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CHAPTER ONE
Introduction
1.1 Background To The Study
Word processing equipment’s are very vital in boosting productivity secretarial Services. It had been very useful to most business establishments as it aids them to develop an effective and efficient way to process data and making them into very useful information.
Word processing involves the processing of word (raw details which are inputs) from the draft stage (when they are collated) to the final stage where they become useful information to the organization. Word processing therefore is a way of getting ideas into word, word into paper, and the paper communicated to the right person
Word processing equipment’s are the devices or machines used in the office which aids the processing of data into useful information. Some of these machines include the computer system, the printer, graphic pen, scanners, flash discs, floppy disks etc. These equipments are very much useful to most secretaries today as they lead to effective and efficient, processing and delivery of needed information.
The computer system is the most imOKANDEJI AYISHAT OYINDAMOLAcomputer, in the 1950's, secretaries in establishments had relied on the use of long hand writings, taking shorthand, notes through manual methods of processing data which do not involve the use of machines. They relied more on the use of pen, pencils and papers where needed. This of course involved a lot of errors and mistakes, their jobs were most of the times rough and unpleasant to read.
When the typewriter surfaced, the errors were though reduced but were still present and secretaries longed for a better and more error- free machine that will have better effective and efficient results. The introduction of the computer brought alot of reliefs to most organization.
Back in the 1950's, 1960's and 1970's computers were used mainly to manipulate lists of numbers, names, and addresses. Those manipulations were called data - processing, so the typical computing center was called a data -processing center, run by a team of programmers and administrators called the data - processing department.
Those old computer systems were expensive, unreliable, and complex. They needed big staff members to do continuous repairs, reprogramming and supervision. They were bureaucratic and technological in nature. The term "data - processing' got a bad reputation. Secretaries who wanted to write and edit reports preferred to use simple typewriters, rather than deal with the dreaded 'data - processing department'.
When easy-to-use word processing programmes were finally invented for computers, secretaries were afraid to try them because computers had developed a scary reputation. The last thing a secretary wanted was a desktop computer which the secretary figured would mean "desktop trouble".
These word processing programs like, Ami, Microsoft word, were improved upon and today, they have become the secretary's best companion. The importance of word - processing equipments in organizations today cannot be over emphasized.
For many decades equipments had been used to increase productivity. This is known as an automation process. Word processing equipments and methods makes routine tasks easier and faster to accomplish. Human can carry out tasks/interacts with the computer through word processing programmes
A word processing program helps you write and edit sentences and paragraphs. Whatever you are writing and editing (such as a business letter, report, magazine article, or book) is called the document.
To use a word-processing program, put your fingers on the keyboard, and then type the paragraphs that make up your document, so they appear on the screen. Edit them by using special keys on the keyboard. Finally, make the computer send the document to the printer, send the document into the disk that can stored the document for many years
The need therefore arises for the secretary to develop the mastery of the various word processing programs in order to meet up with the challenges of making information's available as at when needed to the organization.
A secretary has been described as one who can think for his boss and can increase office output. He/she therefore, projects a favorable, image of the organization to the outside world. He/she is therefore the of the organization in question. Word processing equipments have brought about improvements in secretarial services.
In as much as all the failures and doubts that may have transpired. there are also successes recorded. This piece of work is to help secretaries. Managers, and even students to appreciate the efficiency of computers. The said that secretaries should try as much as they can to master computers user in performing their official duties for the achievement of organizational goals. The basic fact is that a secretary should know how to operate a computer, to know what is expected from the machine that is how a computer will influence the efficiency and effectiveness of a secretary, and realize the penalties and effects of not having the proper knowledge of the computer. A secretary who is computer literate has the opportunity to be employed in a computerized office or organization.
The secretarial profession is very dynamic. This is so because every organization needs a secretary, but the yardsticks for judging the quality of its secretarial service are quite different. The quality of training and on-the-job performance of secretaries are therefore of great concern to both the teachers and employers. Since a secretary has a lot to do in an organization, as far as taking dictation, writing correspondence, and keeping records, then, there is a need to employ word Processing to enhance effectiveness and efficiency in any organization.
The justification for introducing Word Processing lies chiefly in the low productivity of the ordinary secretary, faced with the repetitiveness of much typing work. Many items like price lists have to be updated continually (especially in inflationary times), the retyping of such documents is boring and even a good secretary becomes disgruntled, lengthy, and difficult reports may have to be retyped because of spelling or punctuation errors. There is a great need to improve this level of importance.
It is commonly seen in the office being used for word processing packages to the secretarial practice and storage of information. By this definition, the computer is an electronic device that accepts and processes by following a specified set of instructions (program) and giving our results. The word processing concept did not refer merely to equipment, but explicitly to the use of equipment "breaking down secretaries Labour into distinct components, with some staff members handing typing exclusively while others supply administrative support. A typical operation would leave most executives without private secretaries instead one secretary would perform various administrative tasks for three or more secretaries. Some secretaries see word processing as a career ladder into management, other predicts it will lead straight to the picket line. ”The national secretaries association fend secretaries as people who "can assume responsibility without direct supervision, feared word processing transform secretaries into "space-age typing pools. The article considered only the organizational changes resulting from secretaries operating word processors rather than typewriters, the possibility that word processors might result in managed men creating documents with the intervention of secretaries was not considered not surprising when few secretaries processed keyboarding Skills of the horn by. Word processing as one of the printing out text one of the most versatile word processing packages available is Microsoft word (MS-word) which is the main focus of this project. This packaging range of facilities. The major area of computer application in the organization is it's in the preparation of documents and reports the development in information technology has made edits in documents possible through the use of "the word processing package". Word processing is the capability to use advanced hardware to input, save and print words, sentences, and paragraphs, the word processor is a type of electric typewriter with storage and processing components. Opined that the major features of the word processor are that as the words are typed, they are displayed simultaneously at the Visual Display Unit (VDU) which enables the secretary to effect corrections like deleting or inserting words, sentences, and paragraphs before printing the documents.
A word processor is an electronic device (later a computer software application) for text, composing, editing, formatting, and printing. A Xerox 6016 memory writer Word Processor. The word processor was a stand-alone office machine in the 1960s, combining the keyboard text-entry and printing functions or an electric typewriter with a recording unit, either tape or floppy disk (as used by the Wang machine) with a simple dedicated computer processor for the editing of text. Although features and designs varied among manufacturers and models, and new features were added as technology advanced, the first word processors typically featured a monochrome display and the ability to save documents on memory cards or diskettes. Later models introduced innovations such as spell-checking programs and improved formatting options.
As the more versatile combination of personal computers and printers became commonplace, and computer software applications for word processing became popular, most business machine companies stopped manufacturing dedicated word processor machines. As of 2009, there were only two U.S. companies, Classic and Alpha Smart, which still made them needs update many older machines, however, remain in use. Since 2009, Sentinel has offered a machine described as a "word processor", but it is more accurately a highly specialized microcomputer used for accounting and publishing.
Word processing was one of the earliest applications for personal computers in office productivity and was the most widely used application on personal computers unit the World prominence in the mid-1990s. Although the early word processors evolved to use tag-based markup for document formatting, most modern word processors take advantage of a graphical user interface providing some form of what-you-see-is-what-you-get ("WYSIWYG") editing. Most are powerful systems consisting of one or more programs that can produce a combination of images, graphics, and text, the latter handled with type-setting capability. Typical features of a modern word processor include multiple font sets, spell checking, grammar checking, a built-in thesaurus, automatic text correction, web integration, HTML conversion, pre-formatted publication projects such as newsletters and to-do lists- and much more.
1.2 Statement Of The Problem
Before now, secretaries have been doing most of their jobs manually, one of the reasons is that volume of work involved was small. Prolonged manual work seldom results to fatigue and this could lead to low performance on the part of the secretary which could finally result into low productivity.
The expansion of most offices today has been to enhance better ways of doing things on a larger scale through the use of word processing equipments like the computer. Manual methods have become in effective due to the volume of work to be done.
The major problem of this study is to identify/reveal how word processing equipments have brought about increase in productivity of secretarial services in business organizations today.
1.3 Objectives Of The Study
The general aim of the study is to investigate impact of word processing package skills on performance of secretaries in organizations. The specific objectives is to :-
i. Describe the concept of word processing package
ii. Identify the importance’s of word processing package skills towards effective performances of secretaries.
iii. Investigate the influence of word processing package on the productivity of an organization.
iv. Examine the consequence of lack of word processing skills by secretary.
v. Find out the basic skills required of secretary to operate word processing package.
vi. Analyze who the secretary is.
1.4 Research Questions
The following research questions were raised for the study:-
i. What is a concept of word processing package?
ii. What are the importance’s’ of word processing package skills toward effective’s performance of secretary?
iii. What influence does word processing as on the productivity of an organization?
iv. What are the consequences of lack of word processing skills by secretary?
v. What are the skills expected to operate word processing package?
vi. Who is a secretary?

