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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
The information and communication technology in the 21 century have revolution all profession worldwide including the secretarial practice. Aghatogu et al (2017) says that technology has boon a significam tool in almost all human endeavours. Jaiyeola (2017) argues that ICT is like an engine that could be used in so many ways the same engine that makes the aircraft to move could make a conveyor to convey finished product from promotion line to the storage location the same could be used for automobile, grinding machine, etc it is implement in the hands of secretaries but enhances add improves its performance. Adedoyin (2019) Appah and Emeh (2018) argues that information technology have affected every profession in the last twenty years.
The accounting profession is not out in these profound changes to business and methods of communications. Technology is providing the tools that are revolutionizing the role of secretarial professionals from that of information recorders to business strategies making them much more critical to the success of an enterprise Jaiyeola (2017).
According to Uzoka (2022), information technology is the harnessing of electronic technology in its various forms to improve the operations and profitability of the business as a whole. It provides significant improvements with facilities such as word processing. communication facilities in the form of electronic mail, database in relation to filling and data retrieval. Such advances improves business efficiency, eliminating unnecessary delays in communication between routine filling and correspondence.
As Ofurum and Ogbonna (2018) says information technology is the combination of computing, telecommunication and video techniques for the purpose of acquiring, processing, storing, and disseminating vocal, pictorial, textual and numerical information. The computing techniques provide the capacity for processing and storing of information; the telecommunicating techniques provides the capacity for communicating the information to susers and the video techniques the capacity for high quality display of images
Nemne and Terunarigha (2019) also stressed that technology is the systematic application of scientific knowledge in order to achieve practical results. It entails a combination of different approaches to solve a problem. It implies that technology is all about method and the way people apply them in order to get results. Therefore, we live in a competitive environment where things are changing fast and for the better technologically and due to the growing complexity of modern day management, the office is also changing. Secretarial functions such as trying, mailing a letter that usually takes minutes or hours has to be carried out in seconds with high speed, accuracy and perfection. The advent of information and communication technology which has revolutionized secretarial functions and the office. The secretary has to be well equipped to meet the present challenges and the challenges of the future in a contemporary office. Therefore, many experts in the secretarial profession (Boladele, 2022; Onifade, 2019; Igbinedion, 2019) have concluded that there will be changes, dramatic changes that will technology, work habis, impact on the personal line of professionals and the way they office Changing work patterns and atitudes of employees and his peoples are now working towards an moopunce of change (Khalid, 2022) the objective of dis st therefore, is to examine the effect of information and communication technology on secretaries in contemporary organizations.
1.2 Statement of the Problem
Deficiency of the typewriter and the duties of the secretary in the office have affected the organizational framework directly and indirectly, which slows the efficiency of the front office. There have been a hot of research efforts in other to recommend or find a lasting solution to the challenges of the secretaries in the office but there are still lapes
1.3 Research Questions
1. To what extents has the use of ICT impacted on the secretarial profession and individual secretary?
2 What are the problems encountered by secretaries in their use of ICTY
3. Can the adoption of ICT in an organization lead to retrenchment of the secretaries in an organization?
1.4 Objectives of the Study
1. To examine the impact of information technology on secretaries in offices.
2. To examine the problems of information technology to the secretarial profession
3. To identify how the application of ICT has promoted efficiency of the front office.
1.5 Significant of the Study
1. It is intended to study the effect of ICT on the secretaries and identify factors that do not allow for better performance of the secretaries.
2. This study will also create awareness to the individual secretary as it will enlighten them on the roles of ICT in the desk office.
3. The study will identify what lesson need to be learned on how ICT lessons can be applied in the consistent way in order to help secretary's put up good secretarial attribute in the performance of their duties.
4. The study will also assess the effect of ICT and on the secretaries and proffer solutions.
1.6 Delimitation
This study is restricted to effects of information and communication technology skills on the performance of secretaries; a case study of Ministry of Information and Communication Technology, Ilorin Kwara State.


1.7 Limitations
There are many difficulties encountered by the researcher in gathering useful information for this study, it is listed by time material and financial constraints.




