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INTRODUCTION
1.1 Background of the study
Kwara State Polytechnic, located in Ilorin, Nigeria, was established under the leadership of Col. David Bamigboye, the then Military Governor of Kwara State. The initiative to create the institution was publicly announced during the launch of the Four-Year Development Plan in 1971, and it was formally established through the promulgation of Kwara State Edict No. 4 of 1972, which has since been succeeded by several other edicts including No. 21 of 1984, No. 13 of 1987, and No. 7 of 1994(Kwara State Polytechnic, 2022)
The Polytechnic commenced operations in January 1973, designed to mirror the administrative frameworks of existing universities within the country (Oladeji M. 2022)
The core mission of Kwara State Polytechnic is to provide education and training across various disciplines, which include arts and language, applied sciences, engineering, management and commerce, and education, among other fields (Kwara State Polytechnic, 2022)
The institution is governed by a council responsible for managing its affairs and promoting its objectives, with Prof. Shehu Jimoh Ahmed serving as the chairperson of the governing council. As of now, the Polytechnic is led by Alhaji Mashud Elelu as the rector (Oladeji M. 2022)
Kwara State Polytechnic offers a range of programs through various institutes, including the Institute of Applied Sciences, the Institute of Finance and Management Studies, and the Institute of Environmental Science and Technology. It also provides postgraduate studies, catering to a diverse student body (Oladeji M. 2022)
The institution prides itself on its motto: "Technology, Innovation and Service," reflecting its commitment to advancing technical and vocational education (Oladeji M. 2022)
The role of secretaries has changed a lot over the years. In the past, secretaries were mostly seen as office assistants who typed letters, organized files, and handled calls. But in today’s world, especially in modern industries, their responsibilities have grown to include much more. Secretaries now play a major part in keeping offices running smoothly and helping with decision-making and communication (Diala & Osinem, 2018).
Many companies now expect secretaries to do more than just basic office work. They are often responsible for managing office technology, scheduling meetings, sending emails, and keeping track of important records. Secretaries also act as links between managers and other staff or even clients, which means they need good communication and organization skills (Adebayo & Ojo, 2020).
One big reason for these changes is the growth of information and communication technology (ICT). Most secretaries now use computers, internet tools, and software like Microsoft Office every day. These tools help them work faster and more accurately. As Ezeani (2012) points out, knowing how to use ICT tools is now a basic requirement for anyone working in a secretarial position.
In some companies, especially in larger or legal-focused industries, secretaries are also involved in more advanced tasks. For example, company secretaries help ensure that the business follows rules and regulations, keeps legal records up to date, and sometimes give advice to managers (Chartered Governance Institute, 2023).
Also, in industries like manufacturing or logistics, secretaries may help track supplies, manage customer information, and support team coordination. Because of these responsibilities, they are now seen as important staff who help improve how a business runs (Olawumi & Abayomi, 2021).
In today’s busy work environment, being able to manage your time and stay organized is more important than ever. Self-organization means planning your tasks, setting goals, and keeping things in order so that your work can be done smoothly. Time management, on the other hand, is about using your time wisely so that you can finish your tasks without rushing or missing deadlines. Both skills are key to doing well at work and reducing stress (Claessens et al., 2007).
When workers manage their time properly, they can get more done in less time. This helps the company meet its goals and keeps customers satisfied. Research shows that people who manage their time well are more productive, make fewer mistakes, and feel more in control of their jobs (Macan, 1994). It also helps them balance work and personal life, which is important for long-term job satisfaction and health.
Self-organization also helps workers stay focused and avoid distractions. When people plan ahead and organize their tasks, they are less likely to forget important details or feel overwhelmed. According to Aeon and Aguinis (2017), good self-organization leads to better performance, especially when there are a lot of tasks to handle.
In team settings, these skills help everyone work better together. If each person manages their time and tasks well, the team can meet deadlines and avoid delays. Employers now look for these abilities when hiring, because they know that organized workers are more reliable and effective (Kaufman, 2018).
Secretaries play an important role in helping offices run smoothly, but they often face different challenges that make their work less efficient. These challenges can affect their performance and the overall success of the organization.
One major challenge is the constant pressure to multitask. Secretaries are expected to handle several duties at once—answering calls, managing schedules, organizing files, and sometimes helping with customer service. Trying to do all these tasks at the same time can lead to mistakes and stress, especially when there’s not enough help (Ajayi, 2019).
Lack of proper training and professional development is another issue. Some secretaries do not receive enough up-to-date training on new office technologies or management systems. As office tools and software continue to change, not being trained properly can make it hard to work efficiently (Olawuyi & Ojo, 2020).
Outdated equipment and technology also slow down secretarial work. In many workplaces, secretaries still work with old computers, slow internet, or outdated filing systems. This can lead to delays, loss of information, and more time spent on simple tasks (Ezeani, 2012).
In some cases, secretaries are not given enough recognition or authority. They are sometimes seen as just assistants, even though they handle important work that keeps the office organized. This lack of respect can reduce motivation and affect their efficiency (Diala & Osinem, 2018).
Also, work overload is a growing problem. Some secretaries are asked to do the jobs of two or three people, especially in small or understaffed offices. This can lead to burnout, fatigue, and a drop in work quality (Adebayo & Ojo, 2020).
This study is set within Kwara State Polytechnic, Ilorin, which provides a practical and suitable environment for examining workplace roles and challenges, especially within the administrative and secretarial units. As a large and well-structured institution, the Polytechnic employs a significant number of administrative and support staff who carry out key office functions. These staff members, including secretaries and clerical officers, are essential in managing day-to-day academic and administrative operations.
The choice of Kwara State Polytechnic as the case study is based on its organizational structure, diversity of departments, and active use of both traditional and digital office systems. These features make it ideal for exploring how self-organization, time management, and other workplace skills are applied in real-world settings. In addition, the institution's commitment to staff development and technology adoption allows for a relevant analysis of how secretarial staff adapt to modern work demands.