1.5  Significance Of The Study 
The research is aim at unveiling/reviling the importance of the word processing package skills the organization as a whole.
Also, a closer look at the work will reveal another fact that this is also useful to potential secretaries as it try to enlighten them more about the machines that could increase their productizes.
It’s also the hope of the researcher that the finds and recommendations of this work would be of benefit to various business office as the processed to get this machines, put them into use and achieve their organizational objectives.
Lastly this research is also significant as it is meant to fulfill part of the requirement for the award Ordinary National Diploma in Office Technology.
1.6 Delimitation
This study would not go beyond the topic which his impact of the word processing package skills on the performance of secretaries in organizations. 
This study would also limit to the case study, which is Micheal Imoudu National Institute for Labour Studies.
1.7  Limitations
In the course of this research work, the researcher encountered some challenges such as delayed in collection of data, inadequate time and financial constraints. Hence, all possible best was made to ensure that these do not impact negatively on its research.

CHAPTER TWO
Review of Related Literature
Introduction
This chapter deals with the review of related literature. The review will be conducted under the following Sub-headings:-
2.1 Concept of word processing package
2.2 Who is a secretary?
2.3 The importance of word processing package
2.4 The influence of word processing package on the production of an organization
2.5 The consequences of lack of word processing package by secretary
2.6 The prominent skills to operate word processing package 
2.1 Concept Of Word Processing Package 
Word processing package is changing the very nature of society itself. Such a development is indeed an important issue for all, especially at home and in the business offices, initially, many did not recognize the full usefulness of word processing package, and many regarded it merely as a faster way of turning out correspondence.
Word processing package refers to both the hardware system that carries out the function of word processing and software. The programme that instructs and guides the machine Information is what word processing processes, transmits and stores. We use word processor to create, manipulate and manage information fast and more easily than with any system previously devised. So, it is good for secretaries to understand it, and what they can do.
No other development has been as responsible for increasing our access to information as the word processing. Today, word processing is the most popular application especially in business offices and also work has been done increasingly with the aid of word processing package.
Although, words have been processed ever since paper was produced, the term "word processing" has been adopted to describe a new concept to improve the efficiency of business communications. Word processing package can be defined as the storage and the organization of language by electronic means especially for business purposes".
 Marilyn (2003) declared that: A word processing package differs from and ordinary typewriter in a very important way. It has a memory which gives it the ability to recall key strokes, electronically. Keystrokes can be kept in short-term ‘memory’ or stored on some sort of magnetic medium and then played back later, printing as many original’ copies as needed without requiring any more keystrokes.
Meroney (2019) in his own said that: Word processing package includes all of the steps that change an idea into area able form of communication through the management of procedure, equipment and personnel.
Stallard et al (2010) says that: Word processing package could be defined as the combination of people, procedure and equipment that put ideas into typewritten form". further explained that word processing is "a programming for improving the efficiency and effectiveness of business communication. With the introduction of word processing in business, secretarial work has been undergoing a transition. In a word processing, office, secretarial work have been divided into typing tasks. Typing tasks such as letter report, articles, memorandums, minutes of meeting, book manuscripts and non-typing which include answering the telephone, scheduling appointment, retrieving information, taking dictation, collecting and distributing information and so on were performed by the secretaries.
Emmeth (1995) asserts: Word processing package is used to inputs, edit, customize, and deliver medium to complex typed documents with established quality and time standards.
Word processing id defined McCabe et al (2007) as: The automation of documents production and also the combination of people procedures and equipment that transforms ideas into printed communications and help facilities the flow of related office work. 
Word processing package is a system of processing written communication by coordinating automated equipment and specialized people.
Locker (2017) affirms that: Word processing package is a method of capturing the keystrokes of typing so that a document can be revised of reformatted without retyping the parts that are unchanged.
Word processing package actually, is an extension of human ability, relieving you of much of the drudgery of proof-reading, retyping, and the endless repetition of tasks. It can do many things automatically, as long as the need has been anticipated and provide for in the software. It is regarded as a tool that accurately speedup works and aids management making.
Poynter (1982): Word processing package is designed to handle the typing, editing, storage and transmission of textual information rapidly automatically and efficiently. He further say they are like computer, they are computer but they are much easier to use. Luke et al define word processing as a transformation of ideas and word into a readable form through the use of procedure equipment and personnel.
Word processing package is not another name for a special type of machine. However, when the team is use in most business offices, it means that dictating equipment and automatic typewriter are being used to improve communication.
According to Stephen Dorsey (2020) the word processing package concept did not refer merely to equipment, but explicitly to member handily typing exclusive why others supply administrative and support. A typical operation would live most executive without private secretaries’ instead one secretary would perform various administrative task for three of more secretary. 
Horn (2021) define word processing as one of the printing out text one of the most versatile word processing package available is micro soft word (MS-Word) which is the main focus of this project. This packaging range of facilities.
2.2 Who Is A Secretary?
A secretary is a person who is employed to do office work such as typing letters, answering of phone calls and arranging meetings. In other situation, a secretary is an officer of a society or organization who deals with correspondence, admits new member and organize official meetings.
Secretary is an age-old profession. It was found in the ancient world when secretaries were appointed by the kings or other men of position. In ancient Rome, persons were appointed to perform general secretarial duties like writing keyword accounts here known as Scribe. According to the WebsterDictionary, 'Secretary' means- "One employed to handle correspondence and manage routine and detail work for a superior; an officer of a business concern who may keep records of directors and stockholders' meetings and of stock ownership and transfer and help supervise the company's legal interests; an officer of an organization or society responsible for its records and correspondence; an officer of the state who superintends a government administrative department Both the definitions are functional so that one can know the different functions as well as different types of Secretary. In the companies Act, a condensed but clear definition of Secretary is pro idea. It reads- "Secretary means any individual possessing the prescribed qualifications appointed to perform the duties which may be performed by a Secretary under this Act and any other ministerial and administrative duties.
A company has to undergo various legal formalities from its inception till it continues to exist. The winding-up of a company needs. To tackle all the legal formalities, a company prefers to appoint a person as its secretary who has the requisite qualifications. Generally, a small company cannot afford to appoint a full-time secretary and so it employs a part-time secretary.
