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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
Nowadays, organization have no other choice but to deal with modern age needs through implementing computer system, information technology, and advanor media With the quick wider spread availability of computer and information technology and advance media, no country can be able to handle economy of the twenty first century without twenty first century electronic infrastructure
Accordingly, Doctor Nills Nordals, head of the International Association of science and productivity, in his address at the APA state management confab in 2011. said and i quote "The conditions are constantly changing, we must change, and otherwise we will pay a heavy price for not going to change Unquote. As an inevitable consequence of progress and complexity in the industry, serious challenges in handling and management of affairs of private and public sectors were created. One of the actions adopted by governments to deal with such challenges is the implementation of the popular office automation
The necessities arise to provide a tool that could be utilized to undertake the administrative process with proper speed and precision. Beheshitian and Abolhasani 2008]. Computer as well as other technological aids plays very important roles ineffective discharge of functions. The world is undergoing a rapid change due to innovation of office automation as the new millenium and the evolution continue, in order to cope with the modem age needs and to know the effects of all these automated machine. These advantages make it a most for every organization including the local government unit to implement office automated machines. These advantages make it a must for every organization including the local government unit t implement office automation at all its divisions.
During recent years use and operation of office automations is prevalent in our country and as so many organizations are willing to utilize and use these systents. Office automation is a mechanism that for the purpose of improving the efficiency of the organization through applying the activities of the organization by using electronic circulation, organizational correspondence cycle, and appropriate control over the users. registration and maintenance of optimal information and improve communication within the organization. And it is responsible for creating internal communication and people of the organization with outside of the organization.
Automation information system can support employees to achieve goals [Ranji, Jifroodi 2008). Office automation includes all formal and informal electronic systems which relates to communicate information between people insides and outside of the organization [Rahimi Kia 2010] and is one of the factors that can play an important role of increasing productivity and performance [Jahanbakhshi 2009) a research which has done by mohseni indicated that all factors such as quick and easy factors such as quick and easy access to data, establishing uniformity in all matters, speed in doing works accuracy and precision of operation have influence on employee performance. As a result automation leads to increased employee performance [Mohseni 2006), Kay 2004 states in a research under the title "Study and design of automation system". The University of California. Recently automation designing has become more and more in order to optimize strategies and different administrative levels in cost saving, manpower and time. Automation facilitates services and increases productivity. The automation process requires preparing. instructions and performance of the system and different structural processes performed according to that [Kay 2014), Sheik Baklo in (2012) examined the effects of office automation on the efficient use of time response to the customers and accuracy in doing things and resulted in increasing efficiency.
Sharifzadeh in his research with the title of analysis of the relationship between the extent of automation the efficiency will be increased.And the difference is significant between the two Organisation the same degree of automation. This means that in the organization that type automation degree is not observed to have a significant difference in terms of performance. Well as increasing the degree of automation, increase employee satisfaction. Sarafziadechand Alipor [2019] in a research examined the effect of office automation on productivity of human resources and indicated that the implementation of office automation is enough newly that there was no enough time for the study and basic research about the results and its effect and we can say that this issue has analyzed very little About the usefulness of office automation of the companies and offices many discussions has been proposed but most expert that for proving that issued had pay attention to economic and management dimension, bo this regards, one of the most important goals of the sport organization and life quality improvement of their employee is increasing efficiency.
1.2 Statement of the Study
The world is undergoing a raid change due to innovation of automation as we are the new millennium and the evolution continuous in order to cope with the modern age made to know the effects of all these automated machines
Office workers showing that stress is a major problem in this work group, In particular, the report concludes that machines pacing of work, monotonous, respective work and service work (responsibility for people rather than things) are major sources of stress. Tuner and Karasak (2015) identify four characteristics of task environments that affect operator performance and physical health for tasks requiring computer interaction, operator autonomy over control of the work, uncertainty about the system, changed task interdependencies and overall workload. These characteristics have been identified as stress-related in white-collar jobs.
Factors of the task environment specific to automated office systems might be increased speed of communication with superiors and increased workload through having a greater number of principles to serve per secretary.
As discussed under proposition 3, the degree to which stress-related conditions are enhanced is highly dependent on the organization of the work activities to be supported by automated tools. Tuner and Karasek (2015) present a number of suggestions for designs of system to decrease stress and improve performance, many of which pertain directly to office automation

