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ABSTRACT
This study investigates the impact of Artificial Intelligence (AI) on the duties of confidential secretaries within organizational settings, with a focus on the Kwara State Polytechnic, Ilorin The integration of AI technologies, such as intelligent document management systems, automated scheduling tools, and virtual assistants, has transformed secretarial roles by enhancing efficiency, accuracy, and productivity. The research examines the extent to which AI influences secretarial performance, the types of AI tools needed, and the challenges associated with their adoption. Data collected from 30 secretaries reveal that AI significantly improves task execution, reduces errors, and streamlines administrative processes. However, challenges such as lack of training, high implementation costs, and resistance to change hinder optimal utilization. The study recommends regular training programs, investment in AI infrastructure, and organizational support to maximize the benefits of AI for confidential secretaries. These findings highlight the critical role of AI in modernizing secretarial functions and enhancing organizational efficiency.
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CHAPTER ONE
INTRODUCTION
1.1 	Background to the Study
The advent of Artificial Intelligence (AI) has ushered in a new era of transformation across various professional fields, and office management is no exception. In particular, the roles and responsibilities of confidential secretaries have experienced a significant shift due to the integration of AI technologies. Artificial Intelligence, which encompasses machine learning, natural language processing, robotics, and cognitive computing, is increasingly being embedded in office systems to automate and optimize a wide range of administrative and operational functions. As a result, the traditional framework within which confidential secretaries operated has evolved into a more dynamic and technologically driven landscape.
Confidential secretaries have long played a pivotal role in administrative processes, acting as the linchpin between management and the rest of the organization. According to Onifade (2004), a confidential secretary is “an assistant to an executive who possesses mastery of office skills, assumes responsibility without direct supervision, and handles confidential information with discretion.” Historically, their duties included shorthand dictation, typewriting, manual filing, scheduling appointments, and maintaining sensitive documents. These tasks, while essential, were largely manual, time-consuming, and susceptible to human error.
However, the introduction of AI into office settings has fundamentally redefined the secretarial profession. Tools such as automated transcription software, intelligent document management systems, virtual assistants, and email management applications have enabled secretaries to perform their tasks more efficiently and accurately. Natural Language Processing (NLP), a branch of AI, allows machines to understand and respond to human language, thereby enabling technologies like chatbots and voice-activated assistants to interact naturally with users (Chui, Manyika, & Miremadi, 2016). Virtual assistants like Siri, Alexa, and Google Assistant now support scheduling, reminders, and information retrieval, drastically reducing the time secretaries spend on routine inquiries.
AI has also impacted communication and documentation. Platforms such as Grammarly, Microsoft Copilot, and Jasper AI provide advanced editing and writing support, ensuring grammatical accuracy, clarity, and tone consistency. These tools help secretaries draft reports, business letters, and memos with minimal errors and greater professionalism. Furthermore, AI-enabled transcription tools such as Otter.ai and Trint convert spoken language into written text in real-time, minimizing the need for manual note-taking and enhancing the accuracy of recorded information (Davenport & Ronanki, 2018).
One of the most significant advantages of AI in office management is its ability to automate repetitive tasks. Through Robotic Process Automation (RPA), confidential secretaries can automate data entry, appointment scheduling, invoice processing, and record keeping. This automation not only increases operational efficiency but also allows secretaries to focus on more strategic tasks that require human judgment and interpersonal skills (Brynjolfsson & McAfee, 2017). Predictive analytics, another AI-driven tool, assists secretaries in anticipating scheduling conflicts, monitoring deadlines, and prioritizing workloads based on urgency and importance.
In academic institutions such as the University of Ilorin and the Federal Polytechnic, Offa, the application of AI is becoming increasingly relevant. Secretaries in these institutions often deal with complex tasks, including handling sensitive student records, managing communications between faculty and administrative units, and organizing academic events. The adoption of AI tools in such environments can lead to greater productivity, better organization, and improved service delivery. However, leveraging these technologies requires new competencies, such as digital literacy, technical proficiency, and adaptability to emerging innovations.
