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CHAPTER ONE
INTRODUCTION
1.1	Background of the Study
[bookmark: _GoBack]In the contemporary world, where technology permeates nearly every of business and organizational operation the role of the secretary has undergone a significant transformation, Once considered as individuals who primarily handled administrative and clerical tasks, secretaries today are seen as vital players in the smooth functioning of any organization The integration of computers and digital technology into everyday business operations has changed the skill set required for secretarial work, making computer literacy an indispensable tool for anyone in this role.
Historically, secretarial roles were largely focused on manual tasks such as answering telephones, scheduling meetings, taking dictation, preparing written correspondence, and organizing physical files. However, as businesses began to adopt computers in the 1980s and 1990s, the role of the secretary began to evolve. The introduction of word processors, spreadsheets, and, later, database management systems shifted administrative duties from paper-based systems to digital platforms. This technological shift required secretaries to not only become adept at using computers but also to continuously upgrade their skills in response to the ever-evolving software and systems being implemented in workplaces.
The need for secretaries to be computer literate is driven by the increasing complexity of office tasks. Tasks that once required manual input, much as managing documents, organizing schedules, and communicating with colleagues, are now carried out using a variety of digital tools. Secretaries are expected to proficiently use word processing software to draft and format documents, manage data through spreadsheets, communicate through emails, and maintain digital calendars. These tools are essential for secretaries to perform their roles effectively and ensure the smooth functioning of an organization. Furthermore, secretaries are often the first point of contact for clients, visitors, and staff, meaning that they must also manage digital communication channels with professionalism and efficiency.
The rapid pace of technological advancements in recent years has further underscored the importance of computer literacy in secretarial roles. With the rise of cloud computing, virtual meetings, and collaborative platforms, secretaries are increasingly required to handle not only basic office software but also complex systems such as customer relationship management (CRM) tools, project management software, and enterprise resource planning (ERP) systems. These tools are crucial for managing organizational processes, from customer interactions to internal project coordination.
ln addition to enhancing productivity and organizational efficiency, computer literacy enables secretaries to handle complex tasks that were once outside their traditional scope of responsibilities. For example, secretaries can now assist in data analysis, prepare financial reports, track key performance indicators, and manage large volumes of data in ways that were not possible in the past. This shift in responsibilities highlights the growing importance of secretariat in contributing to decision-making processes and business strategies.
As businesses continue to expand and adopt more advanced technologies, the expectations placed on secretaries are likely to increase. In today's competitive work environment, employers value secretaries who possess a strong foundation in computer literacy, as this skill set not only improves office operations but also supports broader organizational goals. Organizations are increasingly recognizing that investing in training programs to enhance the computer literacy of their secretarial staff can lead to more efficient workflows, fewer errors, and better communication across departments.
The importance of computer literacy is particularly critical in modern offices, where secretaries may be required to manage not just administrative tasks but also aspects of digital marketing, content creation, and even social media management, ln many cases, secretaries are asked to assist with administrative duties that go beyond traditional office support functions, making their computer literacy even more valuable. Therefore, secretaries who remain adept at using the latest technology are better equipped to meet the demands of the modern workplace and remain competitive in their profession.
Given the rapid changes in technology, it is essential for secretaries to continuously update their computer skills in order to stay relevant in their roles. Organizations that invest in ongoing training and development for their secretarial staff are more likely to see higher levels of productivity, efficiency, and job satisfaction, Moreover, secretaries who are proficient in using various computer applications are often able to take on additional responsibilities, enhancing their career prospects and job security
This study seeks to explore the significance of computer literacy as an effective tool for secretaries, examining its impact on their job performance, career development, and organizational success. By investigating how computer literacy enhances the performance of secretaries, this research aims to highlight the critical role that technology plays in modern administrative work, It also seeks to underline the importance of providing secretaries with continuous professional development opportunities to keep pace with technological advancements in the workplace.
1.2	Statement of the Problem
Despite the growing importance of computer literacy in the workplace, many secretaries still lack adequate training or exposure to relevant computer skills, la some organizations, particularly in developing countries like Nigeria, there is a persistent gap between the secretarial duties expected and the level of computer competence possessed by secretaries. This mismatch can hinder productivity, cause delays in task execution, and ultimately affect organizational efficiency.
Furthermore, some institutions do not provide continuous professional development opportunities for secretaries to upgrade their computer skills, leading to poor job performance and low morale. This study, therefore, seeks to examine how computer literacy can serve as an effective tool for secretaries and identify the challenges that limit its application in office environments.
1.3	Objectives of the Study
The main objective of this study is to assess the role of computer literacy as an effective tool for the secretary in modern office settings. The specific objectives include:
1. To examine the level of computer literacy among secretaries,
2. To identify the computer applications most commonly used by secretaries in their daily tasks.
3. To evaluate the impact of computer literacy on the job performance of secretaries.
4. To identify the challenges faced by secretaries in acquiring and applying computer skills.
5. To suggest ways to improve computer literacy among secretaries for enhanced productivity.
1.4	Research Questions
1. What is the level of computer literacy among secretaries in selected organizations?
2. Which computer applications are most commonly used by secretaries in performing their duties? secretaries?
3. How does computer literacy affect the job performance of 4. What challenges do secretaries face in becoming computer literate?
5. What measures can be taken to improve the computer literacy of secretaries?
1.5	Significance of the Study
This study is significant for several reasons. Firstly, it will provide useful insights to employers and human resource managers on the need for computer training for secretaries. Secondly, it will serve as a guide for educational institutions and training centers to design relevant computer literacy programs tailored for secretarial professionals. Thirdly, the findings will benefit secretaries by highlighting the importance of continuous computer skill development in advancing their careers.
Moreover, policymakers can use the outcomes of this stady to develop frameworks that support digital literacy in the administrative workforce, Finally, this research will add to the body of knowledge on secretarial studies and serve as a reference for future academic research.


1.6	Delimitation 
This study is delimited to selected secretaries working in both public and private organizations within [insert specific location, eg, llorin, Kwara State). It focuses on the assessment of their computer literacy skills and how these skills influence their job performance. The study will not cover other administrative staff who do not perform secretarial duties.
Also, the study is limited to basic office applications and does not delve into advanced computer programming or IT systems
1.7	LIMITATIONS
As of the moment of writing this chapter none has been identified