1.3  Objectives of the Study
The research aim is to examine the impact of office automation on the efficiency of commercial organization in view to analyze the importance of office automation in an organization for effective and efficient performance.
The research objectives are:
1. To identify the concept of office automation
2. To analyze challenges facing organization
3. To identify the importance of office automation in an organization
4. To examine the relationship between automation and effectiveness of an organization
5. To recommend solutions to challenges confronting organization.
1.4 Research Questions
1. What are the concepts of office automation?
2. Which factors mutate office automation in an organization?
3. What are the importances of office automation in an organization?
4. Is there any relationship between office automation and organization performance?
5. How does office automation improve the job performance of the employees?
1.5 Significance of the Study
The findings of the study are expected to give valuable information to the following:
The result of this study will create and develop the employees' self-awareness on office automation to improve their job performance. Not only has this provided upgrading of skills, but greater opportunity for advancement and increased responsibility.
This study delivers a source of information to clearly magnify the work extended by their respective local leaders and thus.
1.6 Limitation 
There is no rewatch et sindies without the oven enrique montres, herdose de alerts coming of tlás research we
Due to the novelty of this analy, there were insufficient nerant materials (Journals, books ete) for the Literature reviews. Rome journals me not accable online and acquiring them could prove impossible considering the ledis procure involved especially through online purchase


CHAPTER TWO
LITERATURE REVIEW
The 21" century has witnessed a lot of advancement both in science and technology. This advancement has been growing rapidly since the end of the Second World War both in manufacturing aviation, medicine, engineering, finance and administration. Such advances have adversely affected all aspects of life. This technological advancement includes the modern office automation which we use in our day to day activities in the business organizations. However, modem automation in all works of life does not require office professionals for effective productivity. This can be seen as there are continuous changes and more sophisticated machines are introduced in the office.
According to Ejeka (2016), Office Automation refers to utilizing personal computers such as word processors and electronic intercom mail plus other technologies to upgrade workers productivity and efficiency. It is the merging of technologies and integration of providing quality information and communication facilities designed to improve professional and management productivity.
Office automation gives focus to the improvement of information and communication processes in government, which may lead to the creation of growth-and development- oriented policy environment must suited for our economy
through the professional networking infrastructure that is envisioned to be in place soon and coupled with dynamic institutional linkage and strategic alliances with stakeholders, the project would remarkably enhance LGU capability for ICT and e-governance and more importantly, as many local government to adapt efficient and responsively to the many changes and challenges that come along the way in society together in governance process (NCC-DOST,2012).
2.1 Conceptual Review
A deeper and clear understanding of this study can be gleaned from the conceptual framework provided by this study.
This includes the inputs, process and output.
Input: This consists of the profile of local government employees of Baoo that is classified into two, Personal, which is composed of age, sex, and civil status; 2) Professional, that is educational qualification, position classification eligibility, and lent of services. It was found the improvement on the job performance of LGU of Baoo employees in the operation of the office automation along task completion, task monotony, system control and flexibility, and employees' skill level. This also includes problems encountered by LGU Baoo employees in the operation of office automation.
Output: this is the probable proposed set of recommendations to further jole performance of employees in the work space for operation of office automation
Automation is reverse to the vied computer machinery and software used to digitally create, collect, store, manipulate, and relay office information needed for accomplishing basic activities tasks and goals. Raw data storage electronic transfer and the management of electronic business information comprise the basic activities of the office automated system,
According to Khali (2004), office automation indicates the use of computer hardware and software to automate the daily task and process accomplished at the organizations. Office automation applications enable the digital creation of data and storing of data and information into data bases for retriever and manipulation when needed Additionally, It is used to expedite communication across the entire organization.
Furthermore, office automation refers to the use of computer systems and applications to increase the productivity of the workforce in the organization and thereby reducing the need for human intervention, it plays an important role in the development of any organization and industry and helps increase office professionals productivity (Haigh 2006). It is also seen as the application of information technology to the typical clerical and secretarial task such as communication, correspondence, and filing. (Business Dictionary.com 2006).
Henry (2014) stated that considering that company organization required increased communications, today, office automation is no longer limited to simply capturing handwritten notes. In particular, it is also include the following activities
1. Exchange of information
2. Management of administrative
3. Handling of numerical data
4. Meeting planning and management of work schedules