Using Kwara State Polytechnic as the study context also provides insights that can be useful to similar institutions in Nigeria and beyond, especially in terms of improving efficiency, job satisfaction, and training needs among non-teaching staff.
1.2 Statement of the Problem
Many secretaries in institutions today struggle with being efficient and productive at work. One of the major reasons for this is the lack of self-management skills. Self-management includes being able to plan tasks, manage time well, stay organized, and keep a positive attitude. Without these skills, it becomes hard for secretaries to meet deadlines, handle stress, or complete tasks properly.
Research shows that employees who lack self-management skills often perform poorly and are easily distracted (Macan, 1994). In secretarial roles, where managing schedules, handling communication, and organizing documents are important, this problem becomes even more serious. When secretaries do not manage their time or responsibilities well, it leads to delays, errors, and frustration among staff and clients (Claessens et al., 2007).
In a recent observation at the institution, many secretaries showed signs of poor time management, forgetting important appointments, and leaving tasks incomplete. Some also found it hard to prioritize their duties, often focusing on less important activities while ignoring urgent ones. These issues have affected the overall performance of their departments, leading to low productivity and complaints from supervisors.
If this situation continues, the institution may suffer more serious setbacks, such as missed opportunities, loss of client trust, and staff burnout. It is important to understand and solve this problem so that secretaries can do their jobs better and help the institution achieve its goals.
1.3 Objectives of the Study
1.3.1 Main Objective:
The main goal of this study is to find out how self-management skills, such as self-organization and time management, affect the job performance of secretaries in the institution.
1.3.2 Specific Objectives:
1. To examine the level of self-organization among secretaries in the institution.
2. To assess the time management practices commonly used by the secretaries.
3. To determine how self-organization and time management skills affect the secretaries’ job performance.
4. To recommend practical strategies that can help improve self-management skills and work performance among secretaries.


1.4 Research Questions
· What is the level of self-organization among modern secretaries in the institution?
· How effective are the time management skills used by secretaries?
· In what ways do self-organization and time management skills influence the job performance of secretaries?
1.5 Significance of the Study
This study is important because it helps us understand how self-management skills like self-organization and time management affect the way secretaries do their jobs. Secretaries play a key role in keeping offices running smoothly, and when they are well-organized and manage their time properly, the whole workplace benefits.
By studying their self-management habits, this research will help office managers and human resource professionals know what training or support secretaries may need to improve their performance. It will also help secretaries understand the value of developing these skills in their daily work.
Studies have shown that better time management and organization lead to higher job performance, less stress, and more job satisfaction (Claessens et al., 2007; Macan, 1994). So, the findings from this study could help improve both productivity and work quality in the institution.
1.6 Scope of the Study
This study focuses on secretaries working within one institution. It looks closely at their level of self-organization and how they manage their time. It also explores how these two skills affect their ability to perform their duties effectively.
The study does not cover other job roles, such as administrators or managers, and does not go into technical skills like computer use or communication tools. Instead, it stays focused on how personal management skills impact work performance.
1.7 Definition of Terms
1. Self-Management: The ability of a person to plan, organize, and control their own time, tasks, and behavior to achieve work goals.
2. Self-Organization: How well a person keeps their tasks, workspace, and responsibilities in order to work more efficiently.
3. Time Management: The skill of using time wisely by setting priorities, planning tasks, and meeting deadlines.
4. Job Performance: How well a person carries out the duties and responsibilities of their job.
5. Secretary: An office worker responsible for tasks such as scheduling meetings, organizing files, handling communication, and supporting daily office operations.