CHAPTER TWO
LITERATURE REVIEW
2.1 Introduction
Information technology is the combination of computing, telecommunication and video techniques for the purpose of acquiring processing, saving, and disseminating vocal, pictoral, textual and numerical information. Uzoka (2022) defined information technology as the harnessing of electronie technology in its various forma to Improve the operations and profitability of the business as a whole. The secretarial function, though a supportive function, requires a large amount of initiative, tact and resourcefulness to succeed. Ugiaghe (2022) defined a secretary as an assistant to an executive, possessing mastery of office skills and ability to assume responsibility without direct supervision, whe displays initiative, exercises judgement, and makes decisions within the scope of his/her authority.
Boladele (2022) expressed that a secretary is a warm, endlessly helpful and under-standing individual whose sole aim is to alleviate, solve, prevent or soften problem workload and upsets for his/herexecutive. He/she is the means by which the executive initiates, handles and complete a project.
According to Onifade (2019), a secretary is an assistant to a manager. Apart from the traditional responsibilities, such as typing. taking dictation and transcribing, managing records, receiving, storing and retrieving information or operating the computer, attending meetings, answering telephone calls, he now carries out research, prepares the manager's itinerary, makes travel bookings and hotel reservations, supervises the junior workers, and makes some decisions using his initiatives.
Igbinidoin (2016) identifies the secretary's responsibilities to include; taking dictation and transcribing it into correspondence which is at once dispatched to its business destination. He highlights of some forms of these correspondence to include: letters, memos, circulars, orders, quotations, acceptances, contractual terms, and conditions, invitations, etc. Each of these items he claimed will invoke a response from the addressees, who will perhaps order materials, proceed to manufacture, insure cargoes, book hotels or engage in some other expensive activity which forms part of the intricate network of business life.
Brightman and Dimsdale (2016) traced the root of the high-tech revolution back to 1828 when Charles Babbage produced the first programmable calculating device, the Analytical Engine. We might look to the more recent past, 2024, and mention Howard Aiken's Mark 1, the first programmable computer. However, Computer technology has undergone series of changes which reflect big size to miniature size of computers with their increasingly high processing speed of data into information for decision making (Nicholas, et al. 2019). Information technology according to Oliver, Chapman and French (2020) is a technology which supports activities involving the creation, storage, manipulation and communication of information (principally computing, electronics and electronic communications) together with their related methods, management and applications.
ICT is seen as a way to promote educational change, improve the skills of secretaries and prepare them for the global economy and information society. ICT is used to improve delivery of and access to effective and efficient management of office and the organization as a whole. ICT as focus on secretaries, it tends to improve the understanding of the secretarial practice and functions, increase quality of secretaries work attitude thereby increase the impact of secretaries on the management of the office. While basically ICT based innovation can occur in secretarial functions, their linkage to office management is essential to achieve intended outcomes of an organization.
2.2 ICT Skills Required of Office Technology Secretaries
Modern secretaries are often the employees that hold an office or organisation together by making sure staffers and customers are in the right place at the right at the right time and have appropriate document and information needed. The type and size of company a secretary works will often dictate what skills are required. However, these are some basic secretarial skills on information communication technology that secretaries should master.
1. Technological skills
All secretaries need technological skills in order to allow them to perform some variety of computer-based task such as spreadsheet,
preparing presentations, creating and typing, advanced e-mail abilities, including working and attachment.
ii) Interpersonal Skills:
Secretaries must interact daily with their boss, co-workers and customers. Therefore, interpersonal skills and communication skills are essential. In addition to face to face contact, secretaries communicate by e-mail, telephone and teleconferencing system.
iii) Writing Skills:
In an organisation, secretaries are frequently responsible for drafting routine correspondence and filing documents as well as proof reading of document, such as pleading brief, discovery and transactional documents.
iv) Transcriptional Skills:
Transcriptional skills are foundational to secretarial practice. In addition to a fast typing speed (employer minutes), keen listening skills are required to comprehend voice dictation files, strong grammar, spelling, as well as understanding some terminologies.
v) Multi Tasking Skills:
Most secretaries work for more than one person or more than one simultaneously. Performing multiple tasks is second nature to a competent secretary. They know how to juggle multiple assignment and competing priorities and how to manage growing workload in today's office where one person frequently perform the job of three.
vi) Teamwork Skills:
A secretary must have a teamwork spirit because that is the most efficient way secretaries know how to get along with co-workers and collaborate with others in order to get things done.
vii) Attention to Details:
Attention to details is a crucial skill required by a secretary. This skill is critical in the legal profession, for example typing N60,000, in a settlement instead of N600,000 could result to a problem.
viii).Research Skills:
Secretaries perform internet research for multiple or tasks such as finding directions, gathering client information, researching the competition and locating expert wireless. Many secretaries especially those in small law offices, also perform paralegal duties, including legal research, cite checking and tracking down case law, learning legal research platform such as west law.
Ayo (2015) defined computer as an electronic device which accepts and processes data by following a set of instructions (programme) to produce an accurate and efficient result (information). At the end of the present revolution of ICT is the computer which means all other technologies revolve round the computer. It is a powerful tool that can be programmed to do virtually anything imaginable. Computer is a general purpose device that can be applied to various kinds of operations depending on the desire and application software.
2.3 The Challenges of ICT and Office Technology Secretaries Organisations
The Challenges of ICT and Office Technology Secretaries Organisations require from office managers/secretaries high degree of effectiveness, efficiency, accuracy, speed, timely performance and delivery of task, increase productivity and many more. It is therefore, imperative and inevitable for prospective, new entrants and existing secretaries into the world of work to be well prepared in order to meet and deliver their job performance effectively and efficiently as expected towards contributing to the achievement of organizational objectives.
Since secretarial and ICT skills are those abilities that will enable the secretary to perform office duties most effectively, therefore, skills required of office technology secretaries need regular evaluation for current update wherewithal to meet the changes of time. Office Communication Skills In view of Ayandele and Adeoye (2019), Office communications are central nervous systems of today's organizations which the secretaries ought to acquire the skills in other to operate them.
2.4 Secretary
The role of a secretary is necessary in every organization. A secretary, according to Mayer in Azih (2019), is an executive assistant who possesses the mastery of office skills, demonstrates the ability to assume responsibility with or without supervision, exercises initiativesand judgment, and makes decision with the scope of assigned authority. The secretary is a public relations expert, a staff assistant, the boss's office memory. The secretary is responsible for much of the detail work of the office and is expected to carry out the duties with a minimum of supervision and direction.
2.5 Solutions to Challenges Posted by ICT on Secretaries
The knowledge of training the old workforce acquired have become obsolete because of changing requirements, the existing work patterns and practices need to be updated more or less continuously to keep pace the with the prevailing technological development. Babangida (2016) puts it more clearly, 'you should avoid the fatal mistake of proverbial dinosaur which lived on it its past glory, refused to learn new methods, failed to adapt to changing times and which had to face definite extinction. 'Secretaries need to be on the new techniques in managing information using the latest information and communication technologies.
Ntukidem (2023) described internet as a vast information super highway that facilitates communication between computer users both nationally and internationally. In the view of Ohakwe (2018), internet is a major breakthrough in technology and revolution. The wonders of the millennium are indeed the most flexible medium currently available in a technological era.
How to connect to the Internet Before connecting to the internet, you must determine how you are going to connect to the internet. Are you going to connect to the internet using a modem or a broadband internet connection?
Connecting to Internet Using a Modem
Connecting to internet using a modem is the most widely available method of connecting to the internet. Although connecting to the internet with a modem is a much cheaper solution, it will be a much slow connection. In most areas you will be able to connect to the internet in either using local ISP, which is a company in your city that makes its business by selling internet connections. Or you may want to consider a larger ISP such as AOL and MSN which is a larger international company with location all over the United States and the world.
Check your local listing for available companies capable of providing you with the services.
Connecting to the Internet Using a Broadband Connection
Connecting to the internet over broadband is becoming a popular solution for connecting to the internet. Broadband is a much faster solution for connecting to the internet when compared to a modem and allows you to do more exciting things on the internet, such as watching movies, listening to music, playing games, and have a much enjoyable experience, loading web pages without having to wait for each page to load.
World-Wide-Web
The world-wide-web is hypertext-based information that links multimedia data base in different parts of the world through the internet. It is a situation whereby a page is acquired by individual or organisation on the internet.