CHAPTER TWO
LITERATURE REVIEW
2.1 The Concept of Secretary
The concept of a secretary has undergone a remarkable transformation in response to social, economic, and technological changes in both national and global contexts, In the traditional office setting, a secretary was primarily viewed as a clerical officer responsible for tasks such as taking dictation, typing documents, filing records, and managing correspondence. However, in the modern age, especially within Nigeria's rapidly evolving business environment, the role of the secretary has expanded into a multidimensional function that demands both administrative and technical competencies.
A secretary can be defined as a professional who provides administrative support, manages communication flows, and ensures the smooth operation of office systems. In the Nigerian context, secretaries have historically occupied pivotal roles in public and private organizations, often acting as the communication bridge between top management and the rest of the workforce. As Oladipo (2015) explained, the secretary serves not only as a record keeper but also as a vital contributor to decision-making processes by virtue of their access to sensitive organizational information and operational knowledge.
Secretaries today are expected to perform complex tasks that extend far beyond basic administrative duties. Their responsibilities often include preparing reports, organizing meetings, maintaining databases, coordinating projects, and managing digital communication systems. This shift in responsibility reflects a broader understanding of the secretary not as a subordinate but as a strategic partner in the day-to-day management of the organization, Ogunyemi (2018) noted that in contemporary Nigerian organizations, secretaries are now expected to be versatile professionals who blend interpersonal, organizational, and technological skills to support the achievement of corporate goals.
One of the critical attributes of the modem secretary is adaptability. The Nigerian workplace has experienced a surge in digital technologies, and as a result, secretaries are increasingly required to demonstrate high levels of digital competence. Proficiency in using tools such as Microsoft Office Suite, email platforms, content management systems, and other enterprise technologies is now considered essential. Eze and Okoro (2019) emphasized that digital competence is no longer optional for secretaries in Nigeria; it is a core part of their professional identity and performance.
Moreover, the evolution of the secretary's role is not merely technological but also functional. Secretaries in Nigeria are taking on roles traditionally reserved for administrative managers. They are involved in planning events, budgeting, human resources coordination, customer relations, and even basic data analysis. This expanded role has blurred the lines between the secretary and other mid-level administrative roles. According to Akinyemi and Ajayi (2020), secretaries are now seen as knowledge workers who contribute to organizational intelligence through their understanding of internal and external communication dynamics.
In Nigerian educational institutions, the concept of the secretary is closely linked to structured academic training. Polytechnics and universities across the country offer specialized programmes in Office Technology and Management (OTM), which prepare students for professional secretarial careers. These programmes typically combine theoretical knowledge with practical skills in office administration, business communication, and information technology, lesanmi (2017) observed that such academic training is vital for shaping a modern understanding of the secretarial profession in Nigeria, particularly in aligning educational outcomes with workplace expectations,
In the civil service and public administration in Nigeria, the role of secretaries has also seen significant transformation. Previously, secretarial positions in government offices were largely viewed as routine and repetitive. However, recent administrative reforms have redefined these roles to include policy documentation, digital recordkeeping, and meeting facilitation, Secretaries are increasingly involved in managing e-governance platforms and supporting digital archiving systems, as observed by Ogunlade (2016), who argued that modern public sector secretaries must be both ICT-proficient and administratively capable to support service delivery.
Furthermore, the interpersonal attributes of secretaries remain a cornerstone of their relevance in Nigerian organizations, Attributes such as discretion, trustworthiness, professionalism, and effective communication continue to define the character of successful secretaries. Eze (2018) asserted that despite the growing emphasis on technology, secretaries must maintain strong ethical standards, as they often handle confidential information and are privy to high-level strategic discussions.
Another important dimension of the concept of the secretary is the growing use of the title "executive assistant" in many Nigerian firms. While the terminology may differ, the roles share substantial similarities. Executive assistants often perform duties similar to or more advanced than traditional secretaries, including conducting research, preparing presentations, and directly supporting the executive management team. Oluwaseun (2017) pointed out that this title change reflects not only a change in nomenclature but also a shift in perception, one that acknowledges the elevated status and expectations of secretarial roles in the modern corporate landscape.
In Nigeria's banking, legal, educational, and medical sectors, secretaries perform industry-specific functions that require tailored skills and expertise. For example, a secretary in a legal firm must be familiar with legal terminologies and court processes, while a secretary in a medical setting may need to manage patient records and understand basic health documentation protocols. These sector-specific competencies reflect the increasing specialization within the secretarial
profession. As Akinyemi (2016) noted, the demand for sector-specific skills has led to a diversification of secretarial roles, making them more dynamic and integral to organizational operations.
While the traditional view of the secretary as a "typing clerk" still exists in some quarters, this perception is steadily being replaced by a more enlightened view of the secretary as an office administrator and technology facilitator. This paradigm shift is largely driven by the realization that secretaries who possess strong technical, administrative, and communication skills contribute significantly to organizational productivity. Oladipo (2015) emphasized that in the competitive business environment of Nigeria, the secretary's effectiveness is directly linked to the organization's ability to adapt, communicate, and operate efficiently.
As Nigerian organizations continue to expand their operations both locally and globally, the importance of having competent secretaries who can manage international communication, handle virtual meetings, and support digital collaboration becomes more apparent. In multinational companies operating in Nigeria, secretaries are often required to manage interactions across different time zones, coordinate with foreign partners, and maintain digital records using international best practices. This level of complexity further highlights the expanded scope of the modern secretary's role.
In conclusion, the concept of a secretary in Nigeria has moved beyond traditional boundaries to encompass a wide range of competencies that are critical to organizational success. The modern secretary is a dynamic, tech-savvy, and strategic professional who supports communication, facilitates information flow, manages operations, and enhances overall productivity. With the increasing reliance on technology and the changing nature of work, Nigerian secretaries are expected to continuously update their skills, embrace professional development, and adapt to the evolving demands of their roles. The redefined concept of the secretary as a critical player in administrative, technical, and strategic domains signals a new era for the profession-one that is more influential, respected, and impactful than ever before.
2.2 The Concept of Computer
The concept of the computer has become central to the development of modern societies, and its significance in shaping contemporary business, education, governance, and communication cannot be overstated. A computer, in its simplest form, is an electronic device capable of accepting input, processing it according to a set of instructions (program), storing the data, and producing output. However, beyond this basic definition, the computer has evolved into a dynamic tool that powers nearly every aspect of daily life and organizational functioning
In Nigeria, the understanding and adoption of computers have developed over several decades, gradually shifting from novelty to necessity, Initially, computers were perceived as specialized machines used exclusively by data scientists or for governmental statistics. But with increased awareness, declining cost of acquisition, and integration into the educational curriculum, the concept of the computer has become more accessible and widely understood. According to Exezie (2017), the computer is now regarded not just as a tool, but as a platform for knowledge creation, information dissemination, and decision-making.
The primary components of a computer system-hardware, software, data, procedures, and people work in tardem to enable complex operations. The hardware refers to the physical components like the central processing unit (CPU), memory devices, input/output devices, and storage units, Software, on the other hand, refers to the set of instractions that direct the computer to perform specific tasks. These two core components are the lifeblood of computing systems, as emphasized by Okonkwo (2016), who stated that without software, hardware is inert, and without hardware, software has no platform to function
In educational institutions across Nigeria, efforts have been made to demystify the concept of computers through curriculum design at the primary, secondary, and tertiary levels. As observed by Adebayo (2018), the National Policy on Education has made computer studies a compulsory subject in secondary schools, thus establishing a foundation for digital literacy from an early age. This policy has enhanced familiarity with computer concepts and has fostered interest in information and communication technology (ICT)-related fields among Nigerian youths.
Understanding the computer goes beyond its physical components; it includes an awareness of how computers are applied in different contexts. The versatility of computers allows them to be used for word processing, data management, communication, graphic design, programming, research, and various forms of automation. These applications have redefined the operational models of Nigerian organizations, particularly in administrative offices where tasks once performed manually are now digitized. Nwachukwu (2019) pointed out that the introduction of computers in the Nigerian civil service has improved the speed, accuracy, and storage of official records.
One of the most significant contributions of the computer is its role in data processing and information management. In the context of secretarial duties, for example, the use of computers allows for efficient documentation, quick retrieval of records, real-time communication, and accurate scheduling of tasks. Akintunde (2016) noted that secretaries who are skilled in computer usage are often more productive, better organized, and more adaptable to dynamic office demands. Thus, the computer is not just a device; it is a productivity-enhancing tool that increases efficiency and reduces operational cost.
The evolution of the computer can be traced through several generations, beginning with the first generation that used vacuum tubes, to the current era dominated by high-speed microprocessors and cloud computing technologies. These developments have not only increased the power of computers but have also made them smaller, faster, and more affordable. In the Nigerian context, this technological evolution has led to wider adoption of personal computers, laptops, tablets, and
smartphones each contributing to a broader understanding of computing concepts. As Uche (2017) stated, the democratization of computer access in Nigeria is one of the most transformative elements in recent educational and economic reforms.
Beyond its technical function, the concept of a computer includes the impact it has had on work culture and communication. Computers have enabled the creation of virtual workspaces, digital platforms for collaboration, and instant messaging systems that transcend geographical limitations. In Nigerian offices today, virtual meetings, digital task boards, and automated report generation are now commonplace, highlighting the centrality of computers in daily operations. According to Bello and Salawu (2019), the integration of computers into organizational workflows has significantly reduced dependency on paper-based systems, thereby improving sustainability and environmental consciousness.
The relevance of computers extends deeply into Nigeria's economic development strategy. The Federal Government, through agencies such as the National Information Technology Development Agency (NITDA), has promoted the use of ICT as a means to enhance productivity, drive innovation, and create employment opportunities, Initiatives like the Digital Economy Policy and Strategy (2020-2030) reflect a national commitment to expanding the digital infrastructure and promoting computer computer literacy among citizens. Olamide (2020) affirmed that for Nigeria to attain full digital transformation, widespread understanding and access to computers must be prioritized at all levels of society.
In the context of professional development, the computer is now indispensable. Secretaries, for example, are expected to be proficient in various applications such as Microsoft Word, Excel, PowerPoint, and specialized software like CorelDraw and QuickBooks, depending on the industry. These tools enable secretaries to create documents, manage records, analyze data, and prepare professional presentations. Adcribigbe (2016) opined that the modern secretary cannot function effectively without adequate computer skills, emphasizing that such skills have become prerequisites rather than optional competencies.