A secretary, administrative assistant, executive assistant, personal secretary, or other similar titles is a person whose work consists of supporting management, including executives, using a variety of project management, program evaluation, communication, and/or organizational skills within the area of administration. There is adverse array of work experiences attainable within the administrative support field, ranging between internship, entry-level, associate, junior, mid-senior, and senior level pay bands with positions in nearly every industry especially among white-collar careers.
A secretary should make list, she can improve their organization skills by making a list of all the things they need to do for each day. A secretary should more likely to get things done, and in time if a secretary start early this should reflect on the word schedule she make but getting stated early also means , there are other things she can do to keep exercise and a good breakfast. 
2.3 The Important Of Word Processing Package
Word processing package allows you to ensure that you can have everything processed to high standard. You may be processing certain information or you may want to work or process a document that is handwritten. You can print out anything that has been word processed and you can ensure that there are no mistakes on the document or article that you have written.
word processing package will make sure that you have not made any mistake along the way and that your work can be meat and tidy as opposed to handwritten and scruffy. You can be sure that everything is going to look professional for the meeting and that you can present same sheet of paper with the same information on to everyone that may be present at the meeting and this is what make word processing package so important.
Once you have mastered word processing you will find that the importance of it is to ensure that everything is in order and that you can have it presented exactly as want it to be. If there was no word processing everything would still either have to be done by hand or by typewriter and this is not going to benefit anyone in today's fast paced society. You will find that you use word processing most days of your life when you are on your computer and want something written quickly that can be checked as you go along. Any editing can be easily done and you are not going to have to worry about making any mistakes as the word processor is going to pick them up and ensure that you correct them. There are simply no disadvantages to word processing that you will find.
Word processing package easily correct any mistakes which are made, can save multiple versions of documents and easily sort them so that you can go back to previous versions of the same document spell and grammar checking, format the text and general page layout so that you can make the page look more appealing or easier to read mails merge from a database so that you can easily send out letters to multiple people at a time copies can easily be made, which saves on printing and it is much easier to do 
2.4 The Influence Of Word Processing Package On The Production Of An organization
Before the introduction of word processing package work was repetitive and boring always bone at last time under pressure and always at the risk of copying errors. Word processing package surely affects the role of secretary in the office. The reason is that electronic computer has taken over the repetitive clerical job and increases the need for more highly skilled secretary
A secretary is expected to be a person who can think and use her sense and sound memory. A good secretary should be able to determine priorities and must be able to get work done efficiently at a reasonable cost.
Though word processing has greatly contributed positively to the secretarial profession is that:- 
i. It relieves the secretary form monotonous of work.
ii. A secretary develops new skills.
iii. Word processing package saves time, promotes accuracy and improve the quality work done. A secretary develops new Skills.
iv. It saves labour and increase productivity.
v. It provides management with an administrative responsibility.
vi. It helps to service customers better.
2.5 The Consequence Of Lack Of Word Processing Package By Secretary 
The position of then secretary is imposed, despite all the involvement, in achieving maintaining and uplifting managerial excellence. His/her position cannot be dispensed with an organization Regardless of the recent advancement in technology. Secretaries usually face stress in the office in the name of making sure that they uphold the image of the organization and help to achieve its objectives. This is not enough secretaries find themselves in stress full situation, most of which are poor management and use of obsolete machine. The use of obsolete machine brings about the problem occur typing of document omission of words, cause confusion and delay. Some years back secretaries and Colleagues usually encounter barriers in communication. This is caused through then use of manual typewriter and it make a lot of noise which caused barrier in communication. But since the introduction, of word processing package when producing document it does not make noise at all and it make the environment conducive for everybody. 
Before the introduction of this package secretaries also encounter the problems of insecurity, the file and document can be easily taken away by unauthorized person, but the secretaries save their document in the system which cannot be retrieved by unauthorized person. The office environment has metamorphosed into a very modern one from the traditional office know, the move now is toward a paperless office. This new trend according to has help enrich and widen the scope and practices of the secretarial profession in terms of speed, quality, accuracy and variety. There is, however, the need for the graduates office secretary be at home with interfere source and other new innovation that assist the secretary to facilitate her work and provide the much needed assistance. Has deplored the ideal of hiring outsiders as part time computer training, or sending secretarial students to other department to learn computer skills. The knowledge and skill of secretarial student’s trainer must be upgraded for their output to be relevant.
2.6 The Prominent Skills To Operate Word Processing Package
Chukwumezie(2012) The secretary must have the following skills before she can handle word processing package and they are:
Knowledge skills
Experience/qualification
Personal qualities
Work requirements
Knowledge Skills
Secretary is vital life skills and something that should no be overlooked by the secretary. It never too late for secretary to work on her communication skills and by doing so, she is improving the way she communicates to the people within and outside the organization. 
	 An organization skill is the ability to use your time, energy and resources etc. in an effective way so that you can achieve those things she want to achieve. A secretary in an organization should process good organizational skills so that she can achieve a good result at a very little time. 
Ways by which a secretary can use to improve her organizational skills, they are listed below as follow:
i. A secretary should be proactive, most secretary take work one day at a time, coming in ready to take whatever happen, however, that means secretaries are reaching to situation rather than preparing for it in advance. The best way to make the most of her is to prepare it in advance. Secretary should know what she need to do for the next day and make preparation for them before she leaves for the day.
ii. A secretary should make list, she can improve their organizational skills by making a list of all the things they need to do for each day. The benefits, this is at course so that she will forget anything, an added bonus tm making it cross it out. It gives secretary not only concrete way to keep track of the task she needs to do.
iii. Organizational skills are crucial to the success of any organization. Some secretaries are naturally organized, but she can, if she is not, she can develop them. The ways can keep secretary to improve her organizational skill is practical and workable ways.
iv. Interpersonal skill is an important element of the secretary such have and value to the executive lies in the skills in dealing with people and creating an impressing which will enhance the organization reputation. The secretary should provide a vital link between the executive and their various contact ensuring that communication are effective and that required action is taken.

