that as a result of the introduction of technology, there will be a great demand for professional secretaries by the year.




Table 4.7:	Many organizations today prefer secretaries who have skills and knowledge in the use of modern machines.
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	28
	80

	Agree
	04
	11

	Disagree
	03
	9

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.7 above showed that, 28 (80) of the respondents strongly agreed that many organizations today prefer secretaries who have skills and knowledge in the use of modern machines, while 4 (11) agreed with the statement and 3 (9) disagreed, none of the respondents strongly disagreed with the statement.  Many organizations today prefer secretaries who have skills and knowledge in the use of modern machines.


Table 4.8:	The use of the dictating machine saves both the secretary's and the boss's time than taking dictation directly from boss.
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	18
	51

	Agree
	14
	40

	Disagree
	03
	9

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.8 indicated that, 18 (51) of the respondents strongly agreed that the use of dictating machines is very important to both the secretary and her boss, while 14 (40) agreed with the statement and 3 (9) disagreed, none of the respondents strongly disagreed with the notion.  
	This means that the use of dictating machines is very important to both the secretary and her boss in the office as it has helped to increase the efficiency of work.


Table 4.9: 	Secretaries who are not computer literate be employed in a modern office
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	00
	0.00

	Agree
	00
	0.00

	Disagree
	25
	71

	Strongly disagree
	10
	29

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	From the table 4.9 showed that, 25 (71) of the respondents disagreed, with the notion that secretaries who are not computer literate should not be employed in a modern office 10 (29) strongly disagreed, while none of the respondents strongly agreed and agreed respectively.  
	The study concluded that secretaries who are not computer literate should not be employed in a modern office.

Table 4.10:	There has been considerable cost saving on human resources in office today as a result of technology.
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	26
	74

	Agree
	06
	17

	Disagree
	03
	9

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	From the Table 4.10 above showed, 26 (74) of the respondents strongly agreed that there has been considerable cost saving on human resources in office today as a result of technology, while 6 (17) agreed with the statement and 3 (9) disagreed, none of the respondents strongly disagreed with the statement.  
	However, the researcher concluded that, cost saving on human resources has been considered in office today as a result of technology.

Table 4.11:	Technological changes have tremendously transformed the traditional role of secretaries in office
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	13
	37

	Agree
	10
	29

	Disagree
	06
	17

	Strongly disagree
	06
	17

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.11 above indicated that, 13 (37) strongly agreed, 10 (29) agreed, 6 (17) of the respondents disagreed that the technological changes have tremendously transformed the traditional role of secretaries in office, while 6 (20) strongly disagreed.
	Therefore, it is showed that, the Technological changes have tremendously transformed the traditional role of secretaries in office.

Table 4.12:	One of the most essential factors to be considered in installing any modern machine is the cost of maintenance
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	22
	63

	Agree
	13
	37

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	From table 4.12 above showed that, 22 (63) of the respondents strongly agreed with notion that one of the most essential factors to be considered in installing any modern machine is the cost of maintenance, while 13 (37) of the respondents agreed with the notion and none of the respondents disagreed or strongly disagreed with the notion.
	It is showed from this analysis that, one of the most essential factors to be considered in installing any modern machine is the cost of maintenance.

Table 4.13:	The quality of work done in the office has greatly improved with the aid of modern technology
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	21
	60

	Agree
	14
	40

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	From the table 4.13 above showed that, 21 (60) of the respondents strongly agreed with the notion that the quality of work done in the office has greatly improved with the aid of modern technology while 14 (40) of the respondents agreed with the notion, but none of the respondents disagreed and strongly disagreed respectively.
	However, it is safe to post that, the quality of work done in the office has greatly improved with the aid of modern technology.