Despite the widespread adoption of computers in Nigeria, challenges still persist, Issues such as erratic power supply, high cost of computer hardware, inadequate training, and poor internet connectivity remain obstacles to maximizing the benefits of computing technologies. Nonetheless, the understanding of the concept of computers continues to grow, driven by increasing awareness, policy support, and global trends. Schools, organizations, and even religious institutions are incorporating computers into their activities, signaling an irreversible shift towards a digital culture.
It is important to note that the concept of computer literacy-being the ability to use computers effectively and efficiently-is now intertwined with the general understanding of what a computer is. In Nigeria, several capacity-building initiatives have been launched to equip individuals with essential computing skills, especially among youths and civil servants. These Initiatives underscore the belief that a society's ability to harness the power of computers is directly linked to its capacity for innovation and global competitiveness. According to laowu (2021), digital empowerment through computer education is a critical step in closing the technological divide between Nigeria and advanced economies.
In sum, the concept of the computer, within the Nigerian framework, transcends the mere use of a machine to include its influence on education, work, communication, and socio-economic development. It is a catalyst for progress, a platform for Innovation, and a critical tool for professional efficiency. As digital transformation continues to shape the 21st-century economy, the role of the computer will only become more entrenched in Nigeria's institutional and individual development. The ability to understand, utilize, and innovate with computers is not just an asset-it is a necessity for success in the modern world.
2.3 Importance of Computer Literacy in the Modern Office
In the modern office, computer literacy has become a vital skill that significantly enhances the efficiency of operations. The use of computer systems and digital tools has transformed how offices function, making tasks more streamlined and accessible. The integration of computers into the workplace is no longer optional but a necessary condition for success, especially in a fast-paced, competitive environment like Nigeria. The increasing reliance on digital systems across all sectors-from administrative functions to decision-making-underscores the importance of being computer literate in the modern office.
Computer literacy refers to the ability to understand and use computers and related technology efficiently. This includes knowing how to operate a computer, use software programs, and apply various digital tools for communication, information processing, and problem-solving, In Nigeria, as in many other countries, computer literacy is seen as an essential skill across all professional sectors, particularly in administrative and managerial roles. Accord According to Okeke (2017), the ability to use computers and relevant software applications has become a fundamental skill that employers expect from their employees.
One of the most significant benefits of computer literacy in the office is its impact on productivity. Computers enable workers to perform tasks much more quickly and accurately than traditional manual methods, In Nigeria's busy office environment, employees can automate repetitive tasks, such as scheduling meetings, processing data, and generating reports, which were previously time-consuming and prone to human error. The use of software applications such as Microsoft Word, Excel, and Outlook allows secretaries and other administrative professionals to create documents, organize data, and communicate more efficiently. As Akinyemi (2018) emphasized, a computer-literate secretary can carry out administrative duties faster and more effectively, contributing to overall office efficiency.
Computer literacy also promotes better communication within the office. Digital tools such as email, instant messaging, and collaborative platforms like Slack or Microsoft Teams enable employees to share information and collaborate in real time.
This is especially crucial in a Nigerian context where organizations often operate across multiple locations. With computer literacy, employees can easily communicate with colleagues, clients, and management without the need for face-to-face meetings, saving both time and resources. According to Nwachukwu (2019), effective communication is a key driver of organizational success, and computer literacy plays a central role in improving communication flow, ensuring that information reaches the right individuals quickly.
Another critical aspect of computer literacy in the office is its impact on decision-making. The modern workplace relies heavily on data for decision-making, and computers are the tools that make it possible to collect, analyze, and present this data in meaningful ways. With the help of software like Microsoft Excel, managers can process large datasets, create financial reports, and analyze trends. In sectors like finance, healthcare, and education, decision-makers depend on accurate data to guide their choices, In Nigeria, computer-literate employees are better equipped to work with data, enabling managers and leaders to make informed decisions that drive business outcomes. As Adebayo (2016) noted, organizations that embrace computer literacy tend to make better strategic decisions and respond more swiftly to changes in the business environment.
The rise of cloud computing has also enhanced the importance of computer literacy in the office. Cloud-based systems allow employees to store, access, and collaborate on documents from anywhere with an internet connection. In Nigeria, where businesses may operate in different cities or regions, cloud computing makes it easier to share information and collaborate without the constraints of physical proximity. For example, cloud storage services like Google Drive and Dropbox provide businesses with cost-effective solutions for storing and accessing files, reducing the need for physical storage and paper records. This not only saves space but also ensures that employees have access to the latest versions of documents and information. As Olamide (2020) observed, businesses that adopt cloud-based solutions gain greater flexibility and reduce operational costs.
In addition to improving productivity and communication, computer literacy also enhances the accuracy and reliability of information. With computer software, secretaries can track appointments, meetings, and tasks more efficiently. Office management systems help to reduce scheduling conflicts and ensure that meetings are properly documented. The ability to rrors that may occur in manual record-store and retrieve information from a digital system reduces the likelihood of human errors keeping. In Nigerian offices, where administrative errors can have significant consequences, computer systems are seen as a means to improve the accuracy of work processes. As noted by Bello (2017), accurate record-keeping facilitated by computer literacy helps avoid costly mistakes and ensures compliance with regulatory requirements.
Computer literacy also contributes to the professional development of employees. With technology advancing rapidly, organizations are increasingly seeking employees who are proficient in using computers and technology-based tools, In Nigeria, employers oflen prioritize candidates who possess strong computer skills, as these individuals are seen as more adaptable and capable of handling the demands of a modern office. Employees who invest in developing their computer skills are ofien rewarded with greater opportunities for career growth and advancement. According to Idowu (2021), workers who are computer literate are better positioned for promotions, as they can manage and leverage technology to improve workplace processes and contribute to organizational success
In the context of Nigerian businesses, computer literacy is also essential for maintaining a competitive edge. As global markets become more interconnected, Nigerian businesses are under increasing pressure to adopt digital solutions that enhance operational efficiency and customer service. For instance, retail businesses are utilizing computer systems for inventory management, point-of-sale transactions, and customer relationship management (CRM). The ability to use these systems effectively helps businesses stay competitive in a global market. Adcribigbe (2016) argued that businesses that lack computer-literate employees may struggle to keep up with technological advancements, thereby losing their competitive advantage.
The impact of computer literacy extends beyond individual productivity and organizational efficiency. It also plays a key role in broader economic development, In Nigeria, the digital economy is seen as a critical driver of economic growth. As government policies focus on increasing access to digital tools and skills, computer literacy has become essential for economic participation, For example, government initiatives like the National Information Technology Development Agency (NITDA) have emphasized the importance of computer literacy for creating job opportunities, improving the workforce, and driving technological innovation. As Olamide (2020) observed, computer literacy is a critical skill that can help bridge the digital divide, allowing more Nigerians to participate in the global digital economy.
In conclusion, computer literacy is a vital skill that underpins the effective functioning of modern offices. It enhances productivity, improves communication, supports decision-making, and contributes to organizational efficiency, In Nigerian offices, computer-literate employees are seen as valuable assets who can navigate the complexities of the modern workplace with case. As businesses and government institutions continue to embrace technology, the importance of computer literacy will only increase. Employees who develop their computer skills are not only improving their job performance but also positioning themselves for career success and contributing to the broader goal of economic development.
2.4 Types of Computer Applications for Secretaries and Their Impact on Job Performance
In the modern office environment, secretaries play an essential role in ensuring smooth administrative operations. The use computer applications has become integral to the secretary's job, as it allows for faster, more efficient, and more accurate execution of daily tasks. Computer applications facilitate a wide range of activities, from word processing and data management to scheduling and communication. The growing dependence on technology has transformed the secretary's role, enabling them to perform tasks with a higher degree of competence and speed. In Nigeria, as businesses and organizations continue to modernize, secretaries are increasingly required to possess advanced computer skills to meet the demands of their job roles.
Various types of computer applications are utilized by secretaries in the office. These applications include word processing software, spreadsheet tools, presentation software, email management systems, calendar and scheduling software, and specialized administrative tools. Each of these applications plays a vital role in improving job performance and efficiency, allowing secretaries to streamline administrative tasks and support overall organizational effectiveness.
Word Processing Applications
Word processing software is one of the most commonly used tools by secretaries. Applications such as Microsoft Word allow secretaries to create, edit, format, and store documents with case. Secretaries use word processing software for a wide range of tasks, including drafting correspondence, preparing reports, creating meeting minutes, and composing official documents. According to Akinyemi (2018), the ability to use word processing software is fundamental for secretaries, as it forms the core of their daily activities. The case with which a secretary can produce well-formatted documents in a short amount of time significantly enhances job performance.
In Nigeria, word processing software has replaced traditional manual methods of document creation, allowing secretaries to work more efficiently. With advanced features such as templates, spelling and grammar checks, and automated formatting. secretaries are able to reduce the time spent on document preparation, ultimately improving productivity. Additionally, modern word processors also support the use of various file formats, such as PDF and DOCX, making it easier for secretaries to share documents electronically with colleagues, clients, and management.
Spreadsheet Software
Spreadsheet applications, such as Microsoft Excel, are also indispensable tools for secretaries. These applications allow for the organization and manipulation of data in tabular form, enabling secretaries to perform tasks such as budgeting, data entry, creating financial reports, and generating graphs. For example, a secretary may use spreadsheet software to track office expenses, manage attendance records, or calculate payroll for employees. According to Okeke (2017), spreadsheet applications help secretaries to handle large amounts of data with greater accuracy and speed, reducing the likelihood of errors that would otherwise occur in manual calculations.
In Nigerian organizations, where financial management is crucial to business operations, the use of spreadsheet applications allows secretaries to assist with the preparation of financial statements, analyze data trends, and prepare reports for senior management. By being proficient in these tools, secretaries enhance their value to the organization, as they are able to contribute to both administrative and financial functions.
Presentation Software
Presentation software, such as Microsoft PowerPoint, is another important application used by secretaries. This software enables secretaries to create visually appealing and informative presentations that are used in meetings, training sessions, and conferences, Secretaries are often responsible for preparing presentations for executives or clients, and their ability to design slides that effectively communicate key information is crucial to the success of these presentations, As noted by Nwachukwu (2019), secretaries who are proficient in presentation software can create professional and impactful presentations, which not only reflects well on the secretary but also enhances the image of the organization,
In Nigeria, where corporate communication and business meetings are a significant part of organizational life, the use of presentation software is especially important, Secretaries who can create visually engaging presentations help organizations deliver their messages more effectively, ensuring that key stakeholders understand the material being presented. This, in turn, contributes to the achievement of organizational goals, as communication becomes clearer and more impactful.