v.  Interpersonal skills for secretary are involved in which is started :
a. Supervising and supporting junior staff
b. Identifying and solving problem using judgment and initiative.
c. Influencing other and negotiating successful with them 
d. Communicating effectively with others to coordinate administrative procedure.
Experience And Qualification
Before now high school graduate along with clerical skills were the only things that were required to become a secretary in the earlier days, however as the role of the secretary in the organization transformed, even the qualification required to become one has changed. Nowadays employers prefer candidates who at least have a college certificate at hand, and sometime these who have specialized in the field or industry which they have applied for. Secretary must have experience in making use of computer and it software such as word processing, spreadsheet, and database management, secretary need to have at least a year experience, in the field that is why the introduction of (SIWES) student industrial working experience, this help the secretary to have idea in their area of study. After this (SIWES) another way which a secretary can gain experience in when she need to go for her IT program, this program enables the secretary to have experience and to come familiar with office environment and office machines and equipment.
Personal Qualities
	Stated that personal qualities are skills that one’s was developed by oneself, which will be mention as followed:
i. Ability to work in own initiative :- Her training should enable her to take action authorized during the executive absence use initiative and judgment to see that matter requiring attention are referred to  delegated authority or handled on a manner so as to minimize effort to employer absence.
ii. Diplomacy:- Secretary should art and practices of conducting interacted relations by negotiating alliance, treaties agreement between her company with another.
iii. Accuracy:- Secretary should be able to short, read, announce incoming mail document and attach appropriate file to facilitate necessary action, determining routine, signature required and maintain follow up.
iv. Flexibility:- She should be able to take appropriate action independently options when faced with challenging secretarial problems.

