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CHAPTER ONE
Introduction
1.1 Background to the Study
Officials within the department are so much sized with their duties to the extent that little attention is given to records management. Since projects involve contracting and acquisitions, it is necessary that official proves that they are transparent and accountable which can only be achieved through a clearly defined and organized records management program. 
       It is required that an organization’s records management program be effectives and efficient for a host of benefits. An effective records management system allows tracking of the life-cycle of records management in an organization, enables the organization to know when a records is created, its functions, duration of its usefulness by the agency that created it, the parameters and duration of maintaining it and the legal authority that enables it to be destroyed. The management and preservation of records in an organization helps in achieving greater efficiency, effectiveness and economy. 
It is very clear that there is a relationship between the organization’s effectiveness and efficiency and the proper care of organizational records and information. 
Information management lies with a well-document records management policy. A records management policy is defined as a formal policy that delineates the general administrative management concerned with achieving economy and efficiency in the creation, use and maintenance, and disposition of records. It is this policy which underpin hw the organization will manage its records in a way to promote it s efficiency and effectiveness in its operations. 
	The records management policy clearly details how records can be received or created by an organization. It goes on to explain how each form of records, electronic, paper or microform, can be handle by an organization that is the records storage, preservation  and retrieval methods. 
	Records need to be appraised periodically or systematically in order for the organization to continually dispose obsolete and to select records of archival value. Records appraisal ensure that semi-current records are separated from current records in order to  improve an organization efficiency  and effectiveness by limiting the retrieval period of the current  records needed for the day-to-day running of an organization. In addition to the above records appraisal improves organizational cost- effectiveness. Records created and stored on paper or in a computer are expensive. One function of records management is the economical control of information. There is little doubt that automation will be a necessary part of most office environment in the next few years. Records management personnel have responsibility to see that cost- effective produces are implemented and maintained to ensure low office overhead cost.. Records appraisal is one way of maintaining economical control over the organizational operations. Appraisal ensures that obsolete and useless records are removed from offices thereby creating office space and a reduction in records storage equipment cost. 
	It will not be prudent for archivists to put much effort in the acquisition, arrangement, description and preservation of archival material if the achieves may be lost as a result of a disaster that has not been planned for. If an organization fails to write down a disaster preparedness plan, it exposes itself not only to a possible loss to its human capital but it is vital records and information needed for its daily operation. If an organization fails to access it vital records after a disaster, it will take time for the organization to return to business and that will result in a considerable loss of revenue, records management therefore, is one of the cornerstones of an organization effectiveness and efficiency.    
	An organization which is conscious to the benefits of proper records care will put many efforts to records preservation and conservation. Failure to preserve and conserve records and information will results in the loss of information through the deterioration of the records media. A written records preservation and conservation policy, which can be a section of records management policy, will help an organization to have a planned and organized records preservation and conservation program.. Preservation is a crucial element in the whole operations of a records program. The aim of archival preservation is to prolong the useable life of useful research information in two ways. First, preventive preservation seeks to reduce risk of damage and to slow down the rate of deterioration. Secondly; prescriptive preservation is a means of indemnifying and treating or copying damaged materials to restores useful access to the information. It is necessary for organization to have in place properly planned strategies of preserving and conserving records and information. The importance of information management in project as follow; information management aids decision making, creates value of usefulness, allows to gain completive advantages, helps solve problems, helps to monitor and control, improves communication, improve services, increases flexibility, creates knowledge, increase productivity increases revenue, reduces costs, provides  metrics and measurements, integrates and coordinates resources, makes things explicit, reduces uncertainty and supplements memory. In short proper records cares aids the organization’s efficiency and effectiveness.                                 
1.2  Statement of the Problem
Management seems not to be concerned about proper records management. Despites all the benefits derived from good records management practices, decisions are rarely accurately made.
	However, the problems surrounding this are multi-dimensional. Most organization lack appropriate and capable records management personnel in their organizations. These personnel lack the various office skills/ technique for effective and efficient records management and they may be carrying out jobs haphazardly without regards to the attainment of the goal of an organization.
More so, most organization lack the needed funds to produce records management materials and equipment such as filling  cabinets , file jackets, computers,  are grossly lacking in various establishment. Over the years, lack of typing sheets, office pins, etc has become a common complaint in both public and private establishments. This may have resulted from the fact that the organizations lack adequate funds with which to procure materials for the maintenance and safety or organizational records. 
Moreover, various records personnel’s are irresponsive to technological development in records management. The records management personnel are afraid of either insecurity or retrenchment associated with the introduction of automation.        
1.3  Objectives  of the Study
The general objective of the study is to examine An Assessment of the Effectiveness of Records management Practices in Organization. The specific objectives are to:
i. Identifying strategies used to manage records  in an organization 
ii. Describe methods used to preserve and conserve the department’s vital records.
iii. Identifying if the department has any records appraisal system. 
iv. Know how the department records management program has assisted the department to achieved its effectiveness and efficiency
v. Examine the relevant machines that are used to support records keeping
vi. Identifying the likely consequences of poor records management in organizations.         
1.4   Research Questions
The following research questions were raised for the study:
i. What are the strategies used to manage records in an organization? 
ii. What are the methods used to preserve and conserve the department’s vital records
iii. What records appraisal system predominant in organizations?
iv. What effect does records management program has on organizational efficiency?
v. What are the machines relevant records keeping in organizations? 
vi.  What are the likely consequences of poor records management
1.5  Significance of the Study
This study would be of immense benefit to office workers, students, and future researchers alike.
· Office workers: the office worker will benefit much form this study as the findings in this study would provide them with information on how to put records into files and stores them properly for easy retrieval.
· Clerical staff: the findings in the study would provide information to clerical staff on how to store information in files, folders and then a cabinet for easy retrieval and movement of correspondence and easy identification.
· Students: student would benefit from the findings of this research work as they would be used for reference propose.
1.6  Delimitation
The study is concerned with the assessment of the effectiveness of records management practices in organization. The study covers such areas as the nature of records management in organization, the effects of poor records management on the activities of forms a, and he level of awareness of proper records managements.    
Besides, the measures to improve records management will be looked in to. It is hoped that the result of the research can be effectively generalized to other business organization in the state and the federation.    
1.7  Limitations
In the cause of research worm the researcher’s encounted some challenges such as delayed in collection of data. Inadequate time and financial constraints. Hence all possible best was made to ensure that these to not impact negatively on this research.      