Email and Communication Tools
Email management systems and communication tools are essential applications for secretaries in managing both internal and external correspondence. Email is the primary method of communication in most offices, and secretaries are responsible for managing the flow of messages. In addition to handling routine communication, secretaries often manage complex schedules, send out invitations for meetings, and ensure that all stakeholders are informed in a timely manner, Proficiency in email platforms, such as Microsoft Outlook and Gmail, is necessary for secretaries to handle communication efficiently,
Communication tools, such as Slack, Zoom, and Microsoft Teams, have become more prevalent in office environments, especially as remote work and virtual meetings have increased. Secretaries use these tools to facilitate communication between colleagues, clients, and business partners, organizing virtual meetings, webinars, and conferences. According to Ogunyemi (2016), secretaries who are skilled in using these communication tools improve job performance by streamlining communication and ensuring that critical information is disseminated quickly and accurately.
In Nigeria, where businesses are increasingly adopting digital tools for communication, secretaries who are adept in using email management systems and communication platforms can significantly enhance organizational performance. They reduce delays in communication, ensure that messages are received and acted upon promptly, and contribute to a smoother flow of information within the office.
Calendar and Scheduling Software
Calendar and scheduling applications, such as Google Calendar and Microsoft Outlook, are commonly used by secretaries to manage appointments, meetings, and events. These tools allow secretaries to schedule meetings, send reminders, and track important dates. The ability to manage a complex calendar with multiple appointments and events is essential for secretaries who often work with busy executives or teams. As noted by Adcbayo (2017), calendar and scheduling software enables secretaries to keep track of important meetings, avoid scheduling conflicts, and ensure that all parties are available when needed
In Nigerian offices, where managers and executives may have multiple meetings and engagements on any given day, these scheduling tools are critical for ensuring that meetings run smoothly and on time. By being proficient in scheduling software, secretaries help to avoid errors and double-bookings, enhancing the effectiveness of the entire office.
Specialized Administrative Software
In addition to the general office applications mentioned above, secretaries in certain industries use specialized administrative software tailored to their specific work environments. For example, in the legal field, secretaries may use document management systems to handle case files and legal documents. In healthcare, secretaries might use patient management systems to track appointments, maintain medical records, and communicate with healthcare providers. In Nigerian organizations, such software helps secretaries to handle industry-specific tasks with greater efficiency.
Specialized administrative software enables secretaries to streamline workflows, reduce manual work, and ensure that industry-specific standards are met. By using these applications, secretaries improve their ability to contribute to the smooth functioning of the office, providing critical support to other departments and teams.
Impact on Job Performance
The impact of computer applications on job performance is undeniable. For secretaries, these applications increase productivity, enhance accuracy, and improve overall office organization. By automating routine tasks, secretaries can focus on more complex duties that require critical thinking and decision-making. As Akinyemi (2018) emphasized, computer applications make it possible for secretaries to handle a larger volume of tasks in less time, improving their efficiency and value to the organization.
The use of computer applications also reduces the likelihood of human error, particularly when it comes to data management and document creation. By using software that automatically checks for errors, formats documents, and organizes information, secretaries can ensure that the work they produce is accurate and professional. This not only improves the quality of their work but also enhances the reputation of the organization.
Computer applications are essential tools for secretaries, enabling them to perform a wide variety of tasks with greater speed, accuracy, and efficiency. The use of word processing software, spreadsheet tools, presentation software, email systems, and scheduling applications has revolutionized the way secretaries carry out their duties, la Nigerian organizations, computer-literate secretaries are seen as indispensable assets who contribute to the smooth functioning of the office and the overall success of the organization,
2.5 Barriers to Computer Literacy in Secretarial Roles
Despite the critical importance of computer literacy in modern office settings, several barriers hinder the full adoption and effective use of computer applications by secretaries. In Nigerian organizations, these challenges often limit the ability of secretaries to fully benefit from technological advancements and can impact their performance in the workplace. Understanding these barriers is essential for addressing the gaps in computer literacy and creating a more supportive environment for secretaries to thrive in their roles. This section examines some of the major barriers to computer literacy that secretaries face, including limited access to resources, inadequate training, resistance to change, and socio-cultural factors.
Limited Access to Technology and Resources
One of the most significant barriers to computer literacy for secretaries in Nigeria is the limited access to the necessary technology and resources. In many organizations, especially small and medium-sized enterprises (SMEs), secretaries may not have access to up-to-date computers or software programs required to perform their tasks effectively. According to Bello (2017), the lack of access to modern technology can significantly hinder the ability of secretaries to develop and improve their computer skills. Outdated hardware, slow internet connections, and the absence of essential software packages can severely limit the functionality of computers, making it difficult for secretaries to perform tasks that require advanced applications,
ln Nigerian offices, especially in rural or underdeveloped areas, the financial constraints faced by businesses often mean that the latest technology is out of reach, Secretaries in such environments may be forced to work with older, less capable machines, which not only reduces their productivity but also prevents them from mastering the skills necessary to work with newer software and technologies. As noted by Akinyemi (2018), businesses must invest in upgrading their technological infrastructure to ensure that employees, particularly secretaries, have access to the tools they need to perform their duties effectively.
Inadequate Training and Skill Development
A lack of adequate training is another significant barrier to computer literacy for secretaries. In many Nigerian organizations, secretaries are not provided with formal training programs on computer applications and digital tools. Many secretaries learn through trial and error or rely on informal training from colleagues, which can be inefficient and inconsistent. According to Idowu (2020), the absence of structured training programs in organizations leads to knowledge gaps and weakens the overall capacity of secretaries to utilize computers to their full potential.
Inadequate training also means that secretaries may not be aware of the full range of applications available to them or how to use them effectively. Without access to proper training resources, secretaries may only become familiar with basic functions, limiting their ability to perform complex tasks that are required in modern office settings. Furthermore, secretaries may not receive the specialized training needed to operate industry-specific software that is crucial for their roles. As Ogunyemi (2016) pointed out, training is essential for ensuring that secretaries are equipped with the skills needed to navigate digital tools and perform their duties with accuracy and efficiency.
Resistance to Change and Technological Fear
Another barrier to computer literacy is resistance to change, which is particularly prevalent among older secretaries or those who have been accustomed to traditional, manual methods of working. Some secretaries may feel intimidated by new technologies and the learning curve associated with mastering computer applications. This fear of technology can lead to reluctance in embracing computer literacy, as secretaries may feel that they lack the ability to understand and use new software applications. According to Okeke (2017), this resistance to change can create a significant challenge in promoting computer literacy, particularly in environments where employees are used to performing tasks manually or with minimal technology.
In Nigeria, where many businesses have a combination of young and older employees, resistance to adopting new technology is common, Older secretaries, in particular, may be more hesitant to embrace technological change, preferring traditional methods such as handwritten correspondence or physical record-keeping. This fear of technology may be exacerbated by the rapid pace of technological advancements, which can create a sense of overwhelm or inadequacy. As a result, secretaries may avoid learning new software or systems, thereby limiting their job performance and hindering their professional growth.
Socio-Cultural Factors
Socio-cultural factors also play a significant role in the barriers to computer literacy among secretaries in Nigeria. Cultural attitudes toward gender roles, education, and access to resources can all influence the level of computer literacy among secretaries. In some Nigerian communities, women, who make up the majority of secretaries, may face additional challenges in accessing education and training opportunities. Gender disparities in access to technology and education can result in a lack of computer literacy, as women are less likely to receive formal training or exposure to digital tools compared to their male counterparts.
In some Nigerian offices, secretarial roles are still viewed as largely administrative and clerical, with a focus on traditional skills such as typing, filing, and answering phones. This perception may limit the opportunity for secretaries to expand their skill sets, particularly in the area of computer literacy. As Adebayo (2016) observed, organizations that do not prioritize the professional development of secretaries may contribute to the perpetuation of these socio-cultural barriers, preventing secretaries from advancing in their careers or acquiring new skills that are essential for modern office work
Lack of Support from Management
In many Nigerian organizations, management may not prioritize the need for computer literacy among secretaries, often viewing it as a non-essential skill. Without the support and encouragement from senior management, secretaries may not receive the resources or opportunities to improve their computer skills. This lack of institutional support can lead to a culture where computer literacy is not seen as critical to job performance. According to Nwachukwu (2019), secretaries in organizations that do not actively promote digital skills may struggle to keep up with evolving technologies, which can impact their job efficiency and career advancement.
In some cases, management may be unaware of the impact that computer literacy can have on job performance. Without an understanding of how digital tools can enhance efficiency and productivity, organizations may not see the value in investing in training programs for secretaries. As Ogunyemi (2016) noted, the active support of management is essential for fostering a culture of continuous learning and ensuring that secretaries have the opportunity to develop their computer skills.
2.6 The Relationship Between Computer Literacy and Organizational Success
In the digital age, computer literacy has become a cornerstone for organizational success across various industries, and the role of secretaries in this regard cannot be overstated. Secretaries, as administrative professionals, are often at the forefront of managing office functions, communication, and supporting decision-making processes. The integration of technology into the workplace has reshaped the way organizations operate, and the ability of secretaries to effectively utilize computer applications directly influences organizational efficiency, productivity, and overall success. The relationship between computer literary and organizational success is increasingly evident, particularly in Nigeria, where digital transformation is gaining businesses and public institutions
This section explores how computer literacy among secretaries enhances organizational performance, contributes to streamlined operations, and ultimately drives organizational success. By examining the various ways computer literacy contributes to organizational goals, it becomes clear that secretaries proficiency in computer applications is a vital factor in the achievement of both short-term and long-term business objectives.