Work Requirements
Work requirements is said to be the colleges ethics and equal opportunities, commitment to good customers care, with wellness to work flexibility to meet the demand of the job and willing to participate in staffs development. Secretary need to process this in her place of work. Work requirement is a necessity or prerequisites that are expected of a worker in an organization.

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 conducting under the following Sub-headings:-
3.1 Instrument Used
3.2 Population of the study 
3.3 Sample and sampling techniques
3.4 Distribution and Collection of Data
3.5 Method of Data Analysis
3.1 Instrument Used 
A questionnaire tagged impact of word processing package skills on the performance of secretaries in organizations was design by the researcher which was used as a tool for data gathering for the study. The items in the questionnaire replaced in four points rating scale of "SA- strongly agree, A-agreed, SD - strongly disagree, D- disagree".

3.2 Population For The Study 
The population of the study made up of staff of the Micheal Imodu National Institute for Labour Studies. There are total number of 20 secretaries both junior and senior at case study.
3.3 Sample And Sampling Techniques
Random sampling is the techniques used because it is non-biased method and it gives all the respondents equal chances of been selected. A total of twenty (20) secretaries in the Micheal Imodu National Institute of Labour Studies. Their responses were analyzed in chapter four of the project.
3.4Distribution And Collection Of Data
The questionnaires designed were distributed by hand personally by the researcher. Twenty (20) copies of the questionnaire were distributed to the secretaries of Micheal Imodu National Institute for Labour Studies and total twenty(20) copies were filled and returned. 
3.5Method 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 Introduction
This chapter illustrate the presentation and analysis of data collected through the questionnaire.
As stated in chapter three, thirty copies of the questionnaire where distributed to the organization chosen as the case study. Twenty were completed and retuned. 
This result obtained from the questionnaires formed the basis of this chapter.
The information gathered through the questionnaire is carefully analyzed below and all the questions are adequately structured in line with the questions raised in chapter one of the research questions raised in chapter one of the research questions.

4.2 Result
Table 1: The present day does employer emphasizes training for secretary profession.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	15
	75

	Agree
	03
	15

	Strongly disagree
	02
	10

	Disagree
	00
	00

	Total
	20
	100


Source: Field Survey, 2025
Table 1 reviewed that, 15(75%) of the respondents strongly agreed that, the present day employers emphasizes training for secretary profession, while, 3(15%) respondents agreed with the statement and 2(10%) respondents strongly disagreed with the notion. This depicted that, present day does employers emphasizes training for secretary profession.

Table 2: Some employ secretary without very sound qualification.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	02
	10

	Agree
	01
	05

	Strongly disagree
	17
	85

	Disagreed
	00
	00

	Total
	20
	100


Source: Field Survey, 2025
From table 2 above, it shows that, 2(10%) of the respondents strongly agreed and 1(5%) agreed that some employ secretary without very sound qualifications. While, 17(85%) respondents strongly agreed with the notion. It is not possible for any secretary to get employ without sound qualification.