Telecommuting/Tele-Working
This is a way by which the performance of office work is carried out at a site away from the office and communicating the results to the head office electronically by means of a telephone, computer, or e-mail using a modem. It involves applying information technology and communication techniques to the organisation so that firms can have large amount of the employees.









CHAPTER THREE
METHODOLOGY
3.0 Introduction
This chapter has to do with the methods and procedure which the researcher employed in gathering and analyzing data for the study on the purpose of the study which was basically to know Effect of information and communication Technology skills on the performance of secretaries.
The methods applied for the study are as follows;
· Instrument Used
· Population for the study
· Sample and Sampling
· Distribution and collection of data
· Method of data analysis
3.1 Instrument Used
The questionnaire was the instrument used by the researcher for gathering the needed data for the research work.
A questionnaire tagged, "Effect of information and communication Technology skills on the performance of a secretaries were designed by the researcher which was used as tool for data gathering for the study.
3.2 Population for The Study
The population for this study from which sample will be selected is the secretaries of Ministry of Information and Communication Technology Ilorin Kwara State. However, the population for the study consists of twenty (20) secretaries.


3.3 Sample and Sampling
The populations sampled were based on the secretaries of Ministry of Information and Communication Technology Ilorin Kwara State . twenty (20)copies of questionnaire were distributed to them.
3.4 Distribution and Collection of questionnaire
Twenty (20) copies of questionnaire were distributed to the secretaries of Ministry of Information and Communication Technology Ilorin Kwara State.
The researcher was able to collect alls (20) copies of the questionnaire which were distributed to the respondents.
3.5 Method of Data Analysis
All the data collected were analyzed manually with the aid of a calculator. Facts and Figures as chosen by the respondents were interpreted and presented in tabular form in such a way that it makes it easier for the readers to understand.





CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter deals with the statistical presentation and analysis of data collected through the completed questionnaire developed by the researcher with the help of his supervisor and which was sent out to selected establishments in Ilorin metropolis.
Respondents participated in the study; the result obtained will form the basis of this chapter. Data collected will be presented in tables and responses will be in percentages for ease of understanding.
The responses that carry the highest percentage will be considered to be the consensus of respondents.
Table 1: Organization Agree That The New  Advancement In Iet Is An Advantage Not For The Secretary Only But Also To Other Staff Of The Organization.
	OPTION 
	NO OF RESPONSE
	PERCENTAGE (%)

	Strongly agree
	16
	80

	Agree 
	4
	20

	Disagree 
	00
	0.00

	Strongly disagree 
	00
	0.00

	Total
	20
	100%


Source: Researcher's Fieldwork, 2025.
Table 1 showed that, 16(80%) of the respondent strongly agreed, while 4 (20%) agreed, none of the respondent disagreed with the notion, that the new advancement of ICT is an advantage not for the secretary only but also to other staff of the organization.

Table 2:   With The Provision Of Modern Office Automation, The Professional Secretary Will Have Less Work To Do In The Office
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly agree 
	10
	50

	Agree 
	5
	25

	Strongly disagree 
	2
	10

	Disagree 
	3
	15

	Total 
	20
	100%


Source: Researcher's Fieldwork, 2025.
Table 2 showed that, 10(50%) of the respondent strongly agree and 5(25%) agree, while 2(10%) of the respondent strongly disagree and 3(15%) disagree. Most of the respondent agreed that with the provision of modern office automation, the professional secretary will have less work to do in the office.
Table 3:   Secretaries Should Be Exposed To Office Technology Including The Internet.
	OPTION
	NO OF RESPONSE
	PERCENTAGE (%)

	Strongly agree
	14
	70

	Agree
	6
	30

	Strongly disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's Fieldwork, 2025.