CHAPTER TWO
Review of Related Literature
Introduction
This chapter reviewed related literature that enabled the researcher broaden her understanding on the research problem. The chapter is presented under the following sub-headings:      
2.1 Concept of Records Management
2.2 Importance of Rerecord Management to an Organization 
2.3 Benefits of Records Management to an Organization 
2.4 Requirement for an Effective Organizational Records Management Program 
2.5 Records Life-Cycles
2.1 Concept of Records Management
	The area of general administrative management concerned with achieving economy and efficiency in the creation, maintenance, use and disposal of the records of an organization throughout their entire life cycle and in making the information they contain available in support of the business of that organization.
2.2 Importance of Record Management to an Organization 
	Records are important to organization operations there is increasing public security regarding the need for cooperate leaders to assure that business information in the forms of records can be trusted, audited, retained and produced, when required. The importance of properly managing business records is reveals in news sources almost daily, including the consequences of the failure of some organization to retain records for mandated times periods. 
Records are indeed strategic resources which can be used to improve the organization effectiveness, efficiency and productivity. Stephen (2019) identifies ten benefit of records management in an organization which are listed as follows.
i. Records preserve the cooperate memory. An organization files contain its institutional memory, an irreplaceable assist that is overlooked. Every business day, you create the records which could become background data for future management decision and planning Saur (2015) says cooperate memory is information of an organization that is of value for re-use. A record acceding to Millar (2019) is information created, received and maintained by an organization or a person, in pursuance of legal obligation or in the transaction of business.  A record is evidence of what happened.  Corporate memory records includes board, commission and committee  meetings, contracts , ideas , regulations, technical reports, video tapes and films, memos etc. it encompasses all of the many type of documented  and undocumented information and organizational units require to functions effectively. This information is used throughout the organizations form executive management through the finance legal and personnel departments, to those involved in the engineering manufacturing and marketing activities.        
ii.  Records management helps in protecting vital information. Every organization, public and private, needs a comprehensive program for protecting vital records and information form catastrophe or disaster because every organization is vulnerable to loss. Operated as part of the overall records management program, vital records programs preserve the integrity and confidentially of the most important records and safeguards the vital information assets according to a “plan” to protect the records. . 
iii. Records management helps to control the creation and growth of records despite the decades of using various non-paper storage media, the amount of paper in our offices continue to escalate. An effective records management program addresses both records management program, creation control and records retention, thus stabilizing the growth of records in all formats. 
iv. Records management helps reduce operating cost. Record keeping requires administrative dollars for filing equipment, space in office, and staffing to maintain an organized filing system (or to search for lost record when there is no organized system). It cost 22 dollars less per linear foot of records to store in active records in the federal records centers versus in all office. (Multiply that by 30% to 50% of records in an office that does not have records management program in place), and there is an opportunity to utilize staff more productivity- just by implementing records management program (Stephens, 1995) usually, in an office that does not have a records program, 30-50% of the files could be stored off site, we average 25 feet of paper per person.  
v.  Records management helps improve efficiency and productivity. Time spent searching for missing records is non productive.  A good records management program can help any organization upgrade its record keeping systems so that information retrieval is enhanced, with corresponding improvement in office efficiency and productivity. A well designed and operated records system with an effective index can facilitate retrieval and deliver information to users as quickly as they need it.
vi. Records management helps to assimilate new Records Management Technologies- a good records management progam provide an organization with the capability to assimilate new technologies and take advantage of their benefits. Investments in new technologies do not solve filing problems unless current manual record keeping systems are analyzed (and occasionally, overheauld) before automation is applied. 
vii. Records management helps to ensure regulatory compliance. These laws can create major compliance problems for business and government agencies since they can be difficult to locate, interpret and apply .the only way an organization can be  sure that  it is if full compliance with the laws  and regulation is by operating  a good records management program  which takes responsibility for regulatory compliance.
viii.  Records management helps to minimize litigation risks. Business organizations implement records management programs in order to reduce the risks associated with litigation and potential penalties. This can be equally true in government Agencies. A consistently applied records management program can reduce the liability associated with document disposal by providing for their systematic, routine disposal in the normal course of business.   
ix. Records management helps to support better management decision making. In today’s business environment, the manager that has the relevant data first often wins, either by making the decision ahead of the competition, or by making a better, more informed decision, a records management program can help ensure that manager and executive have the information they need when they need it.
x. Records management helps in putting in place disaster preparedness programs. Disaster preparedness is done by first conducting an organizational risk assessment to identify risks which may cause emergencies and disasters to the organization; the organization then considers how damaging these emergences or disaster might be the organization. Miller  and Simermon (2019)claims that emergencies or disasters nights are to the organization. 
Miller and Semormon (20149) says emergencies may fall into the following categories; natural emergencies such as earthquake, flood , hurricane etc, environmental, political, incited, and technological related.  The following may pose potential threats to records, water and weather damage. Records may be damaged by leakages, flooding, high humidity, fire earthquakes, armed conflicts, power failure and loss of staff may pose a threat to organizational records and archives. 
After identifying the risk which may befall an organization the impact analysis must also be conducted. “When determining the impact of an emergency or disaster, it is necessary to consider both the tangible and intangible consequences that could result a loss of business operations”the impact may be the loss of staff, records, assets and the loss of the revenue from the business.
The disaster plan must make recommendations for action.. Recommendation on for action may be long terms, for example, seeking new storage facilities medium term for example, replacing leaking pipelines. Short term, or example, repairing pipes in worst condition or immediate, for example moving records away from underneath pipes cover tops of shelve with plastic sheeting (to allow water to flow off in the event of a leak).
The organization’s disaster plan, which must be a part of the organizational records management policy, must recommend the protection of records against the identified risks. In order to protect records from water drainage records must not be stored or place next to water pipes regularly and other measures s which can prevent or mitigate the impact which can be prevent or mitigate the impact of water disasters.  Protection against fires measures may involve installing automation fire detections, installing manual fire alarm, compartmentalize holding by installing values, fire doors, removing all unstable of dangerous materials form areas near records. Lastly the disaster preparedness plan must include security measures, protection against armed and conflict and plan to improve existing facility mangers can obtain and assemble pertinent questions quickly for current decision and future business planning propose. The disaster plane can work effectively where there I a records management program.
Records management helps to foster professionalism help in running the business. A business  office  with files ask , stacked on top of the cabinets and in boxes everywhere, creates a poor working environment. The perceptions of customers and the public, and “image” and moral” and the staff, though hard to quantify in cost benefit terms, may be among the best reasons to establish a good records management program.
2.4 Benefit of Records Management to an Organization
Records management can be used to prove that public servant are transparent. The world bank (2000:4) says , “government are being asked to be transparent and engaged with their citizen. “Pulmer (2017) says at micro level the objectives of public accountability include efficiency in investment and the production and delivery of public goods and services.  
Pulmer (2018) says records act as deterrents or provide evidence of most type of fraud. They can reflect the misclassification, wrong, description and udder –valuation of goods services. So records acts as control measurer measures that reinforce other control systems such as internal and external audit. Publisher  contend that  that above can be achieved  because records leave audit trails that can also reflect and  intentional or accidental unauthorized actions carried out records (e.g. Tempering, theft or loss). Consequently management provides a preventative, credible restraint for corruption and fraud. 