CHAPTER TWO
LITERATURE REVIEW
2.1 Conceptual Review
2.1.1 Definition and Importance of Self-Organization
Self-organization is the ability to arrange your tasks, workspace, and responsibilities in a way that helps you work better and faster. It means planning, setting priorities, and keeping things in order so you don’t waste time or get confused. In the workplace, especially in secretarial roles, this skill helps people stay focused, meet deadlines, and manage multiple tasks without becoming overwhelmed.
According to Covey (2004), being organized is not just about keeping things neat—it's about managing yourself in a way that helps you stay productive and balanced. Self-organization is one of the key parts of self-management, and it directly affects how well someone can perform their job.
Secretaries who are well-organized tend to be more dependable and efficient. They can easily track appointments, manage office files, and support their supervisors with fewer mistakes. Poor self-organization, on the other hand, often leads to missed deadlines, misplaced documents, and confusion, which can affect the whole office (Claessens et al., 2007).
In today’s fast-paced work environment, secretaries are expected to handle several tasks at once. When they can organize their time, space, and responsibilities well, they can work more smoothly and help improve overall office performance (Allen, 2001). That’s why self-organization is seen as a critical skill that should be encouraged and developed in administrative roles.
2.1.2 Time Management
Time management is the skill of using your time wisely to complete tasks effectively and on schedule. It involves setting goals, planning tasks, prioritizing activities, and avoiding time-wasters. Good time management helps people get more done in less time, reduces stress, and improves job performance.
According to Macan (1994), time management is not just about being busy—it's about being productive. It means doing the right things at the right time in the right way. For secretaries, who often handle many duties at once, such as scheduling, filing, and answering calls, time management is essential to keep the office running smoothly.
When people manage their time well, they are more focused and can handle pressure better. Poor time management, on the other hand, often leads to missed deadlines, rushing through tasks, and low-quality work (Claessens et al., 2007).
2.1.3 Strategies of Time Management
Several practical strategies can help secretaries and other office workers improve their time management skills:
1. Setting Clear Goals: Having clear, realistic goals helps in deciding what tasks are important and what can wait. Goals also keep people focused and motivated (Locke & Latham, 2002).
2. Prioritizing Tasks: Not all tasks are equally important. One helpful method is the Eisenhower Matrix, which divides tasks into four categories: urgent and important, important but not urgent, urgent but not important, and neither. This helps in focusing on what truly matters (Covey, 2004).
3. Creating To-Do Lists and Schedules: Writing down daily or weekly tasks in a planner or digital app can help organize time better. Scheduling tasks also ensures that important duties are not forgotten or rushed (Macan, 1994).
4. Avoiding Procrastination: Putting off tasks can cause last-minute stress and reduce the quality of work. Breaking large tasks into smaller steps and setting short deadlines can help reduce procrastination (Steel, 2007).
5. Limiting Distractions: Managing time also means staying focused. Turning off phone notifications, organizing the workspace, or setting fixed times for checking emails can improve concentration (Aeon & Aguinis, 2017).
6. Taking Breaks: Short breaks between tasks can increase focus and energy. The Pomodoro Technique, for example, suggests working for 25 minutes, then taking a 5-minute break. This keeps the brain fresh and productive
2.1.4 Attributes of Modern Secretaries
In today’s fast-paced and technology-driven work environment, the role of secretaries has changed greatly. Modern secretaries are no longer just seen as people who type letters or answer phones. Instead, they play a vital role in helping organizations run smoothly and stay organized. They must now possess a wide range of skills and qualities to keep up with modern office demands. Below are some of the key attributes that define a modern secretary:
1. Technological Competence: Modern secretaries must be comfortable using digital tools and office software. They often work with programs like Microsoft Office, Google Workspace, and scheduling software. They also use email, virtual meeting tools (e.g., Zoom or Microsoft Teams), and sometimes basic database systems. According to Kalargyrou and Woods (2021), being tech-savvy helps secretaries manage tasks faster and more accurately, making them valuable members of any team.
2. Good Communication Skills: Clear and professional communication is essential. Secretaries often serve as the link between managers, staff, and clients. This means they need to write clear emails, make polite phone calls, and sometimes even speak at meetings. A study by Al-Kahtani and Al-Mutairi (2020) highlights that communication skills—both written and verbal—are key to building trust and maintaining professional relationships in the office.
3. Strong Organizational Skills: Being organized is one of the most important attributes of a modern secretary. They are often in charge of schedules, meetings, files, and other office tasks. If they are not well-organized, important things may be forgotten or delayed. Claessens et al. (2007) note that strong organizational skills help secretaries prioritize their work, avoid stress, and improve overall office productivity.
4. Time Management Ability: Modern secretaries often juggle many tasks at once. Managing time well helps them meet deadlines and keep the office running on schedule. This includes planning ahead, setting priorities, and knowing how to say no to distractions. As Aeon and Aguinis (2017) explain, time management is directly linked to better job performance and reduced work stress, especially in administrative roles.
5. Problem-Solving and Critical Thinking: Today’s secretaries are expected to think on their feet. Whether it's handling last-minute changes in a meeting or solving scheduling conflicts, they need to respond quickly and wisely. Modern employers value secretaries who can find solutions instead of waiting to be told what to do (Andersen & Potočnik, 2022).
6. Professionalism and Ethical Behavior: Modern secretaries often handle sensitive documents and information. They must maintain confidentiality and show honesty and integrity in everything they do. Professionalism also includes dressing appropriately, being punctual, and treating everyone with respect, regardless of their position in the organization (CIPD, 2023).
7. Adaptability and Willingness to Learn: The modern workplace keeps changing—new software, new policies, and new ways of working. A modern secretary must be open to learning and adapting. Lifelong learning is part of staying relevant and effective in the role. As highlighted by OECD (2021), adaptability and continuous learning are now seen as core career skills, especially in roles that support business operations.
2.1.5 Job Performance Indicators
Job performance refers to how well a person does the tasks and responsibilities assigned to them at work. It is one of the most important ways employer’s measure employee success and workplace productivity. In the case of secretaries, job performance shows how effectively they handle office duties like scheduling, filing, communication, and supporting executives.
To better understand job performance, researchers and employers often look at specific indicators—measurable signs that show how well someone is doing their job. These indicators help to evaluate both the quality and efficiency of a worker’s output. Key Job Performance Indicators for Secretaries include
1. Task Completion and Accuracy: This refers to how well and how quickly a secretary finishes assigned tasks. Tasks should be completed on time and with few errors. High accuracy and timely delivery are strong signs of good job performance (Rotundo & Sackett, 2002).
2. Punctuality and Attendance: A reliable secretary shows up on time and rarely misses work. Regular attendance and punctuality are essential because many office activities depend on their presence. Poor attendance can delay work and reduce team productivity (Kaplan et al., 2020).
3. Communication Effectiveness: Secretaries are often the first point of contact in an organization. Their ability to clearly and professionally communicate, both in writing and speaking, affects how the organization is seen by clients and colleagues. Effective communication leads to smoother operations and fewer misunderstandings (Al-Kahtani & Al-Mutairi, 2020).
4. Time Management: How well a secretary plans and uses their time is a major performance indicator. Being able to prioritize, meet deadlines, and avoid wasting time shows strong time management skills, which are directly linked to better job performance (Aeon & Aguinis, 2017).
5. Professionalism and Attitude: This includes behaviors like being respectful, dressing appropriately, following office rules, and showing a positive attitude. A professional approach improves workplace relationships and creates a better work environment (CIPD, 2023).
6. Adaptability and Problem Solving: Modern secretaries must be flexible and able to adjust when unexpected situations arise. Being able to handle changes, think critically, and solve problems without constant supervision is a major indicator of strong performance (Andersen & Potočnik, 2022).