This table indicated that, 14(70%) of the respondents strongly agree while 6(30%) of the respondents agree. Therefore, it is clear that secretaries are exposed to office technology including internet.
Table 4:   A Secretary Is Part Of The Team That Is Expected To Actualize The Vision Of An Organization.
	OPTION
	NO OF RESPONSE
	PERCENTAGE (%)

	Strongly Agree
	15
	75

	Agree
	5
	25

	Strongly Disagree
	00
	0.00

	Disagree
	00
	0.00

	TOTAL
	20
	100%


Source: Researcher's Fieldwork, 2025.
Table 4 revealed that, 15(75%) of the respondent strongly agree, 5 (25%) agree, none of them disagree to this notion, that secretary is part of the team that is expected to actualized the vision of an organization.
Table 5:   Information And Communication Technology Skills Enables Secretaries To Communicate With One Another Primarily By Voice, Fax And Email.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	11
	55

	Agree 
	9
	45

	Strongly disagree 
	00
	0.00

	Disagree 
	00
	0.00

	TOTAL
	20
	100%


Source: Researcher's Fieldwork, 2025.
Table 5 showed that, 11(55%) of the respondents strongly agree, 9(45%) agree, while there was no response for these options strongly disagree and disagree respectively. It can be seen that ICT enables secretaries to communicate with one another primarily by voice, fax and email.
Table 6:  Information And Communication Technology Skills Has Improved The Quality Of Work Done In An Organization.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly agree
	11
	55

	Agree 
	3
	15

	Disagree 
	2
	10

	Strongly disagree 
	4
	20

	Total
	20
	100%


Source: Researcher's Fieldwork, 2025.
Table 6 showed that, 11(55%) of the respondent strongly agree, 3(15%) agree, while 2(10%) strongly disagree and 4(20%) disagree. Therefore, it is clear that the quality of work done in an organization has greatly improved with the aid of information technology machine.
Table 7:   The Productivity Of Secretaries Can Increase In Discharging Her Duties Through The Use Of Information Communication Technology Skills.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	15
	75

	Agree 
	4
	20

	Strongly disagree 
	00
	0.00

	Disagree 
	1
	5

	TOTAL
	20
	100%


Source: Researcher's Fieldwork, 2025.
Table 7 showed that, 15(75%) of the respondent strongly agree, 4(20%) agree, 1(5%) disagree while there was no response for strongly disagree. This implies that productivity of secretary's increase in discharging her duties through the aid of ICT skills.
Table 8:   Information Communication Technology Skills Enables Secretaries To Make A Decision That Benefits The Organization.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	9
	45

	Agree 
	5
	25

	Strongly Disagree 
	3
	15

	Disagree 
	3
	15

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.
It was observed that, 9(45%) of the respondents strongly agree, 5(25%) agree while 3(15%) of the respondent strongly disagree and 3(15%) disagree. This implies that ICT skills enables secretaries to make decision that benefits the organization.
Table 9:   Information And Communication Technology Skills Has A Way Of Projecting And Enhancing The Image Of An Organization To Outside World.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	 Strongly Agree 
	11
	55

	Agree 
	3
	15

	Strongly Disagree 
	5
	25

	Disagree 
	1
	5

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.
This table showed that, 11(55%) of the respondents strongly agree, 3(15%) agree, while 5 (25%) of the respondent strongly disagree and 1(5%) disagree. This implies that the majority agree that ICT machines have a way of projecting and enhancing the image of an organization to outside world.
Table 10: The Introduction Of ICT, Has Increase The Efficiency Of Job Performance Of Secretaries In The Organization.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	16
	80

	Agree 
	2
	10

	Strongly Disagree 
	1
	5

	Disagree 
	1
	5

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.
It was observed that, 16(80%) of the respondent strongly agree, 2(10%) agree while 1(5%) of the respondent strongly disagree and 1(5%) disagree. It is very clear that as a result to the introduction of ICT, there will be increase on the efficiency of job performance of secretary in an organization. 