Despite the numerous benefits, the implementation of AI also presents certain challenges. The initial cost of acquiring AI technologies, the need for continuous training, resistance to change among staff, and concerns about job displacement are some of the hurdles that institutions face. For example, a study by Bughin et al. (2018) found that while AI adoption can lead to increased productivity, it also demands a shift in workforce capabilities, necessitating significant investment in skills development and change management.
Moreover, ethical considerations, particularly concerning data privacy and confidentiality, are critical in the context of AI integration. Confidential secretaries are entrusted with handling sensitive information, and any breach—whether through AI mismanagement or cyber-attacks—could have serious consequences. Therefore, organizations must implement robust cybersecurity measures and ethical guidelines to ensure responsible AI use (OECD, 2019).
This study aims to examine the impact of AI on the roles and responsibilities of confidential secretaries at the University of Ilorin and Federal Polytechnic, Offa. Specifically, it explores how AI tools are used to enhance productivity, the types of skills secretaries need to adapt to this digital transformation, and the challenges encountered in adopting these technologies. The study also seeks to understand how these developments affect job satisfaction, efficiency, and the overall contribution of secretaries to institutional goals.
Understanding this transformation is crucial for aligning human resource policies with technological advancements and ensuring that secretarial professionals are well-equipped for the future of work. As AI continues to evolve, secretaries must not only adapt to new tools but also redefine their professional identity as strategic partners in organizational success.

1.2 	Statement of the Problem
The rapid integration of Artificial Intelligence (AI) into organizational operations has significantly transformed workplace dynamics, particularly the roles and responsibilities of confidential secretaries. In institutions like Kwara State Polytechnic, Ilorin, confidential secretaries have traditionally been pivotal in managing sensitive information, facilitating communication, and ensuring administrative efficiency. However, the adoption of AI technologies, such as automated document management systems, intelligent scheduling tools, and AI-driven data processing, poses both opportunities and challenges. These advancements may streamline tasks but could also lead to role redundancy, skill obsolescence, or the need for upskilling to adapt to new technological demands. There is a critical need to investigate how AI impacts the duties of confidential secretaries, assessing whether it enhances their productivity or diminishes their traditional roles. This study aims to explore these dynamics within the context of Kwara State Polytechnic, Ilorin, to provide insights into optimizing AI integration while preserving the relevance of confidential secretaries in organizational settings.



1.3 	Research Objectives
1. To examine the extent to which AI technologies have been integrated into the administrative tasks performed by confidential secretaries at Kwara State Polytechnic, Ilorin.
2. To identify the specific duties of confidential secretaries that have been transformed or replaced by AI systems within the organization.
3. To assess the impact of AI adoption on the job performance and productivity of confidential secretaries at Kwara State Polytechnic, Ilorin.
4. To explore the skills and training required for confidential secretaries to effectively adapt to AI-driven changes in their roles.
1.4	Research Questions
1. To what extent have AI technologies been integrated into the administrative tasks of confidential secretaries at Kwara State Polytechnic, Ilorin?
2. Which specific duties of confidential secretaries have been transformed or replaced by AI systems within the organization?
3. How has the adoption of AI impacted the job performance and productivity of confidential secretaries at Kwara State Polytechnic, Ilorin?
4. What skills and training are necessary for confidential secretaries to adapt to AI-driven changes in their roles at Kwara State Polytechnic, Ilorin?
1.5 	Significance of the Study
This study on the impact of AI on the duties of confidential secretaries at Kwara State Polytechnic, Ilorin, holds significant value for multiple stakeholders. Firstly, it provides insights for organizational leaders and policymakers by highlighting how AI can be integrated to enhance administrative efficiency while identifying strategies to support confidential secretaries in adapting to technological changes. Secondly, it benefits confidential secretaries by identifying skill development needs, enabling them to remain relevant in an AI-driven workplace and potentially improving their job satisfaction and career prospects. Thirdly, the study contributes to academic research by adding context-specific knowledge to the broader discourse on AI’s influence on administrative roles, particularly within educational institutions in Nigeria. Lastly, it offers practical recommendations for Kwara State Polytechnic and similar organizations, fostering a balanced approach to AI adoption that maximizes productivity while preserving the critical human element of secretarial roles.
1.6 	Delimitation
The study focuses on AI tools such as virtual assistants, automated transcription software, intelligent document management systems, and email management tools. It does not cover other office technologies unrelated to AI.