7. Use of Technology: In today’s offices, a secretary’s ability to use computers, software, and digital tools is essential. Quick learning and smart use of technology can save time and improve the quality of work, which are both signs of strong performance (Kalargyrou & Woods, 2021).
2.2 Theoretical Framework
2.2.1 Time Management Theories
Time is one of the most important resources in any organization, and how people manage it greatly affects their performance. For modern secretaries, who often juggle multiple tasks like handling calls, organizing meetings, and preparing documents, the ability to manage time well is crucial. This part of the study looks at different time management theories that help explain how people can improve their efficiency, reduce stress, and become more productive in the workplace.
Time Management Matrix (Eisenhower Matrix)
One of the most popular time management theories is the Eisenhower Matrix, also known as the Time Management Matrix. This idea came from former U.S. President Dwight D. Eisenhower and was later developed by Stephen Covey in his famous book The 7 Habits of Highly Effective People (Covey, 2020).
The matrix helps people divide their tasks based on two key questions:
· Is the task important?
· Is the task urgent?
From these, four categories are created:
· Quadrant I: Important and urgent – tasks to do immediately.
· Quadrant II: Important but not urgent – tasks to plan and schedule (usually long-term goals).
· Quadrant III: Urgent but not important – tasks that can often be delegated.
· Quadrant IV: Not urgent and not important – distractions to avoid.
For secretaries, this theory is especially useful. Many secretaries spend time handling urgent requests like phone calls or last-minute letters, but often neglect long-term planning or organizing their schedules. By using the matrix, they can focus more on tasks that truly matter rather than reacting to everything at once (Covey, 2020).
Parkinson’s Law
Parkinson’s Law, introduced by British historian Cyril Northcote Parkinson in 1955, says that “work expands to fill the time available for its completion” (Parkinson, 1955). This means if a task could take 30 minutes, but you give yourself an hour, you’ll likely use the whole hour, even if it’s not necessary.
This theory highlights the danger of open-ended schedules and unnecessary delays. Secretaries who do not set firm deadlines may take longer than needed to complete tasks like typing letters, organizing files, or responding to emails.
The key takeaway is that setting tighter and realistic time limits can improve focus and boost performance. Even recent workplace studies show that managing tasks within short time blocks helps avoid procrastination and increases motivation (Clark, 2022).
The Pomodoro Technique
The Pomodoro Technique was created by Francesco Cirillo in the 1980s. This method encourages people to work in short, focused periods—usually 25 minutes of work followed by a 5-minute break. After four sessions, a longer break is taken. These work sessions are called "Pomodoros."
The method is designed to help people maintain concentration and avoid burnout. Recent studies have shown that short, timed work sessions improve mental sharpness and reduce fatigue, especially during repetitive or high-focus tasks (Panisoara et al., 2020).
For secretaries, the Pomodoro Technique is helpful when working on tasks like data entry, email management, or document preparation. These short, focused sessions keep the mind fresh and prevent distractions.
Goal-Setting Theory (Locke & Latham)
Another relevant theory is the Goal-Setting Theory, developed by Edwin Locke and Gary Latham. This theory says that when people set clear and challenging goals and receive feedback, they perform better. Goals give direction and motivate people to stay focused (Locke & Latham, 2019).
In the office environment, secretaries often have daily or weekly goals such as organizing meetings, managing records, or maintaining communication channels. Setting specific goals like "respond to all emails before 2 PM" or "complete meeting minutes by the end of the day" makes it easier to stay on track and measure performance.
Research has shown that people who write down their goals and track their progress are more productive and less likely to waste time (Latham, 2020).
ABCDE Method (Prioritization)
The ABCDE Method is a simple but effective prioritization strategy introduced by Brian Tracy. In this method, tasks are labelled:
· A: Very important – serious consequences if not done.
· B: Should be done – mild consequences.
· C: Nice to do – no consequences.
· D: Can be delegated.
· E: Can be eliminated.
Tracy (2021) suggests starting with “A” tasks before moving to less important ones. This strategy helps secretaries deal with their to-do lists more efficiently and avoid being overwhelmed by low-priority tasks.
2.2.2 Herzberg’s Motivation-Hygiene Theory
Understanding what keeps employees motivated and satisfied at work is important for improving job performance, especially for office workers like secretaries. One of the most well-known ideas in this area is Herzberg’s Motivation-Hygiene Theory, also known as the Two-Factor Theory. It was developed by Frederick Herzberg in the late 1950s and has remained relevant in today’s work environments (Herzberg, 1968; Alshmemri et al., 2017). This theory helps explain what really drives people to do well at work and what causes them to feel unhappy or unmotivated.
Herzberg found that two sets of factors affect how people feel about their jobs:
1. Motivators (also called "satisfiers") – These are things that make people feel good about their work and push them to do more. They are internal and connected to the nature of the job itself. Examples include: Achievement, Recognition, The work itself, Responsibility and Opportunities for growth or advancement
2. Hygiene Factors (also called "dissatisfies") – These are external factors. They don’t motivate people by themselves, but if they are missing or poorly handled, they cause dissatisfaction. Examples include: Salary, Company policies, Work conditions, Job security and Relationship with supervisors or co-workers
Herzberg’s big idea was that job satisfaction and dissatisfaction are not opposites. For example, having a good salary (a hygiene factor) can stop someone from being unhappy, but it won’t necessarily make them love their job. For real motivation, motivator factors must be present.
Secretaries play a critical role in offices. They manage communication, schedules, records, and other important tasks. However, many often feel overlooked or underappreciated, especially if their work environment is not supportive.
According to recent research, when secretaries are given:
· Recognition for their efforts,
· Challenging tasks that allow them to grow,
· And responsibility in decision-making,
They become more engaged and perform better (Ali et al., 2021).
On the other hand, poor working conditions, low pay, or lack of support from supervisors often lead to dissatisfaction, even if the actual job is not bad. This means managers should focus on both motivators and hygiene factors to get the best out of their employees.
This theory also helps explain why some secretaries are better at managing their time and organizing their tasks. If they are motivated by the work itself, enjoy challenges, and feel valued, they are more likely to take initiative, meet deadlines, and stay productive.
But if they are just working to avoid being scolded or because they need the paycheck, they might do the bare minimum. Even if they have good time management tools, a lack of motivation may still lead to poor performance.
According to Ghazi et al. (2020), motivation plays a huge role in how well people manage their schedules and stay focused. Secretaries who are given growth opportunities and recognition are more likely to develop strong self-management habits.
Modern researchers still support Herzberg’s ideas. A study by Rehman & Mubashir (2023) shows that while salary and job security are important, real job satisfaction comes from achievement, recognition, and personal growth. These are all motivators that drive better job performance across many roles, including secretarial positions.
Herzberg’s Motivation-Hygiene Theory explains why some workers feel motivated and perform well, while others do not, even if they’re doing the same job. It shows that removing dissatisfaction isn’t enough; to truly motivate employees, especially secretaries, employers need to create meaningful work experiences. When secretaries are recognized, trusted, and given room to grow, they are more likely to manage their time well, stay organized, and contribute more to the organization.
2.3 Empirical Review
2.3.1 Self-Organization in Secretarial Work
Self-organization refers to a person’s ability to plan, prioritize, and carry out their tasks without needing constant supervision. For secretaries, this skill is very important because their job involves handling many duties at once, like managing schedules, communicating with staff and clients, organizing files, and more. Several studies have looked into how well secretaries can self-organize and what factors help or hinder this skill.
A recent study by Adegbite and Aina (2022) in Nigeria found that secretaries who showed strong self-organization skills were more productive and needed less supervision. The study showed that when secretaries plan their day ahead, make use of checklists, and set personal goals, they are more likely to meet deadlines and handle multiple tasks successfully. The authors concluded that self-organization leads to higher job satisfaction and efficiency.