2.2 Skill Required By Office Professionals in Handling Office
Automation
Despite the many benefits of office automation to worker it has been noted that without human capital, all office equipment cannot work by themselves, In light of this that Mohammed and Moshod (2014) stated that there are certain skill needed by office professionals in order to be able to handle all the Office equipment in an organization. These range from computer skills, internet insight and basic technological operations.
Sanjay (2018) further added that for any worker to be qualified as an office professional, basic office machines skills and the continuous learning of the new packages and operation of new technological tools in the organization. This will help soch workers to be forever relevant in the organizational settings. He further stressed that office professionals complete variety of tasks throughout the office and provide support to office staff members as well as other personnel in the business gemersi office worker do not need any formal education, but should have certain skills to complete delegated tasks efficiently, Thus, office professionals must be able to communicate with people working as all levels of the office environment including upper level management, administrative assistants and other professionals. Visiting clients or customers may also need assistance, and the general office worker must be able to provide it in a professional manner. General office tasks are able to change from day-to-day, depending upon the needs of the company, and the office professional should be able to follow directions and catch on quickly to new tasks.
In addition to the foregoing, Study.com (2016) listed the following as the basic skills required of office professionals;
1. Excellent communication skills
2. Customer service skills
3. Ability to organize
4. Strong attention to details
5. Computer operation skills such as Microsoft Office Packages
2.3 Important of Office Automation on Office Professionals Productivity
Since office automation refers to machines and equipment used in office and without these machines and equipment, office work will be more tedious. According to Paula (2012) automation concept and application is to improve workers productivity through the following ways:
1. Saving of labour-office machines are labour saving devices. They make the work arduous both physical and mentally.
2. More accuracy-one of the important advantages of using machines, especially the computer, is the accuracy of work, especially in accounting, computation and statically calculation. Machines prevent clerical errors to the maximum extent
3. Removal Of Manual Drudgery: some kind of work as monotonous as to constitute drudgery. Office machines will remove this manual drudgery. This staff is saved from performing a large follow of repetitive work to create efficient workflow processes that manage the retail life cycle of a document.
4. Improve the speed at which document intensive processes are conducted.
5. Minimize document loss and information leakage.
6. Utilize electronic document formal more often in Internal and customer transactions.
7. Organize information and documents with electronic document management system and process improve operational efficiency.
According to Khali (2014) further stated that office automation harbors the following advantages:
1. Reduced repetitive work,
2. Increase in worker skill level.
3. Increase in tasks completion.
4. Greater control and flexibility.
In addition, Adeniyi (2009) stated that the importance of technology is at the same as the advantages of automation.
He lists them as follows:
1. Make work to be done at a fast rate.
2. More accuracy is derived by using office automation,
3. Serving in time and human efforts.
4. Better appearance for documents.
5. Provide more workspaces.
6. More teamwork and communication.
7. Reseveces efficient:
Saving
2.4 Data storage and Manipulation
Data storage includes important and confidential office documents and records Office automation systems include data applications, which are used to create or edit a document, file spreadsheet or an image. There are various types of word processing and desktop presentation packages available, which allow creating or editing textual data. Similarly, you can find dedicated applications for editing spreadsheets and images.
2. Data Management: Data Management is one of the major components of office automation systems that offers strategic advantages by simplifying the management of stored data and information. Large business organizations can monitor and control various projects and activities within the office through an electronic management system. Program schedules, tickler system or reminder systems, and task management are some of the features, which empower businesses to have an eye on all business processes without any hassle.
3. Data Exchange: exchange of stored or manipulated data and information component of an office automation system. Sending files or exchanging data or information between or more than one member of an organization has become
possible with an electronic transfer application. Through network collection, all data, and information, including text, documents, presentations, spreadsheet, images and videos can be sent in real-time within a few seconds. Illustrating the collaboration of an office automation system this would allow your employees to collaborate in real-time and enhance productivity.
4. Accuracy: Yes, it's true! Computer systems and other machines are as effective as a human brain. Once the bugs are removed from a program or an application, it can help you in getting 100% accuracy in the day-to-day business processes. The software programs are more reliable than the human, who actually made it. Implementing advanced business automation software reduces the probability of errors.
5. Save Time and Resources: office automation empowers business to save both
time and money. It simplifies and automates those complex tasks, which earlier required a dedicated resource and a great amount of time. For example, with the introduction of the latest computer technologies and network communications, businesses are now not constricted by geographic limitations. And hence, they can easily save both time and money spent on travelling. Another great example is digital storage, which eliminates the need of preserving hard copies and hence, saving paper and nature as well.
6. Reduced costs: Since every business process is now rute you don't need to invest much on hiring new resources for taking on those complex tasks, which can easily be executed using an office automation system. As we know that time saved, your business enterprise can easily save huge amounts by automating various complex business processes. With saving large on the overall expenditure and investment on other resources, your profit margins are surely going to improve
2.5 Effect of Office Automation on Office Professionals
An automated office, undoubtedly, offers new roles and responsibilities for the managers, such new roles presuppose that additional training and qualifications are required from all office professionals. The importance of automation in business was identified by Omolaran (2012) who stated that it is a distinct career path for the office professionals. Automation creates a prominent place for the office professional on the organization chart. It creates a routine and assigns roles for the manager. With automation, the office professionals now spend less time correcting, revising. proof-reading and reproducing documents. Silver (2012) asserted that based on the reorganization of the office professionals work is produced faster with professional touch. The professional is also able to concentrate on a more creative task with the presence of an experienced worker assisting him.
Spencer (2013) opined that automation remains a prominent factor that has contributed immensely and positively to the complete information processing revolution. In recent times, the office professional's routine has reached an advanced stage due to the invention of automated office equipment. Most of the traditional and routine tasks are performed by automated office equipment. Such as computers. telephone etc. in a nutshell automation has improved general and managerial education, thus enabling office professionals to be better prepared for automated office tasks.
Despite the many importance of office automation to office professionals, Omolaran (2012) stated that it has also contributed to the high rate of unemployment as men are now replaced with machines. He further stressed that with office automation. certain levels of management such as the middle managers are not eliminated and replaced with machines.
Spencer (2013) viewed that "without man, office machines cannot work by themselves." And due to this fact the training need of employees is very paramount as without this even with the man and machine without skills, it will not yield a better product for the organizations.
2.6 Various Tools and Applications of Office Automation System
Several approaches to a variety of applications, systems, and automation tools are discussed. The tables below show the tools and various applications of office automation system based on Sheikh et al (2011)
	Tool
	Application 