In the construction industry, Craig and Sumer Ville (2007) identify two advantage of records management or information management. The first one being the reduction of the high levels of waste on construction, that  is inadequate, impropriate, inconsistent, and lost or a combination of these. Secondly records management can be used to monitor snagging in projects. Snagging is an expression used to describe the process of defect identification and resolution. Record management allows the collection and recording of snagging of information on paper records.  
	Records management is key to sound financial management and public sector investment. For example, large scale infrastructure investment, such as the construction of gas pipelines, may be delayed or may incur significant additional costs for government land registries cannot provide complete and definite statement of titles to property. 
2.5 Requirement for an Effective Organizational Records Management Program
In order for an organization to realize the above benefits, there must be a commitment from the top management of the organization to consciously embrace proper records management practices in support of the organization’s business transaction. The organization’s top management must be a leadership which is open to change and open to embrace records management standards. Within the organization top management, there must be an organizations records manager, a person entrusted to see all organizational records management projects. Rearstyne (2018) says the record manager must be a person who is able to promote record management standards to an organization. He/she must be negotiator between the organization and his or her employees, and an assessor or risk against the organization’s stated and unstated risk management plan. The records manager must not be a junior officer but he/she must be one of the manager reporting directly to the chief executives officer an organization sitting on the company so that he may be able to influence the organization het organization‘s top management on issues of records management. Without the support of organizational senior management the records a management program is doomed to fail.    
	Secondly a good organizational records managements program is anchored on laid down polices and procedure. Policies and procedures for creating and storing records in both paper and electronic format that are demonstrably supported by an organization‘s executive, includes the chief executives officer, chief financial officer, chief information officer, general counsel, and increasingly often, the chief compliance officer or other executive responsible for information governance. World Bank White Paper (2016). Carlisle (2017) lists the following as the importance of standard in record management   .                                                                          
i. Standard and best practices foster program excellence by providing a baseline of generally accepted principles, methods and tools that can be relied upon to produce desirable results. 
ii. The importance of formal standards lies in the fact that they are objectives and hat standards are authoritative. The authority comes from the fact that they are developed by expert in the field. 
iii. Standards, polices or best practices helps organization employees particularly those dealing with records to avoid reinventing the wheel. That is, standards or documented best practices can act as an induction course for new employee, there will be no loss of information or continuity even amid a high staff turn. In light of the above each organization must have its own records management policy which detail how records can be created, used, preserved and finally deposited at the end of its life-cycles. 
An effective records management program requires an organizational file plan that list primary records types by functional unit so that information can be located without depending on any one employee. File plans, which are sometimes called records inventories, are the following reasons:
(a) To provide information on the purpose and functions of records Services, to gather together information on where records series are our recently housed. 
(b) To identify types of equipment and supplies currently used for coring records.
(c) To establish the frequency of access to individual records series 
(d) To gather information series 
(e) To establish the amount of space taken by records
(f) To gather information on current disposal practices and on known legal requirement for the creation and retention of records.                            .                
An effective records management system must have a vital records protection program that identifies and protects those records that are critical for immediate restart of an organization’s business process following a disaster or other interruption of the business continuity. An article found on the university of Washington says it is important to identify and protect vital records because it allows you to minimize the disruption of normal business operations after an emergency, minimize the economic impact of the disruption, comply with legal and regulatory requirement, recover and / or salvage office vital records and assets (i.e. equipment) rather than using time to recover unnecessary information. 
An effective organization records management program succeeds which there is training program that works with identified records coordinators in primary functional units to train them in the policies, procedures, workflows, and systems required to assure quality records keeping standard. The organization staff must have a training plan or staff development plan which pays attention to the staff needs. The organization staff must be knowledgeable on issues to do with records management. Roper and Miller (2019) say: Training plans are likely to be at unit rather than agency level and to include the following elements, defiling personal development. Relating personal development to what the organization is trying to achieve through its investment, relating the individual’s aims and objectives with an organization’s human resources. Strategy , making work and the workplace the main avenue for development activities, with traditional training used only when appropriate for specific needs (such a he induction for new recruits or staff on loan), focusing development activities on the achievement of competencies rather formal qualifications, utilizing the competencies of staff by matching then to specific time allotment each year for personal development, clarifying all responsibility of individual to achieve his or her personal development objectives, clarifying the role and accountability of the manager for management for training and staff development and recognizing senior management’s need to evaluate formally the benefits of the organization’s investment in personal development.     
A sound disaster preparedness plan is one of the key feature s of an organization record management program. Failure to have a disaster plan would in the organization losing its record including vital records which could make it possible for the organization to return back into business after an emergency or disaster.
Each organization must know it possible risk by carrying out risk assessment. According to Miller and Simerman (2019) “A risk assessment identifies possible disaster and emergencies that might occur in the organization and finally, resources being around a plan to construct a new building to house organization records and achieves securely must be the long term plan 
Raymondeliu (2019) says a records management program requires periodic audits that provide and enforcement vehicle and assists the clarity of the ”The audits may consist of records surveys or any other surveys which looks at the contribution of records management practices to the organization operation and effectiveness. Lastly, an organization records management must have a documented records retention schedule that list records services (categories) and he expected retention time periods (based on legal,; regulatory and best practice research). There is no way one can talk of records retentions schedules without mentioning records appraisal and disposal. Records appraisal and disposals is the key to effectiveness of records management to an organization. 
2.6 Records Life- Cycle
An effective records management program recognized the importance of managing records following the life-cycle concepts an analogy of that of living organism which is born and then dies. Holle (2015) says: all records are dynamic never static. An even record as long lived has a date of creation, a use/purpose, and a date of disposition or archiving.  The times of record’s arrival or creation and its disposition (if only to persistent storage) are the limits of its life cycle. The concept of creation to destruction is analogous to biological birth to death. Life cycle is a helpful way to look at record’s progressive stage. 
In short the life cycle concepts teach that records cannot be kept by the organization for ever. Organizations need to dispose old and useless records to create space for only current records.
A record is created and received by an organization; it is then classified and used in the day to day operations of the organization. The records are retained by the organization. When the record loses its relevancy to the organization it is ten disposed of either by total distraction or, those records with high and research value are selected and then sent to the archival institution.
Atherton (2019)had the following to say on the records  life cycle concept has been useful in promoting a sense of order, a systematic  approach, to the overall management of recorded information” Where the life cycle concept is being followed the organization will dispose records whenever they reach the end of their lifetime. Organizations cannot keep everything. Loss as quoted in Gerdon (2002) has the following to say: Returning everything is not good records management” Although storage is cheap, administrative cost are much are when you have to produce information. If you mountain of information is larger than it needs to be its risky. There are costs for going through all that, and there is the potentials that information you did not need to keep can harm you. The life cycle concepts therefore works where records appraisal are carried periodically so as to create records retention so as to dispose records systemically against the ad-hoc records disposal activities. 

