Table 11: Information And Communication Technology Skills Is Highly Essential For Effective Performance Of Secretary In An Organization.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	15
	75

	Agree 
	5
	25

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.
From the table, 15(75%) of the respondents strongly agree, 5(25%) agree, none of the respondents disagree with the notion that information communication technology machine is highly essential for effective performance of secretary in an organization.
Table 12: The Invention Of ICT Has Rendered The Secretary Jobless And Inefficient In His Or Her Daily Tasks?
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	2
	10

	Agree 
	2
	10

	Strongly Disagree 
	14
	70

	Disagree 
	2
	10

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.

This table showed that, 2(10%) of the respondents strongly agree, 2(10%) agree while 14(70%) of the respondents strongly disagree and 2(10%) disagree. Therefore, it is acceptable that the invention of ICT has not rendered the secretary jobless and inefficient in his or her daily tasks.
Table 13: Information And Communication Technology Provides Access To Information Through Telecommunication.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	13
	65

	Agree 
	7
	35

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.
Table 13 showed that, 13 (65%) of the respondent strongly agree that Information and Communication Technology provides access to Information through telecommunication. 7(35%) of the respondent agree, while there was no respondent for the following option respectively "disagree and strongly disagree".
Table 14: Some Secretaries Resist Information And Communication Technology Skills.
	OPTION 
	NO OF RESPONSE
	PERCENTAGE (%)

	Strongly Agree 
	12
	60

	Agree 
	5
	25

	Strongly Disagree 
	1
	5

	Disagree 
	2
	10

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.

Table 14 showed that, there was no respondents for these options strongly agree, agree and while 18(90%) of the respondent strongly disagree, 2(10%) disagree respectively. Therefore, it is clear that some secretaries do not resist Information and communication technology skills.
Table 15: In A Modern Office There Is Sufficient Work To Keep Both The Machine And Secretary Quite Busy.
	OPTION 
	NO Of RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	12
	60

	Agree 
	5
	25

	Strongly Disagree 
	1
	5

	Disagree 
	2
	10

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.
Table15 showed that, 12(60%) of the respondent strongly agree, 5(25%) agreed, 1(5%) strongly disagree while 2 (10%) of the respondent disagree. This implies that there is sufficient work to keep both the machine and the secretary quite busy.
Table 16: The Use Of Information And Communication Technology Hasten Decision Organization. Making In An
Organization.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	18
	90

	 Agree 
	2
	10

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.
It was observed that, 18 (90%) of the respondent strongly agree, 2(10%) Agree, none of the respondent disagree with the notion that the use of Information and Communication Technology hasten decision making in an organization.
Table 17: A Secretary Receives Dictation And Transcribe Both Personal And Business Correspondent For The Boss.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	15
	75

	Agree 
	3
	15

	Strongly Disagree 
	1
	5

	Disagree 
	1
	5

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.
Table 17 showed that, 15(75%) of the respondent strongly agree, 3(15%) agree while 1(5%) of the respondent strongly disagree and 1(5%) disagree. This implies that A secretary receives dictation and transcribe both personal and business correspondent for the boss.



Table 18: Secretaries Prepare Letters, Keep Records And Arrange Meetings For Another.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	18
	

	Agree 
	2
	

	Strongly Disagree 
	00
	

	Disagree 
	00
	

	TOTAL 
	20
	


Source: Researcher's Fieldwork, 2025.
Table 18 showed that, 18(90%) of the respondent strongly agree, 2 (10%) agree, there was no respondent for these option strongly disagree and disagree. Therefore, it implies that a Secretary prepare letters, keep records and arrange meetings for another.
Table 19: A Secretary Who Knows How To Operate New Office Automation Would Produce Better Job.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	13
	65

	Agree 
	7
	35

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.