	Word processors, copy machines, smart, document reader, digital audio system, optical Chinese characters.
	Use for business letters, circular, memorandum, minute and other documents.

	Archive electron micrograph 
	Data storage 

	Phone system, computers, E-mails post, fax and teleconferencing 
	Communications

	Wordmonger 
	Preparation of documents.

	E-mail 
	Send and receive messages.

	Voicemail 
	Voice mail box and telephone support services for complex

	Electronic bulletin boards 
	Mail and correspondence through phone lines 

	Image processing (image processing)
	Online access to correspondence and other document 

	A writing system 
	People in groups so they can work in parallel on a single document.

	Videoconferencing 
	Face to face communication without travel.

	Comprehensive automation 
	Combine document and messages.



UNESCO (2010) added that automation such as plastocopier, scanner, computer, printers are used in day to day activities of an organization either in the production, distribution or sales of organizational products.

CHAPTER THREE
METHODOLOGY
This study is designed to find out the effect of violent televisions on Nigerian youths. This goal cannot be achieved unless the research work is orderly, imaginative, Logical and accurate. Hence, this chapter is associated with the research method used in carrying out the work. The pertinent pointed here is that, it helps to know which method is appropriate for the project.
3.1 Instrument Used
The questionnaire, interview and personal observation for the collection of the data.
Close ended/ structured questionnaire was designed for data collection. The questionnaire was divided into two sections, section one deals with the background information about the respondents, namely; status, sex, age, education qualification, working experiences and department.
Section two deals with stating of the actual questions concerning the topic under the investigation, out of the 30 questionnaires that were distributed, the researcher will record only 25. This is because some respondents misplace theirs while others never bothered to return theirs.
3.2 Population of the Study
The population of the study can be said to be said to be animate or inanimate things which study is focused. It could be class schools, libraries, lowto, local government area, states, nations of persons the research is interested in getting information for the study (Nnayelugo:20011
The geographical location of this research work is within florin. The population will comprise Kwara State Polytechnic staff which inchiale teaching and non-teaching staff for sampling. The population of about thirty (30) will be selected for examination focus to share questions with which will clarify the impact of office automation on efficiency of organization.
3.3 Sample Size and Techniques
This is the process of selecting a portion of the population to represent the entire population. (Lobiondo wood and Haber, 1998:280). It explains the sampling techniques used by researchers in drawing the sample from the population.
The method used is systematic random sampling because the number studied of the whole population in Kwara State metropolis is large and as such there will be no reliable result of the number studied if not limited in a sample size. The choice of these techniques was based on the ability to provide each member of the large population an equal chance of being selected. Sample size is a subset of a population selected to
participate in the study, it is a fraction of the whole selected to participate in the research project
3.4 Distribution and Collection of Data
The copies of the questionnaire were distributed to Kwara State Polytechnic Students by the researcher. The copies of the questionnaire were collected and would be analyze in chapter four
3.5 Reliability
The researcher will first test the instrument in order to make sure the instrument elicited the responses from the respondents. The instrument used in this research work is reliable as the question will reveal the information.
3.6 Validity of the Instrument
The concurrent validity method was used to ensure that the instruments measured what they are expected to measure. The instrument made a straight effort to reach the selected group and the sample members were able to give the required information needed for concrete conclusion of the research work. The questionnaire for data collection was carefully drawn and structured by the researcher which was later submitted to the content before finally approving it for the administration.
3.7 Method of Data Analysis