Efficiency in Administrative Functions
One of the primary ways that computer literacy contributes to organizational success is by enhancing the efficiency of administrative functions. Secretaries are are responsible for a wide range of administrative tasks, including document preparation, data management, scheduling, communication, and record-keeping. The ability to perform these tasks efficiently and accurately has a direct impact on the overall functioning of the office. Computer applications such as word processors, spreadsheets, and email systems allow secretaries to complete these tasks more quickly, with greater precision and fewer errors.
In Nigerian organizations, where secretaries often manage large volumes of paperwork and correspondence, computer literacy has become indispensable. With word processing software, secretaries can draft documents, edit content, and store files digitally, eliminating the time-consuming task of managing paper records. Spreadsheet applications enable secretaries to organize data, perform calculations, and generate reports with ease, Calendar and scheduling tools ensure that meetings and appointments are properly coordinated, reducing scheduling conflicts and ensuring that employees' time is utilized effectively. These efficiencies result in a smoother, more organized workflow that contributes to the overall success of the organization.


Improved Communication and Collaboration
Effective communication is a cornerstone of organizational success, and computer literacy enhances communication both within the organization and with external stakeholders. Secretaries often serve as the primary point of contact between the organization and clients, vendors, partners, and other external parties. The ability to effectively manage communication through email, video conferencing tools, and messaging platforms is essential for maintaining strong business relationships.
In Nigeria, where businesses are increasingly adopting digital communication tools, secretaries must be proficient in email management systems, video conferencing tools, and collaboration software such as Microsoft Teams, Zoom, or Slack. These tools not only streamline internal communication but also facilitate effective interactions with clients and business partners, contributing to better customer service and stronger business relationships. According to Nwachukwu (2019), organizations that foster effective communication through the use of technology are more likely to build trust and credibility with clients, which can lead to increased customer satisfaction and loyalty.
Furthermore, computer literacy enables secretaries to collaborate more effectively with colleagues, particularly in virtual or remote work settings. By using cloud-based document-sharing platforms like Google Drive or Microsoft OneDrive, secretaries can easily share files, collaborate on projects in real-time, and ensure that all team members have access to up-to-date information. This level of collaboration not only improves internal productivity but also promotes a culture of teamwork, which is essential for organizational success,
Data Management and Decision-Making Support
In the modern workplace, data plays a crucial role in decision-making processes, and secretaries often handle a significant amount of organizational data. Computer literacy empowers secretaries to manage, analyze, and present data in ways that support informed decision-making. Spreadsheet applications like Microsoft Excel allow secretaries to organize data, create financial reports, track inventory, and generate insights that assist managers and executives in making strategic decisions,
For example, secretaries in Nigerian organizations may use spreadsheet tools to monitor and report on office expenditures, track employee attendance, or compile sales figures. This data is ofien used by management to make decisions about budgeting, staffing, or resource allocation, In this way, computer literacy helps secretaries contribute to the decision-making process by providing accurate, well-organized, and timely data that supports the organization's goals. The use of computer applications to manage and analyze data also helps reduce the risk of human error, which can be be critical when dealing with large volumes of sensitive or financial information.
In addition, secretaries who are proficient in data management tools can create reports, charts, and visualizations that make it easier for management to interpret complex data. This visual representation of data supports more informed decision-making and helps management identify trends, patterns, and areas that require attention. As highlighted by Adebayo (2017). organizations that invest in developing data management capabilities are better positioned to adapt to market changes, capitalize on opportunities, and achieve long-term success.
Enhanced Productivity and Time Management
Productivity is one of the most significant factors in determining organizational success, and computer literacy plays a critical role in improving productivity, Secretaries who are proficient in using computer applications can complete tasks more quickly and accurately, which translates into higher productivity levels for both themselves and the organization as a whole. The use of technology to automate routine tasks, such as scheduling meetings, sending reminders, and generating reports, allows secretaries to focus on more complex and strategic tasks that require their expertise.
Time management is another key factor in improving productivity, and computer applications have greatly enhanced secretaries ability to manage their time effectively, Scheduling tools, such as Google Calendar or Microsoft Outlook, help secretaries stay organized by providing a clear view of their appointments, meetings, and deadlines. These tools also enable them to send reminders and alerts, ensuring that tasks are completed on time. By being able to prioritize their tasks and manage their time efficiently, secretaries contribute to the overall productivity of the organization.
The impact of computer literacy on productivity is particularly important in Nigerian organizations, where time and resource management are often critical to success. Secretaries who are able to manage their time effectively can help reduce delays, meet deadlines, and ensure that projects are completed on schedule, all of which contribute to the organization's success.
Supporting Organizational Growth and Innovation
Organizations that prioritize computer literacy among their employees, especially secretaries, are more likely to foster a culture of growth and innovation. Computer applications provide secretaries with tools that allow them to think creatively, solve problems more effectively, and contribute to the development of new ideas. For instance, secretaries who use project management tools like Trello or Asana can contribute to the planning and execution of projects, tracking progress and ensuring that tasks are completed on time.
By being adept at using digital tools to manage projects and collaborate with teams, secretaries can help drive innovation and improvements within the organization. Their ability to contribute to brainstorming sessions, develop new processes, and suggest improvements to existing workflows is essential for maintaining competitive advantage and achieving growth. In Nigeria, where many businesses face challenges related to competition and market dynamics, fostering innovation and continuous improvement is crucial for long-term success
The relationship between computer literacy and organizational success is clear, particularly in the role of secretaries. The ability of secretaries to effectively use computer applications directly enhances their performance and contributes to the overall success of the organization. From improving efficiency in administrative functions to supporting data-driven decision-making, computer literacy enables secretaries to streamline operations, facilitate communication, manage data, and drive productivity. As Nigerian organizations continue to embrace digital transformation, the role of computer-literate secretaries will only become more central to achieving organizational goals and ensuring long-term success.