Table 19 indicated that, 13(65%) of the respondent strongly agree that a secretary who knows how to operate new office automation would produce better job, 7(35%) of the respondent agree.
Table 20: Secretaries Must Be Conversant With The Use Or Information And Communication Technology Tools In Order To Sustain Their Job.
	OPTION 
	NO OF RESPONSE 
	PERCENTAGE (%)

	Strongly Agree 
	18
	90

	Agree 
	2
	10

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	TOTAL 
	20
	100%


Source: Researcher's Fieldwork, 2025.
Table 20 showed that, 18(90%) of the respondents strongly agree, 2(10%) agree, none of the respondent disagree with the notion, that Secretaries must be conversant with the use of Information and Communication Technology tools in order to sustain their job.






CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
This study was carried out purposely to reveal the great benefits that secretaries can achieve by using Information and Communication Technology for their performance.
Before when information processing was done manually, the secretaries were not productive and also it makes their work stressful, information processing then was usually very slow and not accurate but since the invention of Information and Communication Technology skills to the effectiveness of secretaries' work has become very easy and information processing is now very fast and accurate. With Information and Communication Technology secretaries are able to collect, analyze, plan and control information about the various aspects of the business using text, voice, graphics and video display technology. 
Therefore, from the study it has been revealed that secretaries need to be introduced to Information and Communication Technology if they want to be effective in their work and also for them not to be jobless because of their ignorance of Information and Communication Technology knowledge. Also, it shows that no organization can survive in the business environment and compete favorably with other organizations unless it introduces Information and Communication Technology for its operations.
5.2 Conclusion
The conclusions below are made on the findings of the study;
The introduction of Information technology skills to the effectiveness of secretaries. The high quality of work is expected from the secretaries in an organization using information technology.
Many organizations today prefer secretaries who have skills and knowledge in the use of information technology. This is highly true because many organizations want people who are well trained to operate their equipment.
In spite of the introduction of information technology machines in the office, the secretaries are still indispensable in the organization.
The quality of work done in an organization has greatly improved with the aid of information technology machine: it was observe that information technology machines are highly essential for efficiency of job performance of secretaries in an organization.
It is very necessary for an organization to embrace the use of information and communication technology equipment.
In the age of office automation, secretaries have to keep continually abreast of technological developments by mastering new practice, new technologies and new professional realities as rapidly as they emerge.
Lastly, secretaries in an organization must endeavor to be versatile in using this equipment in order to sustain their job efficiently and effectively.
5.3 Recommendations
Based on the findings of this research work, there is no doubt that effect of information and communication Technology skills on the performance of secretaries. Therefore, the management should try its best to let workers receive the training on the use of information technology equipment. This training will acquire them with skills of effective and efficiency of job performance.
Each business should also create room for setting apart a token of its profit from time for the purpose of acquiring various information equipment, as their costs are high.

Organization should also make provision for the maintenance of available information facilities.
Secretaries should be provided with good working conditions especially modern office machine and equipment on information technology in order to have an efficient production in their jobs.
Organizations should embrace the new information technology gadgets and make use of it, they should also update the knowledge of their secretaries about the use of new information development. Secretaries who are yet to get accustomed with the use of incurrent information should do so.
Organizations are to facilitate and encourage secretaries always to update their knowledge, skills and competence in their tasks including the use of Information and Communication Technology facilities. There should be sufficient funds for the procurement of necessary equipment, machines and other devices to make offices of Information and Communication Technology.
Secretaries must keep up to date of development in office technology; they must be willing and able to master new tools and techniques to remain relevance. Secretaries should make use of password in their work when operating on Information and Communication Technology system so as to prevent unauthorized person to easily have access to their work.
Secretaries should also ensure that they have the ambition to learn new technology that is created by the invention of Information and Communication.
Technology so as to be able to perform without the assistance of the boss and also to remain relevant in an organization.
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APPENDIX I
KWARA STATE POLYTECHNIC, INSTITUTE OF INFORMATION COMMUNICATION AND TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Respondent
Request for completion of Project Questionnaire
Please you have been identified as one of the resource person to elicit information for the ongoing diploma programme to determine the information topic. "Effect of Information And Communication Technology Skills On The Performance Of Secretaries."
Please indicate your opinion to the questionnaire as honest as possible as this will be used for research only.
Thanks for your cooperation.
Yours faithfully,