Data collected were decoded grouped into frequencies, computed and arranged in tables for easy reference. The research used percentage (%) to analyze the data collected. Analysis tables were constructed for cach research question based on the items on the questionnaire that falls under each research question. The purpose was to determine the degree of agreement or disagreement to each questionnaire's items and for easy computation and recording of the data.







CHAPTER FOUR
4.1 DATA ANALYSIS
This research was designed to access and analyze the impact of Office Automation on the Efficiency of commercial organization.
Thus, as stated in chapter three thirty (30) copies of the questionnaire was distributed to Kwara state polytechnic staff.
The researcher was able to collect 25 copies of the questionnaire distributed.
Data collected were manually analyzed with the use of easy understanding and interpretation.
4.2 RESULTS
Table 1: The type of Automation to purchase and install will be determined by the financial standard bank kind of task organization performs.
	Option 
	No of Respondents
	Percentage (%)

	Strongly Agree 
	25
	100

	Agree 
	00
	0.00

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025

All of the respondents in the above table strongly agreed that the type of automation to purchase and install will be determined by the financial standard and the type of task the organization performs.

Table 2: Office Automation enables workers to accomplish work in a few hours with greater accuracy and better quality.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	25
	100

	Agree 
	00
	0.00

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
All the respondents in the above table agreed that office automation enables workers to accomplish work in a few hours with greater accuracy and better quality.


Table 3: Office Automation has simplified collating, analyzing, recording, and transmitting of Information and Data,
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	25
	100%

	Agree 
	00
	0.00

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
All the respondents in the above table strongly agreed that office automation has simplified all the transmitting of Information and Data.






Table 4: The type of Automation to purchase and install will be determined by the financial standard and the kind of task organization performs.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	25
	100%

	Agree 
	00
	0.00

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
All the respondents in the above table agreed that the type of automation to purchase and install will be determined by the financial standard and the type of standard of task the organization performs.





Table 5: An Organization is a social unit of people that is structured and managed to meet a need or to pursue collective goals.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	20
	80

	Agree 
	05
	20

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
The table above shows that 80% of the respondents strongly agreed that An Organization is a social unit of people that is structured and managed to meet a need or to pursue collective goals while the other 20% agreed to this statement.





Table 6: Office Automation involved the manual mechanical and electronic devices or gadgets used in carryout secretarial and office functions.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	20
	80

	Agree 
	05
	20

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
In the table above, it could be seen that 20(80%) of the respondents strongly agreed, and 5(20%) others agreed that office automation involved the manual, mechanical and devices used in carrying out secretarial and office functions.






Table 7: Office Automation cannot be operated by an untrained personnel.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	24
	96

	Agree 
	00
	0.00

	Strongly Disagree 
	01
	04

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
The table shows that 24(96%) respondents strongly agreed and 1(4%) strongly disagreed that office automation cannot be operated by untrained personnel.








Table 8: The courage in an office with no technology is labor and energy intensive.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	20
	80

	Agree 
	05
	20

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
The table shows that 20(80) respondents strongly agreed, while 5(20) agreed and none of them strongly disagree or disagree. This interpretation is that office Automation has a great and uncountable impact on the efficiency of commercial organization.