Table 3: Information and communication flows in an office Centre and revolve round the personality of the secretary.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	05
	25

	Strongly disagree
	03
	15

	Disagree
	02
	10

	Total
	20
	100


Source: Field Survey, 2025
Table 3 showed that, 10(50%) of the respondents strongly agreed, that Information and communication flows in an office Centre and revolve round the personality of the secretary. While, 5(25%) respondents agreed with the statement and 3(15%) respondents strongly disagreed and 2(10%) disagreed. This says that, information and communication flows in an office center and revolve round the personality of secretary.

Table 5: The manner of speaking of a secretary repels or magnetized another person.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	04
	20

	Strongly disagree
	03
	15

	Disagree
	03
	15

	Total
	20
	100


Source: Field Survey, 2025
Table 5 shows that, 10(50%) of the respondents strongly agreed, that the manner of speaking of a secretary repels or magnetized another person. While, 4(20%) respondents agree with the statement and 3(15%) respondents strongly disagree and 3(15%) disagreed. This depicted that the manner of speaking of a secretary repels or magnetized another person.

Table 6: Does secretary needs self confidence in interacting with people he/she comes in contact with.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	15
	75

	Agree
	03
	15

	Strongly disagree
	02
	10

	Disagree
	00
	00

	Total
	20
	100


Source: Field Survey, 2025
Table 6 reviewed that, 15(75%) of the respondents strongly agreed that does a secretary needs self confidence in interacting with people he/she comes in contact with. While, 3(15%) respondents agreed with the opinion and 2(10%) respondents strongly disagreed with the motion. This show that a secretary needs self confidence in interacting with people he/she comes in contact with.

Table 7: The production of word processing package is better than the manual typewriter.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	05
	25

	Strongly disagree
	03
	15

	Disagreed
	02
	10

	Total
	20
	100


Source: Field Survey, 2025
Table 7 indicates that, 10(50%) of the respondents strongly agreed, that the production of word processing package is better than the manual typewriter. While, 5(25%) respondents agree with the statement and 3(15%) respondents strongly disagreed and 2(10%) disagreed. This show that, the production of word processing package is better than the manual typewriter

Table 8: word processing package help the secretary to be error free, in the cause of typing document.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	05
	25

	Strongly disagree
	03
	15

	Disagreed
	02
	10

	Total
	20
	100


Source: Field Survey, 2025
Table 8 reviewed that, 10(50%) of the respondents strongly agreed that word processing package help the secretary to be error free, in the cause of typing document. While, 5(25%) respondents agreed with the statement and 3(15%) respondents strongly disagreed with the notion. This depicted that word processing package help the secretary to be error free, in the cause of typing document.

Table 9: Does computer literacy skills help organizations to perform technical tasks.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	12
	60

	Agree
	04
	20

	Strongly disagree
	03
	15

	Disagree
	01
	5

	Total
	20
	100


Source: Field Survey, 2025
Table 9 above, it has shown that, 12(60%) of the respondents strongly agreed that computer literacy skills help organizations to perform technical tasks, in the cause of typing document. While, 4(20%) respondents agreed with the opinion, 3(15%) respondents strongly disagreed and 1(5%) disagreed with the motion. This show that, computer literacy skills help organizations to perform technical tasks.

Table 10: The knowledge of Computer facilities the work of secretaries.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	09
	45

	Agree
	05
	25

	Strongly disagree
	04
	20

	Disagreed
	02
	10

	Total
	20
	100


Source: Field Survey, 2025
Table 10 indicates that, 9(45%) of the respondents strongly agreed that, the knowledge of Computer facilities the work of secretaries. While, 5(25%) respondents agreed with the statement, 4(20%) respondents strongly disagreed and 2(10%) disagreed with the notion. This says that, the knowledge of Computer facilities the work of secretaries.




Table 11:Does Computer facilities the Work of a secretary.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	15
	75

	Agree
	03
	15

	Strongly disagree
	02
	10

	Disagreed
	00
	00

	Total
	20
	100


Source: Field Survey, 2025
Table 11 reviewed that, 15(75%) of the respondents strongly agreed that, computer facilities the Work of a secretary. While, 3(15%) respondents agreed with the statement and 2(10%) respondents strongly disagreed with the statement. It is obvious that, computer facilities the work of a secretary.

Table 12: Does Computer affect the success of a secretary.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	04
	20

	Strongly disagree
	03
	15

	Disagreed
	03
	15

	Total
	20
	100


Source: Field Survey, 2025
Table 12 shows that, 10(50%) of the respondents strongly agreed that, computer affect the success of a secretary. While, 4(20%) respondents agreed with the statement and 3(15%) respondents strongly disagreed and 3(15%) disagreed. This depicted that, computer affect the success of a secretary.

Table 13:There has been reduction in the expenses on labour supply in many offices today as a result of the introduction of word processing machine.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	15
	75

	Agree
	03
	15

	Strongly disagree
	02
	10

	Disagreed
	00
	00

	Total
	20
	100


Source: Field Survey, 2025
Table 13 indicates that, 15(75%) of the respondents strongly agreed that, there has been reduction in the expenses on labour supply in many offices today as a result of the introduction of word processing machine. While, 3(15%) respondents agreed with the statement and 2(10%) respondents strongly disagreed with the opinion. This show that, there has been reduction in the expenses on labour supply in many offices today as a result of the introduction of word processing machine.