Another study by Okonkwo and Nwachukwu (2021) focused on secretaries in government offices in Anambra State, Nigeria. It found that many secretaries struggled with managing their time and staying organized. The reasons included a lack of training, poor office systems, and distractions in the work environment. The researchers observed that secretaries who were not self-organized often missed deadlines, misplaced important documents, or had to redo tasks, leading to low job performance.
Ibrahim and Yusuf (2020) reported the importance of training. They showed that secretaries who were given short courses or workshops on personal organization and time planning performed better in their jobs. These secretaries were more confident in handling tasks and were better at prioritizing important work. The study recommended that regular self-management training should be part of professional development for secretarial staff.
In a broader study by Chukwuma and Essien (2023), researchers found that secretaries are more likely to stay organized when their work environment supports them. This includes having clear job descriptions, supportive supervisors, and good office tools (like calendars and planning software). They noted that even highly skilled secretaries might struggle to self-organize if they work in a chaotic or unsupportive environment.
A more recent study by Eze and Ibe (2024) looked at how digital tools (like online calendars, task management apps, and emails) help secretaries stay organized. The study, done in some private firms in Lagos, showed that secretaries who used digital tools were more in control of their schedules and made fewer mistakes. However, it also noted that some older secretaries lacked training in digital self-organization tools, which reduced their effectiveness.
2.3.2 Time Management Effectiveness in Organizations
Time management has become one of the most important skills in modern workplaces. It refers to how well individuals or teams plan and control how much time they spend on tasks to improve productivity and reduce stress. Several recent studies have explored how time management affects employees’ performance, especially in administrative and organizational roles like that of secretaries.
A study by Aduke and Adeoti (2021) in Nigerian civil service offices found that employees who followed time management techniques, like using to-do lists, prioritizing urgent tasks, and limiting distractions, were more productive and satisfied with their jobs. The researchers found a strong link between good time use and high-quality output. Those who managed their time well reported less stress and were better at meeting deadlines.
A study was conducted in the UK, which examined time management training across several medium-sized companies. Their research showed that when employees received formal training on how to manage their work hours, both team efficiency and individual output improved. The companies experienced fewer missed deadlines and better project delivery. The study also pointed out that managers play a key role in helping staff stick to routines and avoid time-wasting habits (Walker and Green, 2022).
Onyema and Nwankwo (2020) found that poor time management among administrative staff in tertiary institutions led to delays, duplication of efforts, and incomplete reports. According to the study, many staff members wasted time on unplanned meetings, personal phone calls, and social media. The researchers recommended regular awareness sessions to remind employees of the value of time discipline.
In recent years, many organizations have adopted digital tools to help employees manage their time better. A study by Taylor and Eze (2023) revealed that tools like Microsoft Outlook, Google Calendar, and task management apps helped office workers plan better and track tasks. The study, which included participants from both the UK and Nigeria, found that employees who regularly used these tools finished their tasks faster and reported better control over their workday.
In another recent study by Khan and Yusuf (2024) found that employees who were trained to manage their time experienced less job burnout and more work-life balance. The study, conducted in corporate offices in London, noted that good time management not only improved performance but also reduced anxiety, increased job satisfaction, and boosted morale. The researchers recommended making time management part of employee wellness programs.
2.3.3 Case Studies
Educational institutions, including polytechnics, face unique challenges when it comes to staff performance, time management, and self-organization. Case studies from different institutions offer valuable lessons on what works and what doesn't. These studies often explore real-life issues and show how specific strategies can improve productivity and overall work culture, especially among administrative staff such as secretaries.
A case study conducted by Oladipo and Samuel (2021) at Osun State Polytechnic in Nigeria examined how self-management affected the performance of secretarial staff. The researchers found that secretaries who planned their work and organized their desks and files properly were more efficient. The study also showed that secretaries with strong self-discipline and time consciousness performed better and made fewer mistakes. The authors recommended regular workshops on personal organization for support staff.
Udo and Ahmed (2022) conducted a case study in two public polytechnics in Northern Nigeria. They discovered that many administrative staff struggled with managing their time effectively due to overcrowded offices, outdated filing systems, and excessive workloads. While the secretaries knew the importance of time management, the work environment often made it difficult to stay on schedule. The study highlighted the need for modern office tools and better task delegation from heads of departments.
A broader study by Okafor and Eze (2023) focused on various tertiary institutions across South-East Nigeria, including polytechnics. The researchers found that staff who received regular training in communication, time planning, and use of digital tools were more confident and productive. Secretaries in institutions with a clear training policy reported better job satisfaction and lower stress. The study stressed that without continuous staff development, even skilled secretaries may fall behind.
In a recent study carried out at a Federal Polytechnic in Southwest Nigeria, Afolayan and Musa (2024) explored how digital tools like Microsoft Outlook and Google Workspace impacted secretaries' efficiency. They discovered that secretaries who used digital calendars, reminders, and file-sharing systems completed their tasks faster and avoided common errors. However, the study also found that older secretaries needed more training to fully benefit from these tools.
Another important study by Ekong and Ijeoma (2022) looked at how leadership support influenced secretarial performance in polytechnic institutions. The study found that secretaries who received encouragement, regular feedback, and clear instructions from their supervisors were more likely to stay motivated and organized. Poor leadership, on the other hand, led to confusion, low morale, and missed deadlines.
These case studies show that the performance of secretaries and other administrative staff in polytechnics depends greatly on self-organization, time management, regular training, leadership support, and access to digital tools. Although many staff understand the value of good work habits, real challenges like poor infrastructure, lack of training, and weak leadership still limit their performance. These lessons can help guide policies and practices aimed at improving workplace efficiency in educational institutions.
2.4 Gaps in the Literature
Even though many researchers have studied time management and self-organization in workplaces, there are still some important areas that have not been fully explored—especially when it comes to secretaries working in Nigerian polytechnics.
Most studies about time management and self-organization in Nigeria focus on the general workforce or on academic staff in universities. Very few have looked specifically at secretaries in polytechnics, who play a key role in the daily running of departments, offices, and student affairs. For example, Okafor and Eze (2023) explored training and job performance in tertiary institutions, but did not provide detailed findings about the unique role of secretaries. Similarly, Udo and Ahmed (2022) discussed time management challenges in polytechnics but focused more on environmental issues, not on the individual skills of secretarial staff.
As a result, there is still limited evidence on the specific experiences, challenges, and performance of secretaries in the Nigerian polytechnic system. This makes it hard for policymakers or administrators to design training or support systems that truly meet their needs.
Many existing studies focus on either time management or self-organization as separate topics. For example, Aduke and Adeoti (2021) looked at how time management affects performance in the civil service, while Oladipo and Samuel (2021) studied self-organization in a polytechnic. However, very few studies explore how both skills combined influence job performance, especially in secretarial roles.
This is a significant gap because time management and self-organization often work together. A secretary who knows how to manage their time but lacks proper organization may still miss deadlines or produce low-quality work. Likewise, being organized but not managing time well can lead to unfinished tasks or delays. Therefore, more studies are needed to understand how the interaction between these two skills affects job outcomes in educational institutions.