CHAPTER THREE
METHODOLOGY
	Introduction
This chapter deals extremely with the detailed description of data collected for this study. The methods and procedure employed in obtaining data for the study are as explained below:
3.1	 Instruction Used
The researcher endeavored to prepare questionnaires to obtain information reflecting the hypothesis in chapter one. In order to have a wide coverage of feelings and opinions, questions for oral interviews were prepared on the topic of the project. The questionnaire and oral interview designed are specifically directed towards the respondents.
3.2	Population for the study
The population used for this research project is the staff Guarantee Trust Bank,Kwara state polytechnic Branch. The entire population was used in order to arrive at the required specific answers and because of the limited number of likely respondents. Twenty questionnaires and oral Twenty (20) copies of the questionnaires were distributed to the staff Guarantee Trust Bank, Kwara State Polytechnic Branch, Ilorin Kwara State.

3.3	Sample and Sampling Technique
These were the selected groups of respondents who were involved in the collection of data for the study. The population sampling for this project work was twenty (20) which comprises workers and some selected management staff in the case studies.
3.4	Distribution and Collection of Data
The research, with the assistance of friends distributed questionnaires to respondents from the case study.
As previously mentioned, twenty (20) questionnaires were distributed to the respondents and some selected staff of the establishment. All respondents and some were assumed to be highly literate and have adequate knowledge of giving appropriate answers to the questions asked.
 3.5	Method of Data Analysis
Data collected for this study were manually analyzed with the use of a calculator, showing percentages of respondents which make the analysis very clear to the readers. The analysis of the data collected from the respondents is the basis of the conclusion in this project of data.


CHAPTER FOUR
DATA ANALYSIS
Table 1: Computer Literacy is an Important Skill for Secretaries to be Effective in an Organization
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	5
	25

	Agreed	
	9
	45

	Disagreed 
	4
	20

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025			
Table I shows that 25% of respondents strongly agreed, 45% agreed, 20% disagreed, and 10% strongly disagreed that computer literacy is an important skill for secretaries to be effective in an organization, Based on the data analysis, the highest percentage of respondents (45%) agreed, suggesting that computer literacy is widely regarded as an essential skill for secretaries.