Table 14: Word processing package make it easier to assess the document saved on the system.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	12
	60

	Agree
	04
	20

	Strongly disagreed
	03
	15

	Disagreed
	01
	05

	Total
	20
	100


Source: Field Survey, 2025
Table 14 above, it has shown that, 12(60%) of the respondents strongly agreed that, word processing package make it easier to assess the document saved on the system. While, 4(20%) respondents agreed with the statement, 3(15%) respondents strongly disagreed and 1(5%) disagreed with the notion. This show that word processing package make it easier to assess the document saved on the system.



Table 15:Word processing package is capable of correcting mistakes automatically.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	15
	75

	Agree
	03
	15

	Strongly disagree
	02
	10

	Disagreed
	00
	00

	Total
	20
	100


Source: Field Survey, 2025
Table 15 indicates that, 15(75%) of the respondents strongly agreed that, word processing package is capable of correcting mistakes automatically. While, 3(15%) respondents agreed with the statement and 2(10%) respondents strongly disagreed with the notion. It is obvious that, word processing package is capable of correcting mistakes automatically.

Table 16: dose the Contributions of Computer Literacy to a Nation's Economy Have Any Effect.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	04
	20

	Strongly disagree
	03
	15

	Disagreed
	03
	15

	Total
	20
	100


Source: Field Survey, 2025
Table 16 above shows  that, 10(50%) of the respondents strongly agreed that, the contributions of computer literacy to a nation's economy have any effect. While, 4(20%) respondents agreed with the statement and 3(15%) respondents strongly disagreed and 3(15%) disagreed. It is obvious that, the contributions of computer literacy to a nation's economy have any effect

Table 17: Does computer literacy provide job opportunities to the unemployed.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	09
	45

	Agree
	05
	25

	Strongly disagree
	04
	20

	Disagreed
	02
	10

	Total
	20
	100


Source: Field Survey, 2025
Table 17 showed that, 9(45%) of the respondents strongly agreed that, computer literacy provide job opportunities to the unemployed. While, 5(25%) respondents agreed with the statement, 4(20%) respondents strongly disagreed and 2(10%) disagreed with the motion. This indicate that, computer literacy provide job opportunities to the unemployed

Table 18: Acquiring Appropriate Computer Literacy Will Enable the Professional Worker to Achieve High Productivity.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	12
	60

	Agree
	04
	20

	Strongly disagree
	03
	15

	Disagreed
	01
	5

	Total
	20
	100


Source: Field Survey, 2025
Table 18 reviewed that, 12(60%) of the respondents strongly agreed that, acquiring appropriate computer literacy will enable the professional worker to achieve high productivity, in the cause of typing document. While, 4(20%) respondents agreed with the statement, 3(15%) respondents strongly disagreed and 1(5%) disagreed with the statement. This show that, acquiring appropriate computer literacy will enable the professional worker to achieve high productivity.

Table 19:  Does Computer Literacy skills in the course of your job using the word processing application.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	05
	25

	Strongly disagree
	03
	15

	Disagreed
	02
	10

	Total
	20
	100


Source: Field Survey, 2025
Table 19 indicates that, 10(50%) of the respondents strongly agreed that, computer literacy skills in the course of your job using the word processing application. While, 5(25%) respondents agreed with the statement and 3(15%) respondents strongly disagreed and 2(10%) disagreed. This says that, computer literacy skills in the course of your job using the word processing application



Table 20: Word processing package promote and help the secretaries when it come to document manipulation.
	Option
	No of respondents
	Percentage (%)

	Strongly agree
	12
	60

	Agree
	04
	20

	Strongly disagree
	03
	15

	Disagreed
	01
	5

	Total
	20
	100


Source: Field Survey, 2025
Table 20 reviewed that, 12(60%) of the respondents strongly agreed that, word processing package promote and help the secretaries when it come to document manipulation, in the cause of typing document. While, 4(20%) respondents agreed with the statement, 3(15%) respondents strongly disagreed and 1(5%) disagreed with the opinion. This shows that, word processing package promote and help the secretaries when it com to document manipulation.