CHAPTER 3 
RESEARCH METHODOLOGY
3.1 Research Design
This study adopts a descriptive survey research design. Descriptive research aims to systematically describe characteristics, behaviors, or phenomena within a population without manipulating variables. It is particularly useful when the objective is to understand "what is" rather than "why it is" (McCombes, 2023). By employing this design, the study seeks to capture the current roles, responsibilities, and experiences of secretaries at Kwara State Polytechnic.
3.2 Population of the Study
The target population comprises all secretaries employed at Kwara State Polytechnic. This includes secretaries across various departments and units within the institution. Focusing on this group ensures that the study captures a comprehensive view of the secretarial workforce within the polytechnic.
3.3 Sample Size and Sampling Technique
Sampling Method: The study utilizes a stratified random sampling technique. In this method, the population is divided into distinct subgroups or strata based on shared characteristics, such as departments or years of experience. Random samples are then drawn from each stratum, ensuring that all relevant subgroups are adequately represented 
Determining the appropriate sample size is crucial for the reliability of the study. Factors such as the total population size, desired confidence level, and margin of error are considered. Using stratified random sampling enhances the representativeness of the sample, thereby improving the generalizability of the findings to the entire population of secretaries at the polytechnic.
3.4 Research Instruments
Structured Questionnaire: A structured questionnaire will be developed to collect quantitative data. This instrument will consist of closed-ended questions designed to elicit specific information regarding the roles, responsibilities, and experiences of the secretaries. Structured questionnaires are effective for gathering standardized data that can be easily analyzed statistically.
In addition to the questionnaire, an interview guide will be prepared for conducting semi-structured interviews. These interviews will allow for the collection of qualitative data, providing deeper insights into the personal experiences and perspectives of the secretaries. The combination of both instruments ensures a comprehensive understanding of the research topic.
3.5 Validity and Reliability of Instruments
Validity: To ensure the questionnaire measures what it is intended to, content validity will be established by consulting experts in the field of office administration and educational research. Their feedback will help refine the questionnaire items to cover all relevant aspects comprehensively.
Reliability: The reliability of the questionnaire will be assessed using the test-retest method. This involves administering the same questionnaire to a subset of the sample at two different points in time and then calculating the correlation between the two sets of responses. A high correlation coefficient (typically r ≥ 0.70) indicates good reliability. 
3.6 Method of Data Collection
Questionnaire Distribution: The structured questionnaires will be distributed to the selected sample of secretaries. Participants will be given clear instructions and a specified time frame to complete and return the questionnaires. Before data collection, informed consent will be obtained from all participants, ensuring they are aware of the study's purpose and their rights.
3.7 Method of Data Analysis
Quantitative Data: Responses from the structured questionnaires will be coded and entered into statistical software for analysis. Descriptive statistics, such as frequencies, percentages, and means, will be calculated to summarize the data.
3.8 Ethical Considerations
Ethical principles will guide every aspect of this research:
· Informed Consent: Participants will receive detailed information about the study's objectives, procedures, potential risks, and benefits. They will provide written consent before participating, in line with ethical standards.
· Confidentiality: All data collected will be treated with strict confidentiality. Identifiable information will be anonymised, and data will be stored securely, accessible only to the research team.
· Voluntary Participation: Participation in the study is entirely voluntary. Participants can withdraw at any point without any consequences, ensuring respect for their autonomy.
· Data Protection: Data handling will comply with relevant data protection regulations, ensuring that personal information is safeguarded against unauthorized access or disclosure.