Table 4.14:	It is necessary that the secretary is given special training to be able to operate new office machine
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	21
	60

	Agree
	11
	31

	Disagree
	03
	9

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	From the table 4.14 above showed that, 21 (60) of the respondents strongly agreed that it is necessary that the secretary is given special training to be able to operate new office machine, while 11 (31) agreed with the statement and 3 (9) disagreed, none of the respondents strongly disagreed with the statement.  
	Therefore, it is showed that, it is necessary that the secretary is given special training to be able to operate new office machine.

Table 4.15:	Modern office facilities introduced at work can motivate the personnel
	Option
	No. of Responses
	Percentage ()

	Strongly Agree
	24
	69

	Agree
	11
	31

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.15 above indicated that, 24 (69) of the respondents strongly agreed, with the notion that Modern office facilities introduced at work can motivate the personnel while 11 (30) agreed and none of the respondents disagreed and strongly disagreed respectively.
However, it is safe to post that, Modern office facilities introduced at work can motivate the personnel.

Table 4.16:	From your experience, would you recommend the training of new workers to handle some modern machines.
	Option
	No. of Respondents
	Percentage ()

	Strongly Agree
	35
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	The above table16 showed that, 35 (100) respondents strongly agreed to the notion that from your experience would you recommend the training of new workers to handle some modern machines. There was no nonconforming view on this.
	Therefore, one can conclude that from your experience, would you recommend the training of new workers to handle some modern machines.

Table 4.17:	Is it easy to maintain the new office machines in your organization.
	Option
	No. of Respondents
	Percentage ()

	Strongly Agree
	25
	71

	Agree
	07
	20

	Disagree
	03
	9

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	From table 4.17 above showed that, 25 (71) of the respondents strongly agreed that is it easy to maintain the new office machines in your organization, while 7 (20) agreed with the statement and 3 (9) of the respondents disagreed, none of the respondents strongly disagreed with the statement.  Is it easy to maintain the new office machines in your organization.

Table4.18:	Machines should be selected on the basis of fund available and its benefit for office.
	Option
	No. of Respondents
	Percentage ()

	Strongly Agree
	00
	0.00

	Agree
	20
	57

	Disagree
	15
	43

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	From table 4.18 above showed that, 20 (57) of the respondents strongly agreed with notion that machines should be selected on the basis of fund available and its benefit for office, while 15 (43) of the respondents agreed with the notion and none of the respondents disagreed or strongly disagreed with the notion.
	It is show from this analysis that, Machines should be selected on the basis of fund available and its benefit for office.

Table4.19:	Where there are numerous machine in an office, there would be an increase in productivity in the organization if they are effectively utilized.
	Option
	No. of Respondents
	Percentage ()

	Strongly Agree
	26
	74

	Agree
	09
	26

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.19 above showed that, 26 (74) of the respondents strongly agreed with notion where there are numerous machine in an office, there would be an increase in productivity in the organization if they are effectively utilized, while 9 (26) of the respondents agreed with the notion and none of the respondents disagreed or strongly disagreed with the notion.
	Where there are numerous machine in an office, there would be an increase in productivity in the organization if they are effectively utilized.


Table 4.20:	Appropriate office equipment are highly essential for effective performance of secretarial functions
	Option
	No. of Respondents
	Percentage ()

	Strongly Agree
	27
	77

	Agree
	09
	23

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	35
	100


Source:	Researcher’s fieldwork 2025
	Table 4.20 indicated that, 27 (77) of the respondents strongly agreed, 9 (23) agreed, none of the respondent disagreed and strongly disagreed that appropriate office equipment are highly essential for effective performance of secretarial functions.







CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
	A research work on the Influence of Modern Office Technology on the Secretary’s Productivity in an Organization is very important because this sophisticated equipment plays a very vital role in the day-to-day activities of the secretary. The study aimed at finding out what this modern office equipment is, their uses, and its importance to the successful operation of secretarial duties.
	In finding answers to the research questions of this project, the researcher reviewed some related literature on the Influence of Modern Office Technology on the Secretary’s Productivity in an Organization.
	The set of questionnaire were designed by the researcher and completed by the respondents through the use of representative sampling technique, for population of the study, University of Ilorin was the case study.
	The data collected were analyzed to know the opinion of respondents on the Influence of Modern Office Technology on the Secretary’s Productivity in an Organization. In view of the finding made in the chapter IV, it is cleared that Influence of Modern Office Technology on the Secretary’s Productivity in an Organization cannot be over emphasized. However, according to the nature of any research, the arrival to a conclusion was drawn from the total agreement of the respondents in each analysis.
5.2	Conclusion
	Based on the findings made through questionnaire, the following conclusions were made:
	It was discovered at the case study that secretaries make use of various modern office equipment such as electronic Typewriters, Word Processing Machine, Computers, Dictating Machine, Photocopy Machines, Telex, Telephone, etc.
	As we have seen in the analysis, modern office machines are of great importance in modern offices today and it also affects various organizations. It is also discovered that the use of modern machine been rated as very fast and has also improved the efficiency of the secretary.
	The advantage derived from the use of modern office equipment supersedes their disadvantages in the attainment of organizational goals. The feeling of people about their work is an effective motivator of the personnel in that organization. Secretarial who have access to those modern machine to work within their various offices will always feel proud to be seen working on these equipment and this tend to make them feel superior and become efficient and dedicated to their duties.
	Despite the introduction of modern equipment, the secretary still remain what she is because of the intensive training she received in her various institutions. It is a simple fact that these machines cannot function without being managed by reputable personnel. So, the introduction of modern equipment will not in any way to take over the job of the secretary future or make her redundant in the office.
5.3	Recommendations
	As a result of the conclusion drawn from the findings, the following recommendation are made:
· It is recommended that all approved or accredited secretarial institutions should design a special course on management systems such as Data processing, and word processing. 
· Organizations should provide induction training for fresh workers who had not at all acquire prior and adequate knowledge on the operation of modern equipment, if this is done, constant damages to machines would be reduced drastically and efficiently of workers greatly improved.
· It is also recommended that the organization should purchase the type of modern machine for which they easily get the spare parts and also of machine for which the right specialist to carry out repairs on. 
· It was also discovered that there is lack of adequate equipment in the establishment used for the case study. It is therefore, recommended that the organization should purchase more advance equipment in their various offices to enable standardized and an easier flow off work to be achieved 
· It is also recommended that organization should handle the various modern machines with care and make sure that they are adequately serviced and well protected in order to prolong their life span. 
· Finally, it is recommended that more research work should be carried out on this study to impart more knowledge to the researcher on the Influence of Modern Office Technology on the Secretary’s Productivity in an Organization.













REFERENCES
AGERVOLD and LONG. (2007): Management Information System. London: DP Publication
AMINU.S.V (2009), Word Processor and Information Processor: A Basic Manual on what they are and how to buy, Publishing, by Para Publishing, Post Office Box 4232, Santa Barbara.
AKPOMI: (2003) Secretarial Duties, Pitman Publishing Ltd., London.2003 Harrison J. et al:
BACCHINO, N.M.(2003) Modern Office Administration and Management, Published by Optimal Press Limited, First Edition.
BASHAR. G.H (2007) '0' Level Business Method, First Edition, Ibadan Onibonoje Press and Book Industry (Nig) Limited.
DOSWELL, F.C. (2008) World Processing Concepts and Career, Publisher in Canada Second Edition.
EDWIN U .B: (2008) The Secretary Game, South African Publishing Co. Ohio Madepoje.
FRANK U.T. (2009) Word Processing Concepts, Publishing by South Western Publishing Company, Cincinnati, First Edition.