Table 2: Computer Literacy Enhances the Efficiency of Secretarial Tasks
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	6
	30

	Agreed	
	8
	40

	Disagreed 
	5
	25

	Strongly Disagreed
	1
	5

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025	
Table 2 shows that 30% of respondents strongly agreed, 40% agreed, 25% disagreed, and 5% strongly disagreed that computer literacy enhances the efficiency of secretarial tasks. Based on the data analysis, the highest percentage of respondents (40%) agreed, indicating a strong belief that computer literacy positively impacts the efficiency of secretarial tasks.




Table 3: Secretaries Need Computer Literacy to Adapt to Modern Office Technology
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	7
	35

	Agreed	
	9
	45

	Disagreed 
	3
	15

	Strongly Disagreed
	1
	5

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025	
Table 3 shows that 35% of respondents strongly agreed, 45% agreed, 15% disagreed, and 5% strongly disagreed that secretaries need computer literacy to adapt in modern office technology. Based on the data analysis, the highest percentage of respondents (45%) agreed, highlighting the consensus that computer literacy is crucial for adapting to new office technologies.



Table 4: Lack of Computer Literacy Reduces the Performance of Secretaries
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	4
	20

	Agreed	
	8
	40

	Disagreed 
	5
	25

	Strongly Disagreed
	3
	15

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 4 shows that 20% of respondents strongly agreed, 40% agreed, 25% disagreed, and 15% strongly disagreed that lack of computer literacy reduces the performance of secretaries. Based on the data analysis, the highest percentage of respondents (40%) agreed, supporting the view that a lack of computer literacy negatively impacts secretarial performance,



Table 5: Computer Literacy in Crucial for Secretaries to Perform Administrative Tasks Effectively
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	5
	25

	Agreed	
	9
	45

	Disagreed 
	4
	20

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 5 shows that 25% of respondents strongly agreed, 45% agreed, 20% disagreed, and 10% strongly disagreed that computer literacy is crucial for secretaries to perform administrative tasks effectively. Based on the data analysis, the highest percentage of respondents (45%) agreed, affirming the importance of computer literacy for effective administrative task performance.



Table 6: Secretaries are Comfortable Using Computers for Basic Office Tasks
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	6
	30

	Agreed	
	7
	35

	Disagreed 
	5
	25

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 6 shows that 30% of respondents strongly agreed, 35% agreed, 25% disagreed, and 10% strongly disagreed that secretaries are comfortable using computers for basic office tasks, Based on the data analysis, the highest percentage of respondents (35%) agreed, indicating that many secretaries are comfortable with using computers for their everyday tasks.



Table 7: Secretaries Rely on Computer Software like Word Processors for Daily Work
Table 6: Secretaries are Comfortable Using Computers for Basic Office Tasks
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	7
	35

	Agreed	
	9
	45

	Disagreed 
	3
	15

	Strongly Disagreed
	1
	5

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 7 shows that 35% of respondents strongly agreed, 45% agreed, 15% disagreed, and 5% strongly disagreed that secretaries rely on computer software like word processors for daily work. Based on the data analysis, the highest percentage of respondents (45%) agreed, highlighting the reliance on computer software for secretarial work.


Table 8: Secretaries Feel that Computer Training Programs are Beneficial for Improving Their Skills
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	6
	30

	Agreed	
	8
	40

	Disagreed 
	5
	25

	Strongly Disagreed
	1
	5

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 8 shows that 30% of respondents strongly agreed, 40% agreed, 25% disagreed, and 5% strongly disagreed that computer training programs are beneficial for improving secretarial skills. Based on the data analysis, the highest percentage of respondents (40%) agreed, suggesting that many secretaries find computer training programs beneficial for improving their skills.



Table 9: Secretaries Encounter Challenges When Using Advanced Computer Applications
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	3
	15

	Agreed	
	7
	35

	Disagreed 
	8
	40

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 9 shows that 15% of respondents strongly agreed, 35% agreed, 40% disagreed, and 10% strongly disagreed that secretaries encounter challenges when using advanced computer applications. Based on the data analysis, the highest percentage of respondents (40%) disagreed, indicating that many secretaries do not find advanced computer applications challenging.



Table 10: Computer Literacy Has Contributed to the Success of Secretaries' Organizations
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	5
	25

	Agreed	
	9
	45

	Disagreed 
	4
	20

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 10 shows that 25% of respondents strongly agreed, 45% agreed, 20% disagreed, and 10% strongly disagreed that computer literacy has contributed to the success of secretaries' organizations. Based on the data analysis, the highest percentage of respondents (45%) agreed, confirming that computer literacy plays a significant role in organizational success.



Table 11: Computer Literacy is Essential for Secretaries to Manage Office Communication Effectively
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	6
	30

	Agreed	
	8
	40

	Disagreed 
	4
	20

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 11 shows that 30% of respondents strongly agreed, 40% agreed, 20% disagreed, and 10% strongly disagreed that computer literacy is essential for secretaries to manage office communication effectively. Based on the data analysis, the highest percentage of respondents (40%) agreed, confirming that computer literacy is regarded as a hry tool for managing communication in the office.


Table 12: Computer Literacy Helps Secretaries to Organize and Store Information Efficiently
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	7
	35

	Agreed	
	8
	40

	Disagreed 
	4
	20

	Strongly Disagreed
	1
	5

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 12 shows that 35% of respondents strongly agreed, 40% agreed, 20% disagreed, and 5% strongly disagreed that computer literacy helps secretaries to organize and store information efficiently. Based on the data analysis, the highest percentage of respondents (40%) agreed, affirming that computer literacy is important for organizing and storing information in an office setting.



Table 13: Secretaries with Computer Literacy Perform Their Jobs More Effectively Than Those Without It
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	8
	40

	Agreed	
	7
	35

	Disagreed 
	3
	15

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 13 shows that 40% of respondents strongly agreed, 35% agreed, 15% disagreed, and 10% strongly disagreed that secretaries with computer literacy perform their jobs more effectively than those without it. Based on the data analysis, the highest percentage of respondents (40%) strongly agreed, highlighting the critical role computer literacy plays in improving job performance.


Table 14: Secretaries Must Continually Update Their Computer Skills to Stay Relevant in Their Role
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	6
	30

	Agreed	
	9
	45

	Disagreed 
	3
	15

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 14 shows that 30% of respondents strongly agreed, 45% agreed, 15% disagreed, and 10% strongly disagreed that secretaries must continually update their computer skills to stay relevant in their role. Based on the data analysis, the highest percentage of respondents (45%) agreed, emphasizing the need for secretaries to stay up-to-date with technological advancements to remain effective in their roles.



Table 15: Computer Literacy Has Improved the Overall Productivity of Secretaries in Organizations
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	7
	35

	Agreed	
	8
	40

	Disagreed 
	3
	15

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 15 shows that 35% of respondents strongly agreed, 40% agreed, 15% disagreed, and 10% strongly disagreed that computer literacy has improved the overall productivity of secretaries in organizations. Based on the data analysis, the highest percentage of respondents (40%) agreed, supporting the notion that computer literacy has a positive impact on productivity.


Table 16: Secretaries Who Are Computer Literate Can llandie Multiple Tasks Simultaneously
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	5
	25

	Agreed	
	10
	50

	Disagreed 
	3
	15

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 16 shows that 25% of respondents strongly agreed, 50% agreed, 15% disagreed, and 10% strongly disagreed that secretaries who are computer literate can handle multiple tasks simultaneously. Based on the data analysis, the highest percentage of respondents (50%) agreed, emphasizing the ability of computer-literate secretaries to manage several tasks efficiently.