CHAPTER FOUR
DATA PRESENTATION, ANALYSIS AND INTERPRETATION
This chapter presents and analyzes the data obtained from 30 respondents on the role of self-organization and time management skills in the job performance of secretaries at Kwara State Polytechnic. The analysis is structured by research question, using a 4-point Likert scale.
4.1 Research Question One:
What is the level of self-organization among modern secretaries in the institution?
Table 4.1.1: I plan my daily tasks before starting work.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	12
	40.0

	Disagree
	4
	13.3

	Strongly Disagree
	1
	3.4

	Total
	30
	100


Interpretation: 
83.3% of respondents confirmed they plan daily tasks, indicating a high level of self-organization (Okeke, 2021).

Table 4.1.2: I maintain an organized workspace that helps me focus.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	12
	40.0

	Agree
	13
	43.3

	Disagree
	3
	10.0

	Strongly Disagree
	2
	6.7

	Total
	30
	100


Interpretation: 
83.3% agreed that a tidy workspace aids focus and productivity, reflecting sound self-management (Adewale, 2020).
Table 4.1.3: I prioritize tasks according to urgency and importance.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	11
	36.7

	Disagree
	3
	10.0

	Strongly Disagree
	2
	6.6

	Total
	30
	100


Interpretation: 
83.4% prioritize work effectively, highlighting a key element of self-organization (Umeh, 2022).

Table 4.1.4: I follow a weekly plan or schedule.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	11
	36.7

	Agree
	13
	43.3

	Disagree
	4
	13.3

	Strongly Disagree
	2
	6.7

	Total
	30
	100


Interpretation: 
80% of secretaries follow structured weekly plans, supporting goal-oriented behavior (Bamidele, 2019).
Table 4.1.5: I set goals for each day and review them.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	10
	33.3

	Agree
	13
	43.3

	Disagree
	5
	16.7

	Strongly Disagree
	2
	6.7

	Total
	30
	100


Interpretation: 
76.6% set daily goals and evaluate their progress, showing proactive behavior and self-awareness (Onah, 2020).

4.2 Research Question Two:
How effective are the time management skills used by secretaries?
Table 4.2.1: I allocate specific time blocks to different tasks.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	12
	40.0

	Disagree
	3
	10.0

	Strongly Disagree
	2
	6.7

	Total
	30
	100


Interpretation: 
83.3% of secretaries use time-blocking techniques, reflecting effective scheduling (Ibrahim, 2022).
Table 4.2.2: I am usually able to meet deadlines for my tasks.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	10
	33.3

	Disagree
	4
	13.3

	Strongly Disagree
	2
	6.7

	Total
	30
	100


Interpretation: 
80% meet deadlines, showing that secretaries apply time management effectively (Chukwu, 2021).
Table 4.2.3: I avoid multitasking to focus better on important duties.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	12
	40.0

	Agree
	11
	36.7

	Disagree
	5
	16.7

	Strongly Disagree
	2
	6.6

	Total
	30
	100


Interpretation: 
76.7% avoid multitasking, improving focus and work quality (Yusuf & Adeyemi, 2021).
Table 4.2.4: I set time limits for meetings and tasks.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	11
	36.7

	Agree
	12
	40.0

	Disagree
	5
	16.7

	Strongly Disagree
	2
	6.6

	Total
	30
	100


Interpretation: 
76.7% manage time boundaries well, indicating maturity in time control (Ogundele, 2022).

Table 4.2.5: I reduce distractions during work hours to stay productive.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	12
	40.0

	Disagree
	3
	10.0

	Strongly Disagree
	2
	6.7

	Total
	30
	100


Interpretation: 
83.3% minimize distractions, helping maintain workflow efficiency (Aina, 2021).
4.3 Research Question Three:
In what ways do self-organization and time management skills influence the job performance of secretaries?
Table 4.3.1: Self-organization helps me complete tasks more efficiently.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	15
	50.0

	Agree
	11
	36.7

	Disagree
	3
	10.0

	Strongly Disagree
	1
	3.3

	Total
	30
	100


Interpretation: 
A total of 86.7% agreed that self-organization improves task efficiency (Okonkwo, 2020).
Table 4.3.2: Time management improves the quality of my work.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	12
	40.0

	Disagree
	3
	10.0

	Strongly Disagree
	1
	3.3

	Total
	30
	100


Interpretation: 
86.7% confirmed that good time management results in higher-quality output (Adeleke, 2021).
Table 4.3.3: Managing my time well reduces job stress.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	12
	40.0

	Agree
	13
	43.3

	Disagree
	4
	13.3

	Strongly Disagree
	1
	3.4

	Total
	30
	100


Interpretation: 
83.3% indicated that time control reduces work-related pressure, improving wellbeing (Bello, 2022).
Table 4.3.4: Being organized allows me to take on more responsibilities.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	12
	40.0

	Disagree
	4
	13.3

	Strongly Disagree
	1
	3.4

	Total
	30
	100


Interpretation: 
83.3% agreed that organization increases their capacity to handle complex tasks (Ijeoma, 2020).
Table 4.3.5: Time and self-management make me more reliable in my job.
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	15
	50.0

	Agree
	11
	36.7

	Disagree
	3
	10.0

	Strongly Disagree
	1
	3.3

	Total
	30
	100


Interpretation: 
86.7% believe these skills boost their reliability, which is essential for professional growth (Nwosu, 2021).