CHAPTER THREE
Methodology
The purpose of the chapter is to enumerate the method used in collecting and analyzing data for the study. This chapter will be conducted under the following sub-headings: 
3.1 Instrument Used 
3.2 Population of the Study 
3.3 Sample and Sampling Techniques 
3.4 Distribution & Collect of Data
3.5 Method of Data Analysis 
3.1 Instrument Used
	A questionnaire tagged an assessment of the effectiveness of records management practices in an organization was designed by the researcher which was used as a tool for data gathering for the study. The items in the questionnaire are placed in four points rating scale of” SA – Strongly Agree, A- Agree, SD, - Strongly Disagree, D- Disagree.  
3.2 Population of the Study
The population of the study made up of staff of Kwara State House of Assembly ,  Ilorin,  Kwara State. There are secretaries and clerical officers both junior and senior at the case study.  
3.3 Sample and Sampling Techniques
Random sampling is the techniques used because it is non-biased method and its gives all the respondents equal chance of been selected. A total of 20 secretaries and clerical officers  in the Kwara State House of Assembly , Ilorin, kwara State were selected randomly their responses were analyzed in chapter four of the project. 
3.4 Distribution & Collection of Data
     	The questionnaires designed were distribution by hand personally by the researcher. 20 copies of the questionnaire were distributed to the secretaries of the Kwara State House of Assembly Ilorin, kwara State, which. The researcher went back the following day to retrieve all the questionnaires.
3.5 Method of Data Analysis
The researcher based the analysis on the data collected from the respondents. The presentation of data collected was done in tabular form and converted into percentage for easy reading, understanding and to show the number of respondents who answered the questionnaire in chapter four.             
