CHAPTER FIVE
Summary, Conclusion And Recommendations
5.1 Summary
The study has highlighted that secretary needs to improve their knowledge on how to use word processing package. The study looked into what word processing package is all about, the impact of word processing package. Word processing packages are essential for secretaries in an organization. According to researched, made I was able to discover that, the introduction of word processing package has changed the performance of the secretaries, they opined that these packages has 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 word processing package make production of work more easer and saving and assessing of documents in an organization. Word processing package produces management with more and accurate information in a considerable short time.
Word processing package increase the quality of work done and also reduce the expenses of labour supply in many offices. Word processing package helps secretary to develop new production skills and productivities.
5.3 Recommendations
· Secretary should improve their knowledge on how to use all the word processing package
·  Secretaries should attend training and seminars that will make them more productive and reliable in their organization
· Organization should try their possible best by providing machines and equipment available for the secretaries so that they can make a meaningful and reliable output. At any point in time.
· Since word processing helps the secretary to develop new production skills, government should help higher institution to equip themselves with word processing equipment for instruction purpose.
· Word processing machine are expensive, there is no doubt. All the same, the government can do a lot to encourage the users by reducing import duties on modern machines. This will enable the managements of various organizations to be able to afford some of these machines in other offices, in order to improve efficiency in the organization.  
· Other researchers are encouraged to look deeper into this area of study to see what has been left out in this study.
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APPENDIX I
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Ma,
I am a student in the Department of Office Technology and Management, Institute of Information and Communication Technology. Kwara State Polytechnic, Ilorin. I am at present conducting a research and writing a project on Impact of the Word Processing Package Skill on the Performance of Secretaries in Organizations.
The exercise is important in partial fulfillment of the requirements for the award of National Diploma in Office Technology and Management of the institution
Rest assured that, the researcher ethics of anonymity and confidentially will be strictly adhered to.
Yours faithfully,

ABDULRAZAQ ZAINAB 
ND/23/0TM/PT/063
APPENDIX II
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Madam,
Research Questionnaire
This questionnaire is designed to solicit information from you on “Impact of the Word Processing Package Skill on the Performance of Secretaries in Organizations”
 Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.
Yours Faithfully,
ABDULRASAQ ZAINAB
 ND/23/0TM/PT/063

QUESTIONNAIRE
(1) Present day does employer emphasizes training for secretary profession?
(A) Strongly agree ( ) (B) Agree () (C) strongly Disagree ( ) (D) Disagree. ( )
(2) Some employ secretary without very sound qualification?
(A) Strongly agree ( ) (B) Agree ( ) (C) strongly Disagree ( ) (D) Disagree ( )
(3) Information and communication flows in an office Centre and revolve round the personality of thesecretary?
(A)Strongly agree ( ) (B) Agree ( ) (C) strongly Disagree ( ) (D) Disagree ( )
(4) A secretary is an important employee of an organization who projects the image of such firm?
(A) Strongly agree () (B) Agree( ) (C) strongly Disagree ( ) (D) Disagree( )
(5) The manner of speaking of a secretary repels or magnetized another person?
(A) Strongly agree ( ) (B) Agree( ) (C) strongly Disagree ( ) (D) Disagree ()
(6) A secretary needs self confidence in interacting with people he/she comes in contact with?
(A)Strongly agree ( ) (B) Agree () (C) strongly Disagree ( ) (D) Disagree ()
(7) The production of word processing package is better than the manual typewriter?
(A)Strongly agree ( ) (B) Agree( ) (C) strongly Disagree ( ) (D) Disagree( )
(8) Word processing package help the secretary to be error free, in the cause of typing document?
(A)Strongly agree ( ) (B) Agree () (C) strongly Disagree ( ) (D) Disagree ()
(9) Does computer literacy skills help organizations to perform technical tasks?
(A)Strongly agree ( ) (B) Agree () (C) strongly Disagree ( ) (D) Disagree ()
(10) The knowledge of Computer facilities the work of secretaries?
(A)Strongly agree ( ) (B) Agree ( ) (C) strongly Disagree ( ) (D) Disagree ( )
(11) Does Computer facilities the Work of a secretary?
(A) Strongly agree ( ) (B) Agree ( ) (C) strongly Disagree ( ) (D) Disagree ( )
(12) Does Computer affect the success of a secretary?
(A) Strongly agree ( ) (B) Agree () (C) Strongly Disagree( ) (D) Disagree ()
(13)There has been reduction in the expenses on labour supply in many offices today as a result of the introduction of word processing machine?
(A) Strongly agree ( ) (B) Agree ( ) (C) strongly Disagree ( ) (D) Disagree ()
(14) Word processing package make it easier to assess the document saved on the system?
Strongly agree ( ) (B) Agree (() (C) strongly Disagree ( ) (D) Disagree ( )
(15) Word processing package is capable of correcting mistakes automatically?
(A) Strongly agree ( ) (B) Agree () (C) strongly Disagree ( ) (D) Disagree ( )
(16) Dose the Contributions of Computer Literacy to a Nation's Economy Have Any Effect?
(A) Strongly agree ( ) (B) Agree ( ) (C) strongly Disagree ( ) (D) Disagree ( )
(17) Does Computer Literacy Provide Job Opportunities To The Unemployed?
(A) Strongly agree ( ) (B) Agree () (C) strongly Disagree () (D) Disagree ()
(18) Acquiring Appropriate Computer Literacy Will Enable the Professional Worker to
Achieve High Productivity?
(A) Strongly agree ( ) (B) Agree ( ) (C) strongly Disagree ( ) (D) Disagree ( )
(19) Does Computer Literacy skills in the course of your job using the word processing
application?
(A) Strongly agree ( ) (B) Agree ( ) (C) strongly Disagree ( ) (D) Disagree ( )
(20)Word processing package promote and help the secretaries when it com to document manipulation?
(A) Strongly agree ( ) (B) Agree ( ) (C) strongly Disagree ( ) (D) Disagree ( )
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