IKELEGBE AND MILLIER (2011). Management Information System: Publishing by Science Research Associates Inc. Second Edition.
HUTCHIN, J. (2016) Secretarial Duties, Pitman Publishing Limited, London, First Edition.
MAWHINNEY, R.B. (2010) Information and Records Management, Second Edition Glance Publishing Company Inc.
MUMUNI AND SAM, (2014). Word Processing and Information System: A Practical Approach to Concepts. Gregg Divisional/Mc Grew hill Bock Company, U.S.A., second edition.
MORTON, A.L. (2006,), Office Administration, Macdonald and Evans Limited, Great Britain, 3rd Edition.
NEIL, O. (2010). Information and Job Satisfaction Unpublished Msc Dissertation University of Lagos, Nigeria.
HELIWELL et al. (2014). Modern Office Administration and Management, Lagos: Saban Publishers.
ORDU & AKPOMI (2009) Modern Office Practical for Tertiary Institutions. Sapele, Edo State: Model Academic Publishers Co.
OSUALA J.S. (2004) Office Practice, Fourth Edition, Onitsha, African Publishing Company.

SHUAIBU. F.C. (2009) Office Practice Today, Third Edition, London Chapel River Press.
SPENCER, DONALD D. (2011) Data Processing, An Introduction with Basic Charles Erill Publishing Company, A Hell and Howell Company, Second Edition.
RUSSO .A. (2010): Technology Advancement in our Society. Upper Saddle River, New Jersy: Prentice Hall.
WORDNET. N. (2008) Secretarial Procedures: Office Administration and Automated Systems, Reston Publishing Company Inc. Prentice Hall Company, Reston, Virginia.











APPENDIX I
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION COMMUNICATION AND TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Sir/Ma,
	       Request for completion of Project Questionnaire
	Please you have been identified as one of the resource person to elicit information for the ongoing higher diploma programme to determine the information topic. “Impact of Technology on the Role of Secretaries on Modern Organization”.
	Please indicate your opinion to the questionnaire as honest as possible as this will be used for research only.
	Thanks for your cooperation.
                                                               Yours faithfully,

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

QUESTIONNAIRE
	I shall be most grateful if you could kindly complete this questionnaire designed for data collection on a research project title “Impact of Technology on the Role of Secretaries on Modern Organization”. You are requested to kindly tick (√) the correct answer in the appropriate places provided. All information supplied will be kept confidential as the data is for academic purpose only.
Are you of the opinion that.








QUESTIONNAIRE
1.	The introduction of modern technology has enhanced the secretary's productivity.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
2.	The attitude of secretaries towards the use of modern office machines is significant.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
3.	Modern office equipment helps secretaries to be more effective and efficiency
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
4.	Does modern technology may likely take over the job of the secretary in future?
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
5.	Inspite of the introduction of modern machine into the office, the secretary is still an indispensable staff in the organization.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
6.	As result of the introduction of technology, there will be a great demand for professional secretaries by the year.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
7.	Many organization today prefer secretaries who have skills and knowledge in the use of modern machines.
	(a)	Strongly Agree(     )		(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
8.  	The use of the dictating machine saves both the secretary's and the boss's time than taking dictation directly from the boss.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
9.	Modern secretaries who are not computer literate be employed in a modern office.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
10.	There has been considerable cost saving on human resources in office today as a result of technology.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
11. 	Technological changes have tremendously transformed the traditional role of secretaries in office 
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
12.	One of the most essential factors to be considered in installing any modern machine is the cost of maintenance.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
13.	The quality of work done in the office has greatly improved with the aid of modern technology.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
14.	It is necessary that the secretary is given special training to be able to operate new office machine.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
15.	Modern office facilities introduced at work can motivate the personnel.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
16.	From your experience, would you recommend the training of new workers to handle some modern machines?
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
17. 	Is it easy to maintain the new office machines in your organization?
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
18.	Machines should be selected on the basis of fund available and its benefit for office
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
19.	Where there are numerous machine in an office, there would be an increase in productivity in the organization if they are effectively utilized.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
20.	Appropriate office equipment are highly essential for effective performance of secretarial functions.
	(a)	Strongly Agree(     )	(b)	Agree		(     )
	(c)	Disagree	(     )	(d)	Strongly Disagree 	(     )
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