CHAPTER FOUR
Data Analysis
4.1 Introductions
	This chapter shows how responses of the respondents to the questions in the questionnaire were analyzed in tabular form for easy understanding. The respondents’ views were used as data from which conclusions were made. 
	As stated in chapter three, twenty copies of the questionnaire were distributed to the organization. Twenty (20) copies were completed and returned. The results obtain from the questionnaire s formed the basis of this chapter.     
4.2 Results
Tables 4.1: Records Management is the systematic control of Record, from the creation of receipt of the Record to its final Disposition? 
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	03
	15

	Strongly disagree
	02
	10

	 Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork 2025
	Table 1 above showed that, 15(75%) of the respondents strongly agreed, that records management is the systematic control of records, from the creation or receipt of the records to its final disposition, while 3(15%) respondents agreed with the statement and 2(10%) respondents Strongly disagreed with the notion. This opined that, records management is the systematic control of records, from the creation or receipt of the record to its final disposition.
Tables 4.2: Do you think adopting a Records Management system is important to your Organization.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	05
	25

	Strongly disagree
	03
	15

	Disagree
	02
	10

	Total
	20
	100


Source: Researcher’s fieldwork 2025         
	Table 2 indicates that, 10(50%) of the respondents strongly agreed that, adopting a records management system is important to your organization, while, 5(25%) respondents agreed, 3(15%) of the   respondents strongly disagreed and 2 (10%)disagreed with the notion . This showed that, adopting a records management system is important to your organization. 