Table 9: Aby 21h century that does not embrace and orifice Automatine ar fad with challenges and tend to be lagging behind in the world of work.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	20
	80

	Agree 
	05
	20

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey. 2025
The above table shows that 20(80%) respondents strongly agreed and 5(20%) respondents agreed while none of them disagreed and strongly disagreed that Any 21 Century organization that does not embrace and utilize automation is faced with the challenges and tends to be lagging behind in the world of work.




Table 10: Activities performed in the office with no technology are labor and energy intensive.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	25
	100

	Agree 
	00
	0.00

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
All the respondents in the table strongly agreed that activities performed in the office with no technology are labor and energy intensive.






Table 11: Office automation refers to the instruments used in carrying out office functions.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	20
	80

	Agree 
	05
	20

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
The above table shows that 20(80) respondents strongly agreed and 5(20) agreed on those tools or instruments used in carrying out office functions.






Table 12: Organization goals inform employees where the organization is going and how it plans to get there.
	Option
	No of Respondents
	Percentage (%)

	Strongly Agree 
	20
	80

	Agree 
	05
	20

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
In the table above it could be seen that 20(80%) strongly agreed and 5(20%) agreed that the organization is moving and how it plans to get there.






Table 13: Office automation is labor saving devices in today's office and they also serve as intermediary between people and their work.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	20
	80

	Agree 
	05
	20

	Strongly Disagree 
	0.00
	0.00

	Disagree 
	0.00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
The above table illustrate that 20(80%) of the respondents strongly agreed and 5(20%) agreed that office automation are labor saving devices in today's office and they also serve as intermediary between people and their work.






Table 14: Organizations are open system they are affected by their environment.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	18
	72

	Agree 
	05
	20

	Strongly Disagree 
	02
	08

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
The table illustrated that 18(72%) of the respondents strongly agreed and 5(20%) of the respondents agreed while 2(8%) of the respondents strongly disagreed. Thus, it state that majority of the respondents agreed to the statement that organizations are system, they affect and affected by their environment.





Table 15: Goals can be defined as a future state that organization or individual strive to achieve.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	25
	100%

	Agree 
	00
	0.00

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
According to the table above 25(100%) respondents strongly agreed that goals can be defined as a future state that organization or individual strives to achieve.






Table 16: Office automation is used to expenditure communication across the entire organization.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	20
	80

	Agree 
	05
	20

	Strongly Disagree 
	00
	00

	Disagree 
	00
	00

	Total 
	25
	100%



Source: Field Survey, 2025
 Table 16 shows that 20(80%) respondents strongly agreed, and 5(20) agreed that office automation is used to expedite communication across the entire organization.





Table 17: Office automation indicates the use of computer hardware and software to automate the daily task and processes accomplished at organizations.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	25
	100%

	Agree 
	00
	0.00

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
Table 17 shows that all the respondents strongly agreed that the office automation indicates the use of computer hardware and software to automate the daily task and process accomplished at organization.




Table 18: Office automation is the application of Information Technology to the typical clerical and secretarial task such as communication, correspondence and filling.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	20
	80

	Agree 
	05
	20

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
 Table 18 above indicates that 20(80%) respondents strongly agreed while 5(20%) agreed that Office Automation is the application of information technology to the typical clerical and secretarial task such as communication, correspondence and filling.




Table 19: Large business organizations can monitor and control various projects and activities within the office.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	20
	80

	Agree 
	05
	20

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
Table 19 above illustrates that 20(80%) of the respondents strongly agreed and 5(20%) agreed that large business organizations can monitor and control various projects and activities within the office.





Table 20: Modern Automation in all work of life does not require office professionals for an effective productivity.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	25
	100%

	Agree 
	00
	0.00

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	25
	100%


Source: Field Survey, 2025
Table 20 shows that all the respondents strongly agree that modern automation is work of life and does not require office professionals for an effective productivity.





CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATION
5.1 Summary
The findings show that office automation systems have the capability to contribute to increased rationality. Following the arguments of Argyris, automated office systems could result in fewer private information systems and less individual discretion in accepting information. Also one would accept less intentional withholding of information because of the ease of communications.
It is there for summarized that automated office system have the potential to reduce face-to-face interaction through the direct substitution of electronic communication and the indirect effect of alteration in the physical location of the organization
5.2 Conclusion
The study concluded that office automation has of great importance to office professionals as it ensures accuracy of work especially in calculation, removal of manual drudgery, minimizes document loss and information leakages and improves the speed at which document intensive processes are conducted.
The study also concluded that the many effect of office automation is the fact that without office automation organization will not yield better productivity and faster work is produced with professionals touch. It also create district career path for the mangers while routing tasks are easily performed by automated office equipment. However the greatest effect is that it results to high rate of unemployment as routine jobs can be done accurately using automation.
5.3 Recommendations
The study deems it fit to proffer the following recommendations:
1. Management of an organization should provide necessary office automatics to allow efficiency and effectiveness of their workers.
2. Management of organizations should encourage training and retraining of office professionals to allow efficiency and effectiveness in the working environment.
3. Those involved in recruiting staff in any organization should make computer literate a basic requirement so as to make sure that before any office worker is employed, he/she should be well trained and ready to fit into the organization.
4. The government should recommend the concept of office automation.
5. The government should recommend solutions to challenges confronting organizations.
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QUESTIONNAIRE
1. The type of Automation to purchase and install will be determine by the financial standard and the kind of task organization perform
Strongly Agreed()             Agree()  Strongly Disagree()         Disagree()
2. Office Automation enables workers to accomplish work in a few hours with greater accuracy and better quality.
Strongly Agreed()              Agree()  Strongly Disagree()          Disagree()
3. Office Automation has simplified collating, analyzing, reading and transmitting of information and Data..
Strongly Agreed()                Agree() Strongly Disagree()           Disagree()
4. The type of Automation to purchase and install will be determined by the financial standard and the kind of task organization performs.
Strongly Agreed()               Agree () Strongly Disagree()           Disagree ()
5. An organization is a social unit of people that is structured and managed to meet a need or to pursue collective goals.
Strongly Agreed ()             Agree() Strongly Disagree ()         Disagree ()
Office Automation involved the manual, mechanical and electronically deviens or gadget used in carrying on secretarial and office functions
Strongly Agreed()             Agree() Strongly Disagree()./          Disagree()
7. Office Automation cannot be operated by an untrained personnel
Strongly Agreed()              Agree() Strongly Disagree()          Disagree()
8. The coverage in office with not technology is very minimal
Strongly Agreed ()             Agree() Strongly Disagree()         Disagree()
9. Any 21" Century that does not embrace and vilize Automation is faced with challenges and tends to be lagging to be kind in the world of work.
Strongly Agreed()         Agree() Strongly Disagree()     Disagree()
10. Activities performed in office with no technology are labor and energy
Strongly Agreed()               Agree() Strongly Disagree()            Disagree()
11. Office Automation refers to those tools or instruments used in carrying out office function
Strongly Agreed()                Agree() Strongly Disagree()             Disagree()
12. Organization goals inform employees where the organization is going and how it plans to get there.
Strongly Agreed()                  Agree() Strongly Disagree ()             Disagree()
13. Office Automation is labor saving devices in today's office and they also serve as intermediaries between people and their work.
Strongly Agreed ()                   Agree() Strongly Disagree ()               Disagree ()
14. Organization are open system they are affected by their environment
Strongly Agreed ()               Agree() Strongly Disagree()            Disagree ()
15. Goals can be defined as a future state that an organization or individual strived to achieve.
Strongly Agreed()                 Agree ()  Strongly Disagree ()              Disagree()
16. Office automation it used to expedite communication across the entire organization
Strongly Agreed ()                Agree () Strongly Disagree ()           Disagree()
17. Office automation indicates the use of computer hardware and software to automate the daily tasks and processes accomplished at organization.
Strongly Agreed ()                 Agree () Strongly Disagree ()            Disagree ()
18. Office automation is the application of Information Technology to the typical clerical and secretarial tasks such as communication, correspondence and filling.
Strongly Agreed()                Agree () Strongly Disagree ()           Disagree ()
19. Large business Organizations can monitor and control various projects and activities within the office.
Strongly Agreed ()                Agree () Strongly Disagree()            Disagree ()
20. Modern Automation in work of life does not require office professionals for an effective productivity.
Strongly Agreed ()               Agree () Strongly Disagree ()            Disagree ()