Salami Kudirat






QUESTIONNAIRE
1. Organization agree that the new advancement in ICT is an advantage not for secretary only but also to other staff of the organization.
(a)Strongly Agree ().   (b) Agree ()       (c) Strongly Disagree ()  (d) Disagree ()
2. With the provision of modern office automation, the professional secretary will have less work to do in the office?
(a)Strongly Agree ()  (b) Agree ()  (c) Strongly Disagree()  (d) Disagree ()
3. Secretaries should be exposed to office technology including the internet.
(a)Strongly Agree ()    (b) Agree ()   (c) Strongly Disagree ()   (d) Disagree ()
4. A secretary is part of the team that is expected to actualize the vision of an organization.
(a)Strongly Agree () (b) Agree ()  (c) Strongly Disagree ()  (d) Disagree ()
5. Information and communication technology skills enable secretaries to communicate with one another primarily by voice, fax and email.
(a)Strongly Agree ()   (b) Agree ()  (c) Strongly Disagree ()  (d) Disagree ()
6. Information and communication technology skills has improved the quality of work done in an organization.
(a)Strongly Agree ()    (b) Agree ()  (c) Strongly Disagree ()  (d) Disagree ()
7. The productivity of secretaries can increase in discharging her duties through the use of information and communication technology.
(a)Strongly Agree ()    (b) Agree ()  (c) Strongly Disagree()    (d) Disagree ()
8. Information communication technology skills enable secretaries to make decision that benefits the organization.
(a)Strongly Agree ()     (b) Agree ()  (c) Strongly Disagree ()     (d) Disagree ()
9. Information and communication technology skills has a way of protecting and enhancing the image of an organization to outside world.
(a)Strongly Agree ()     (b) Agree ()    (c) Strongly Disagree()    (d) Disagree ()
10. The introduction of information and communication technology skills has increase the efficiency of job performance of secretaries in the organization.
(a)Strongly Agree ()    (b) Agree ()    (c) Strongly Disagree ()   (d) Disagree ()
11. Information and communication technology skills is highly essential foe effective performance of secretary in an organization
(a) Strongly Agree () (b) Agree ()   (c) Strongly Disagree ()  (d) Disagree ()
12. The invention of ICT has rendered the secretary jobless and inefficient in his or her daily tasks.
(a) Strongly Agree () (b) Agree () (c) Strongly Disagree ()  (d) Disagree ()
13. Information and communication technology provides access to information through telecommunication.
(a) Strongly Agree () (b) Agree () (c) Strongly Disagree ()    (d) Disagree ()
14. Some secretaries resist information and communication technology.
(a) Strongly Agree ()   (b) Agree ()   (c) Strongly Disagree ()  (d) Disagree ()
15. In a modern office there is sufficient work to keep both the machine and secretary quite busy.
(a)Strongly Agree ()      (b) Agree ()  (c) Strongly Disagree()    (d) Disagree ()
16. The use of information and communication technology hastens decision making in an organization.
(a)Strongly Agree ()   (b) Agree ()  (c) Strongly Disagree ()   (d) Disagree ()
17. A secretary receives dictation and transcribe both personal and business correspondent for the boss.
(a)Strongly Agree ()     (b) Agree () (c) Strongly Disagree ()   (d) Disagree ()
18. Secretaries prepare letters, keep records, and arrange meetings for another.
(a)Strongly Agree ()    (b) Agree ()   (c) Strongly Disagree ()   (d) Disagree ()
19. A secretary who knows how to operate new office automation would produce better job.
(a)Strongly Agree () (b) Agree () (c) Strongly Disagree ()  (d) Disagree ()
20. Secretary must be conversant with the use of information and communication technology tools in other to sustain their job.
(a) Strongly Agree ()   (b) Agree ()  (c) Strongly Disagree ()    (d) Disagree ()