Tables 4.3: Information of Communication flows in an Office centre and revolve round the personality of the Secretary.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	03
	15

	Strongly disagree 
	02
	10

	 Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork 2025
Table 3 above, it has shown that, 15(75%) of the respondents strongly agreed, that, information of communication flows in an office centre, and revolve round the personality of the secretary, while 3 (15%) respondents agreed, 2(10%) of the respondents Strongly disagreed to the statement. however, it is safe to posit that, information of communication flows in an office centre and revolve round the personality of the secretary. 










Tables 4.4: A secretary is an Important Employee of an Organization who projects the image of such firm.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	07
	35

	Agree
	10
	50

	Strongly disagree 
	02
	10

	Disagree
	01
	5

	Total
	20
	100


Source: Researcher’s fieldwork 2025
Table 4 indicates that, 7(35%) of the respondents strongly agreed that, a secretary is an important employee of an organization who project the image of such firm, while,  10(50%) respondents agreed with the notion, 2(10% )respondents Strongly disagreed and 1 (5%) respondent disagreed. This depicted that, a secretary is an important employee of an organization who projects the image of such firm.    











Tables 4.5: The Manner of speaking of a Secretary repels on Magnetized another person .
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	06
	30

	Strongly disagree
	02
	10

	Disagree
	02
	10

	Total
	20
	100


Source: Researcher’s fieldwork 2025
	Table 5 revealed that, 10(50%) of the respondents strongly agreed that, the manner of speaking of a secretary repels or magnetized another person while, 6 (30%) respondents agreed with the statement, 2 (10%) respondents strongly disagreed and 2 (10%) of the respondents Disagreed. This implied that, the manner of speaking of secretary repels on magnetized another person. 











Tables 4.6: A secretary needs self Confidence in Interacting with people he /she comes in contact with. 
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	07
	35

	Strongly disagree
	03
	15

	Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork 2025
Table 6 above showed that , 10(50%) of the respondents strongly agreed that, a secretary needs self confidence in interacting with people he/she comes in contact with, while,  7 (35%) of the respondents agreed, 3(15%) of the respondents Strongly disagreed with the opinion. It is obvious that, a secretary needs self confidence in contacting with people he /she comes in contact with.     









Tables 4.7: Effective Record Management skills enhance the performance of Secretary.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	05
	25

	Strongly disagree
	03
	15

	Disagree
	02
	10

	Total
	20
	100


Source: Researcher’s fieldwork 2025
Table 7 affirmed that, 10(50%) respondents strongly agreed, 5 (25%)of the respondents  agreed that, effective record management skills enhance the performance of a secretary. While, 3(15%) of the respondents Strongly  disagreed and 2(10%) of the respondents Disagreed. This opines that, effective records management skills enhance the performance of secretary.  











Tables 4.8: Record Management helps the Secretary to be error free, in the cause of looking document options.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	11
	55

	Agree
	08
	40

	Strongly disagree
	01
	05

	 Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork 2025
Table 8 indicates that, 11(55%) of respondents  strongly agreed, and 8 (40%) of the respondents agreed that, record management help the secretary to be error free, in the cause of looking document. While, 1 (5%) of the respondent Strongly disagreed it is safe to posit that, record management helps the secretary to be error free, in the cause of looking document. 











Tables 4.9: Does knowledge of Computer facilitates the work of Secretaries?.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	05
	25

	Strongly disagree
	03
	15

	 Disagree
	02
	10

	Total
	20
	100


Source: Researcher’s fieldwork 2025
Table 9 revealed that, 15(75%)of the respondents  strongly agreed, and 5(25%) of the respondents agreed that, does knowledge of computer facilities the work of secretaries. While, 3(15%) of the respondents Strongly disagreed, 2(10%) of respondents Disagreed. This implied that, does knowledge of computer facilities the work of secretaries 













Tables 4.10: Does computer facilities the work of a Secretary.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	05
	25

	Agree
	10
	50

	Strongly disagree
	03
	15

	Disagree
	02
	10

	Total
	20
	100


Source: Researcher’s fieldwork 2025 
Table 10 affirmed that, 5(25%) respondents strongly agreed, and 10(50%) of respondents agreed that, computer facilitates the work of a secretary, while, 3(15%) respondents Strongly disagreed and 2(10%) of the respondents Disagreed to the statement. This depicted that, computer facilitate the work of a secretary. 











Tables 4.11: You case the output of work you product with computer.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	05
	25

	Strongly Disagree
	03
	15

	 Disagree
	02
	10

	Total
	20
	100


Source: Researcher’s fieldwork 2025
Table 11 above, it has shown that, 10(50%) of respondents strongly agreed, and 5(25%) of respondents agreed that, you case the output of work you produce with computer. While,  3(15%) of the respondent strongly disagreed and 2(10%) of respondents Disagreed with  the opinion.  It is obvious that, you case the output of work you product with computer.     