4.4 Discussion of Findings
The findings from the data analysis provide strong support for the research objectives regarding the role of self-organization and time management in secretarial job performance at Kwara State Polytechnic.
Research Question One: What is the level of self-organization among modern secretaries in the institution?
The analysis revealed that a majority of secretaries exhibit high levels of self-organization. Over 80% of respondents consistently plan their daily tasks, maintain an organized workspace, prioritize duties based on urgency, and follow weekly schedules. These habits are essential for effective administrative roles (Okeke, 2021; Adewale, 2020). Additionally, the setting and reviewing of daily goals suggest that secretaries are not only proactive but also mindful of their work priorities. This confirms Umeh’s (2022) assertion that self-organization enhances workplace efficiency and task completion.
Research Question Two: How effective are the time management skills used by secretaries?
Data shows that the respondents demonstrated strong time management skills. Over 80% reported allocating specific time blocks to tasks, meeting deadlines, and minimizing distractions during work. These behaviors are consistent with effective time management practices (Ibrahim, 2022; Yusuf & Adeyemi, 2021). Interestingly, most of the secretaries avoided multitasking and set time limits for meetings, indicating a conscious effort to maintain productivity. This supports Chukwu’s (2021) position that secretaries who manage their time properly are better equipped to meet organizational expectations.
Research Question Three: In what ways do self-organization and time management skills influence the job performance of secretaries?
The final set of findings revealed that self-organization and time management greatly influence secretarial job performance. More than 86% of respondents agreed that these skills helped them complete tasks more efficiently, improve work quality, and manage stress better. They also noted that being organized allowed them to take on more responsibilities and become more reliable. These results are in line with previous literature by Okonkwo (2020) and Adeleke (2021), which emphasized the connection between personal discipline, reliability, and job success in the administrative profession.











CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This study focused on the self-organization and time management skills needed by modern secretaries for successful job performance in industry, with a case study of Kwara State Polytechnic. The research aimed to examine:
1. The level of self-organization among secretaries.
2. The effectiveness of their time management skills.
3. The influence of both self-organization and time management on job performance.
Data were gathered from 30 secretaries using structured questionnaires based on a 4-point Likert scale. The analysis in Chapter Four showed that a significant proportion of secretaries are self-organized, plan their daily and weekly tasks, and use time management strategies like time blocking, minimizing distractions, and setting deadlines. These skills were shown to have a positive impact on their efficiency, reliability, and job performance.
5.2 Conclusion
Based on the findings, it is evident that self-organization and time management are critical competencies for secretaries in today’s evolving professional environment. Secretaries at Kwara State Polytechnic demonstrate strong abilities in both areas. Their planning skills, structured routines, and disciplined use of time have enabled them to fulfill their responsibilities effectively and with minimal stress.
Thus, self-organization and time management not only influence task efficiency but also contribute significantly to the overall productivity and professionalism of secretarial staff.
5.3 Recommendations
In light of the findings, the following recommendations are made:
1. Institutional Support for Time Planning: Management should support the creation of structured work plans and schedules to encourage secretaries to maintain their time-blocking habits.
2. Regular Training Programs: Workshops and seminars on personal productivity, self-organization, and time management should be organized periodically.
3. Encouragement of Goal Setting: Secretaries should be encouraged to set daily and weekly goals and review their achievements to improve focus and results.
4. Minimize Workplace Distractions: Offices should be structured to limit distractions during work hours, such as unnecessary meetings and background noise.
5. Incentives for Performance: Secretaries who demonstrate outstanding time management and organizational skills should be rewarded, as this would encourage others to improve their habits.
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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 a research and writing a project on the Self-Organization and the Time Management Skills Needed by Modern Secretaries for Successful Job Performance in Industry (A Case Study of Kwara State Polytechnic)
The exercise is important in partial fulfillment of the requirements for the award of National Diploma in Office Technology and Management of the institution.
Rest assured that the research ethics of anonymity and confidentiality will be strictly adhered to.


Yours faithfully, 
Alabi Taiwo Oyindamola
ND/23/OTM/FT/0067





APPENDIX 2
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/ Madam
RESEARCH QUESTIONNAIRE
This questionnaire is designed to solicit information from you on Self-Organization and the Time Management Skills Needed by Modern Secretaries for Successful Job Performance in Industry (A Case Study of Kwara State Polytechnic)
Kindly complete the questions below.
Rest assured that the research ethics of anonymity and confidentiality will be strictly adhered to.

Yours faithfully, 
Alabi Taiwo Oyindamola
ND/23/OTM/FT/0067

Self-Organization and the Time Management Skills Needed by Modern Secretaries for Successful Job Performance in Industry (A Case Study of Kwara State Polytechnic)
SECTION A: Research Question One
What is the level of self-organization among modern secretaries in the institution?
	S/N
	Statement
	SA
	A
	D
	SD

	1
	I plan my daily tasks before starting work.
	
	
	
	

	2
	I maintain an organized workspace that helps me focus.
	
	
	
	

	3
	I prioritize tasks according to urgency and importance.
	
	
	
	

	4
	I follow a weekly plan or schedule.
	
	
	
	

	5
	I set goals for each day and review them.
	
	
	
	



SECTION B: Research Question Two
How effective are the time management skills used by secretaries?
	S/N
	Statement
	SA
	A
	D
	SD

	6
	I allocate specific time blocks to different tasks.
	
	
	
	

	7
	I am usually able to meet deadlines for my tasks.
	
	
	
	

	8
	I avoid multitasking to focus better on important duties.
	
	
	
	

	9
	I set time limits for meetings and tasks.
	
	
	
	

	10
	I reduce distractions during work hours to stay productive.
	
	
	
	



SECTION C: Research Question Three
In what ways do self-organization and time management skills influence the job performance of secretaries?
	S/N
	Statement
	SA
	A
	D
	SD

	11
	Self-organization helps me complete tasks more efficiently.
	
	
	
	

	12
	Time management improves the quality of my work.
	
	
	
	

	13
	Managing my time well reduces job stress.
	
	
	
	

	14
	Being organized allows me to take on more responsibilities.
	
	
	
	

	15
	Time and self-management make me more reliable in my job.
	
	
	
	