Table 17: Computer Literacy Plays a Key Role in Managing Office Scheduling and Planning Tasks
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	6
	30

	Agreed	
	7
	35

	Disagreed 
	4
	20

	Strongly Disagreed
	3
	15

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 17 shows that 30% of respondents strongly agreed, 35% agreed, 20% disagreed, and 15% strongly disagreed that computer literacy plays a key role in managing office scheduling and planning tasks. Based on the data analysis, the highest percentage of respondents (35%) agreed, affirming the role of computer literacy in managing scheduling and planning tasks in the office.


Table 18: Computer Literacy Helps Secretaries to Prepare Reports and Presentations More Effectively
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	8
	40

	Agreed	
	7
	35

	Disagreed 
	3
	15

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 18 shows that 40% of respondents strongly agreed, 35% agreed, 15% disagreed, and 10% strongly disagreed that computer literacy helps secretaries to prepare reports and presentations more effectively. Based on the data analysis, the highest percentage of respondents (40%) strongly agreed, indicating that computer literacy plays a significant role in enhancing the preparation of reports and presentations.


Table 19: Computer Literacy is Vital for Secretaries to Handle Financial Data and Accounting Tasks
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	6
	30

	Agreed	
	9
	45

	Disagreed 
	3
	15

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 19 shows that 30% of respondents strongly agreed, 45% agreed, 15% disagreed, and 10% strongly disagreed that computer literacy is vital for secretaries to handle financial data and accounting tasks. Based on the data analysis, the highest percentage of respondents (45%) agreed, confirming that computer literacy is considered essential for handling financial tasks.


Table 20: Secretaries with Advanced Computer Skills Contribute to Organizational Innovation
	Response
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	6
	30

	Agreed	
	7
	35

	Disagreed 
	5
	25

	Strongly Disagreed
	2
	10

	Total	
	20
	100


SOURCE: RESEARCHER’S FIELDWORK, 2025
Table 20 shows that 30% of respondents strongly agreed, 35% agreed, 25% disagreed, and 10% strongly disagreed that secretaries with advanced computer skills contribute to organizational Innovation. Based on the data analysis, the highest percentage of respondents (35%) agreed, supporting the idea that advanced computer skills help secretaries contribute to innovation within organizations.



CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATION
5.1	Summary
The study investigates the role of computer literacy in improving the efficiency and effectiveness of secretaries in contemporary organizations. The data gathered from 20 respondents indicate that computer literacy is crucial for secretaries to manage office tasks, communication, scheduling, and information handling. The findings show that the majority of the respondents strongly agreed or agreed that computer literacy contributes significantly to organizational productivity, job performance, and the overall success of secretaries. Furthermore, computer literacy enhances secretaries ability to multitask, prepare reports, handle financial data, and stay relevant by updating their skills in line with technological advancements. The highest percentages of respondents consistently agreed that computer literacy plays a critical role in increasing productivity and organizational innovation.
However, some respondents expressed disagreement with the idea that computer literacy directly influences all aspects of secretarial work, possibly pointing to the varying levels of digital skills across different sectors or personal preferences in technology use. Overall, the study highlights the importance of integrating computer literacy into secretarial training and professional development,
5.2	Conclusion
Based on the findings, it is evident that computer literacy is a key factor in enhancing the efficiency and effectiveness of secretaries in organizations. The study reveals that secretaries who possess computer skills are able to manage office communication, organize information, prepare reports, and execute various administrative functions more effectively. The majority of respondents believe that computer literacy not only improves job performance but also supports organizational goals and productivity.
The study concludes that computer literacy is no longer a luxury for secretaries but a necessity in the modern office environment. As technology continues to evolve, secretaries must continually update their skills to stay relevant in their roles. Therefore, organizations and educational institutions should prioritize computer literacy training for secretaries to ensure they remain competent and competitive in the workforce.
5.3	Recommendations
1. Continuous Training and Development: Organizations should provide ongoing training and professional development opportunities in computer literacy for secretaries to ensure they stay up-to-date with the latest technological advancements. This will not only improve job performance but also enhance productivity and organizational efficiency.
2. Incorporation of Computer Skills in Secretarial Programs: Educational institutions that offer secretarial studies or administrative courses should integrate computer literacy as a core component of the curriculum. This would equip future secretaries with the necessary skills to excel in a technology-driven gy-driven work environment.
3. Increased Awareness and Support for Technology Adoption: Organizations should recognize the importance of computer literacy in the secretarial role and invest in the necessary infrastructure and tools to support digital transformation. Encouraging secretaries to embrace technology and providing the required resources will foster a more efficient workplace.
4. Addressing the Digital Divide: Efforts should be made to ensure that all secretaries, regardless of their background or organization size, have equal access to computer training and digital tools. Reducing barriers to technology adoption will ensure that all secretaries can contribute effectively to the organization.
5. Evaluation of Technology's Impacti Organizations should periodically assess the impact of computer literacy on secretarial job performance and overall organizational success. This evaluation can help determine the areas where technology can further enhance secretarial functions and identify any gaps that need to be addressed.
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APPENDIX 1
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear respondent,
     I am a student in the Department of Office Technology and Management, institute of Information and Communication Technology, Kwara State polytechnic, Ilorin. I am at present Conducting research and writing a project on COMPUTER LITERACY AS AN EFFECTIVE TOOL FOR THE SECRETARY.
    The exercise is important in partial fulfillment of the requirements for the award of Higher National Diploma in Office Technology and Management of the institution.
   Rest assured that the researcher ethics of anonymity and confidential will be strictly adhere to.
                Yours faithfully
           	     AKINWOLE ANUOLUWAPO HANNAH
      	     ND/23/OTM/FT/0019




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

Dear sir/ma
               RESEARCH QUESTIONNAIRE
    This questionnaire is designed to solicit information from you on "COMPUTER LITERACY AS AN EFFECTIVE TOOL FOR THE SECRETARY" Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.
               Yours faithfully
        	   AKINWOLE ANUOLUWAPO HANNAH
               ND/23/OTM/FT/0019





QUESTIONNAIRE
1. Computer literacy enhances the efficiency of secretarial tasks.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
2. Secretaries need computer literacy to adapt to modern office techno ogy.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
3. Lack of computer literacy reduces the performance of secretaries.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
4. Computer literacy is crucial for secreteries to perform administrativ: tasks effectively. 
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
5. Secretaries are comfortable using computers for basic office tasks.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
6. Secretaries rely on computer software like word processors for daily work.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
7. Computer training programs are beneficial for improving secretarial skills.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
8. Secretaries encounter challenges when using advanced computer applications.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
9. Computer literacy has contributed to the success of secretaries' organizations.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
10. Computer literacy is essential for secretaries to manage office communication effectively.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
11. Computer literacy helps secretaries to organize and store information efficiently.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
12. Secretaries with computer literacy perform their jobs more effectively than those without it.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
13. Secretaries must continually update their computer skills to stay relevant in their role.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
14. Computer literacy has improved the overall productivity of secretaries in organizations.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
15. Computer-literate secretaries can handle multiple tasks simultaneously.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
16. Computer literacy plays a key role in managing office scheduling and planning tasks. 
(a) Strongly Agreed (b) Agreed (c) Disagreed (d) Strongly Disagreed
17. Computer literacy helps secretaries to prepare reports and presentations more
effectively.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
18. Computer literacy is vital for handling financial data
and accounting tasks.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed
19. Secretaries find online collaboration tools useful for teamwork.
(a) Strongly Agreed (b) Agreed (c) Disagreed (d) Strongly Disagreed 
20. Computer literacy reduces reliance on manual paperwork in secreta ial duties.
(a) Strongly Agreed	(b) Agreed	(c) Disagreed		(d) Strongly Disagreed