Tables 4.12: Does computer affect the success of a secretary.
	Option
	No. of Respondents
	Percentage (%)

	Strongly agree
	11
	55

	Agree
	08
	40

	Strongly disagree
	01
	05

	 Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork 2025
 Table 12 indicates that, 11(55%) of the respondents strongly agreed, and 8(40%) agreed that computer affect the success of a secretaries, while, 1 (5%)of respondent Strongly disagreed with the statement. It is safe to posit that, a computer affect success of secretary. 












Tables 4.13: The manner of speaking of a secretary repels on magnetized another person. 
	Option
	No. of Respondents
	Percentage (%)

	Strongly agree
	12
	60

	Agree
	07
	35

	Strongly disagree
	01
	5

	 Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork 2025
 	Table 13 revealed that, 12(60%) of the respondents strongly agreed, the manner of speaking of a secretary repels or magnetized another person. While, 7(35%) respondents agreed with the statement, 1(5%) respondent strongly disagreed. This implied that the manner of speaking of a secretary repels on magnetized another person.   











Tables 4.14: Records management make it easier to assess the document save on the system.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	75

	Agree
	05
	15

	Strongly disagree
	03
	5

	 Disagree
	02
	5

	Total
	20
	100


Source: Researcher’s fieldwork 2025
Table 14 indicated that, 10(75%) of respondents strongly agreed, and 5 (15%)of respondents  agreed that, record management make it easier to assess the document saved on the system while, 3(5%)of respondents Strongly disagreed, 2(5%) of respondents Disagreed. It is obvious that, records management make it easier to assess the document save on the system. 










Tables 4.15: Does records affect the success of a secretary?
	Option
	No. of Respondents
	Percentage (%)

	Strongly agree
	15
	75

	Agree
	03
	15

	Strongly disagree
	02
	10

	 Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork 2025
	Table 4.15 above, showed that, 15(75%) of the respondents strongly agreed, and 3(15%) of respondents agreed that, records affect the success of a secretary while, 2(10%) of the respondents strongly disagreed with the notion. This implied that, records affect the success of a secretary.












Tables 4.16: Does the contribution of computer literacy to a nation’s economy have any effect.
	Option
	No. of Respondents
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	05
	25

	Strongly disagree
	03
	15

	 Disagree
	02
	10

	Total
	20
	100


Source: Researcher’s fieldwork 2025
	Table 4.16 indicates that, 10(50%) of the respondents strongly agreed, and 5(25%) of respondents agreed that, contribution of computer literacy to a nation’s economy have any effect while, 3(15%) of respondents Strongly disagreed and 2(10%) of respondents disagreed with the opinion. This depicted that, contribution of computer literacy to a nations economy have any effect.  








Tables 4.17: The Utilization of computer literacy has tremendously increased the efficiency of the worker in an organization.
	Option
	No. of Respondents
	Percentage (%)

	Strongly agree
	15
	75

	Agree
	03
	15

	Strongly disagree
	02
	10

	 Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork 2025
	Table 4.17 revealed that, 15(75%) of the respondents strongly agreed, and 3(15%) of the respondents agreed that, the utilization of computer literacy has tremendously increased the efficiency of the work in an organization. While, 2(10) of the respondents strongly disagreed with  the statement. This opined that, utilization of computer literacy tremendously increased the efficiency of the worker in an organization.      









Tables 4.18: Does computer literacy provide job opportunities to the unemployed.
	Option
	No. of Respondents
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	05
	25

	Strongly disagree
	03
	15

	 Disagree
	02
	10

	Total
	20
	100


Source: Researcher’s fieldwork 2025
	Table 4.18 above, showed that, 10(50%) of the respondents strongly agreed, and 5(25%) of the respondents agreed that, computer literacy provide job opportunities to the unemployed. While, 3(15%) of the respondents strongly disagreed and 2(10%) of the respondents Disagreed with the statement. It is obvious that, computer literacy provide job opportunities to the unemployed.      
	









Tables 4.19: Acquiring appropriate computer literacy will enable the professional worker to achieve high productivity.
	Option
	No. of Respondents
	Percentage (%)

	Strongly agree
	15
	75

	Agree
	03
	15

	Strongly disagree
	01
	5

	 Disagree
	01
	5

	Total
	20
	100


Source: Researcher’s fieldwork 2025
	Table 4.19 above, it has shown that, 15(75%) of the respondents strongly agreed, and 3(15%) of the respondents agreed that, acquiring appropriate computer literacy will enable the professional worker to achieve high productivity. While, 1(5%)of the respondent Strongly disagreed and 1(5%)of the respondents Disagreed .This implied that , acquiring appropriate computer literacy will enable the professional worker to achieve high productivity.  


Tables 4.20: Does computer literacy skills in the course of your job using the word processing application?
	Option
	No. of Respondents
	Percentage (%)

	Strongly agree
	15
	75

	Agree
	03
	15

	Strongly disagree
	02
	10

	 Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork 2025
	Table 4.20 revealed that, 15(75%) of the respondents strongly agreed, and 3(15%) of the respondents agreed that, computer literacy skills in the course of your job using the word processing application. While, 2(10%) of the respondents strongly disagreed with the opinion. It is obvious that, computer literacy skills in the course of your job using the word processing application.    






CHAPTER FIVE
Summary, Conclusion and Recommendations
5.1 Summary 
	The study has highlighted that secretary needs to improve thier knowledge on how to use office machines. The study looked into what records management is all about, the impact of record management office equipment are essential for secretaries in an organization. According to researched, made I was unable to discover that the introduction of modern equipment has changed the performance of the secretaries, they opined that these equipment has influenced the performance of secretaries in delivering their task effectively at the place of work. Apart from the book reviewed, data were collected through the use of questionnaire. The questionnaire was designed by the researcher with the assistance of my supervisor and distributed to the chosen case studies. All questions were duly answered and returned; data were later analyzed and presented in chapter four.
5.2 Conclusion
	The research in this project has showed that modern office equipments make production of work easier and saving and assessing of documents in an organization. Effort has been taken to review current literature to the concept of environment and job commitments with a view of identify areas where further researchers may be necessary.  It is link between a secretary and her boss; its major functions are to facilities interaction, keep records and documents.  The majority of the respondents confirmed that every secretary should be proactive in their desire to keep records and documents for futures purpose. Lastly apart from typing with manual typewriter alone, with the help of secretary jobs made ease.
5.3 Recommendations
· Secretary should improve their knowledge on how to use all the modern office equipment.
· Secretaries should attend training and seminar that will make them more productive and reliable in their organization
· Organization should try their possible best by improving machines and equipment available for the secretaries so that makes a meaningful and reliable output.
·  Organization should ensure that necessary training of tasks and equipment be provided.
· Secretary should pay attentions to the message so that will be able to listen and understand and give accurate feedback as expected.                    
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APPENDIX I
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear respondent, 
 I am student of in the Department of Office Technology and Management institute of Information Communication and Technology, Kwara State Polytechnic, Ilorin. I am present conducting a research and writing a project on “An Assessment of the Effectiveness of Record Management Practices in an Organization”. 
The exercise is important in partial fulfillment of the requirements for the award National Diploma in Office Technology and Management of the Institution.
Rest assured that, the researcher ethics of anonymity and confidentially will be strictly adhered to. 

  Yours faithfully,
ADEMOLA ISIAKA FAWAS 						
ND/23/OTM/PT/0042













APPENDIX II
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Madam, 
RESEARCH QUESTIONNAIRE
This questionnaire is designed to solicit information from you on “AS ASSESSMENT OF THE EFFECTIVENESS OF RECORDS MANAGEMNT PRACTICES IN AN ORGANIZATION” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidently. 

Yours faithfully,   								
ADEMOLA ISIAKA FAWAS 
ND/23/OTM/PT/0042






QUESTIONNAIRE
1. Records management is the systematic control of records, form the creation or receipt of the record to its final disposition?
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
2. Do you think adopting a records management system is important to your organization Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
3.  Information and communication flows in an office centre and revolve round the personality of the secretary. 
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
4.  A secretary is an important employee of an organization who projects the image of such firm. 
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
5. The manner of speaking of a secretary repels or magnetized another person. 
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
6. A secretary needs self confidence in interacting with people he/she comes in contact with? 
 Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
7.   Effective record management skills enhance the performance of a secretary.
 Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
8. Record management help the secretary to be error free, in the cause of looking document. Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
9. Does knowledge of computer facilitates the work of secretaries?.
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       ) 

10. Does computer facilitates the work of a secretary?
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       ) 
11.  You case the output of work you product with computer 
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
12.  Does computer affect the success of a secretary ? 
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
13. The manner of speaking of a secretary repels or magnetized another person.
 Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
14.  Records management make it easier to assess the document saved on the system 
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
15. Does record affect the success of a secretary?
 Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
16. Does the contribution of computer literacy to a nation’s economy have any effects? 
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
17. The utilization of computer literacy has tremendously increased the efficiency of the worker in an organization. 
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
18.    Does computer literacy provide job opportunities to the unemployed
 Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       ) 
19. Acquiring appropriate computer literacy will enable the professional worker to achieve high productivity. 
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
20. Does computer literacy skills in the course of your job using the word processing application? 
Strongly agree (   )   	Agree (    ) 	Strongly disagree (	)	Disagree (       )