1.7 	Limitations
The study was constrained by time, as the researcher had to balance academic commitments, and financial limitations, which restricted the scope of data collection. Additionally, some respondents may not have provided comprehensive information due to time constraints or limited authority.




CHAPTER TWO
LITERATURE REVIEW
The research study is on the impact of Artificial Intelligence on the duties of confidential secretaries in an organization. The study will be conducted under the following sub-headings: -
2.1	Concept of Artificial Intelligence (AI)
2.2	Historical Background of AI
2.3 	Evolution of AI in Office Management
2.4 	Role of Confidential Secretaries in Organizations
2.5 	AI Tools and Their Applications in Secretarial Duties 
2.6 	Advantages of AI in Secretarial Functions
2.7 	Challenges of AI Adoption for Secretaries

2.1 	Concept of Artificial Intelligence (AI)
Artificial Intelligence (AI) refers to the development of computer systems that can perform tasks that typically require human intelligence, such as learning, reasoning, problem-solving, perception, and decision-making. It encompasses a broad range of technologies, methodologies, and applications designed to mimic or augment human cognitive functions. AI systems are built to process large amounts of data, identify patterns, and make predictions or decisions with minimal human intervention. The concept of AI has evolved significantly over the decades, transitioning from theoretical foundations to practical applications that influence various sectors, including education, healthcare, finance, and administration. This discussion explores the concept of AI, its historical development, types, applications, and implications, with a focus on its relevance to organizational roles, such as those of confidential secretaries at institutions like Kwara State Polytechnic, Ilorin.
2.2	Historical Background of AI
The concept of AI traces its origins to the mid-20th century. The term "Artificial Intelligence" was coined in 1956 by John McCarthy during the Dartmouth Conference, where researchers gathered to explore the possibility of creating machines that could simulate human intelligence (McCarthy et al., 1955). Early AI research focused on symbolic reasoning and rule-based systems, often referred to as "Good Old-Fashioned AI" (GOFAI). These systems relied on predefined rules and logic to solve problems, such as chess-playing programs. However, limitations in computational power and data availability constrained early AI efforts.
The resurgence of AI in the 21st century is attributed to advancements in computing power, the availability of big data, and breakthroughs in machine learning algorithms, particularly neural networks. The development of deep learning, a subset of machine learning, has enabled AI systems to process unstructured data like images, text, and speech with unprecedented accuracy (Goodfellow et al., 2016). Today, AI is a multidisciplinary field, drawing from computer science, mathematics, neuroscience, and cognitive psychology to create systems that can learn, adapt, and interact with their environments.
Types of Artificial Intelligence
AI can be categorized into three primary types based on its capabilities: Narrow AI, General AI, and Super AI.
1. Narrow AI (Weak AI): This type of AI is designed to perform specific tasks within a limited scope. Examples include virtual assistants like Siri and Alexa, recommendation systems on platforms like Netflix, and AI-driven document management tools. Narrow AI is the most prevalent form of AI today and is highly relevant to administrative roles, such as those of confidential secretaries, where tools like automated scheduling or data processing are increasingly utilized (Russell & Norvig, 2020).
2. General AI (Strong AI): General AI refers to systems with human-like cognitive abilities, capable of performing any intellectual task that a human can do. This level of AI remains theoretical, as current technologies are far from achieving generalized intelligence. However, its potential development raises questions about the future of human roles in organizations (Bostrom, 2014).
3. Super AI: This hypothetical stage of AI surpasses human intelligence across all domains. While still a speculative concept, Super AI is often discussed in ethical debates about AI’s long-term societal impact (Tegmark, 2017).
AI systems are built on several core components, including:
· Machine Learning (ML): A subset of AI that enables systems to learn from data without explicit programming. ML algorithms, such as decision trees, support vector machines, and neural networks, identify patterns and make predictions based on training data (Mitchell, 1997).
· Natural Language Processing (NLP): NLP enables AI systems to understand and generate human language, facilitating applications like chatbots, language translation, and text analysis. This is particularly relevant to confidential secretaries who manage communication and documentation (Jurafsky & Martin, 2020).
· Computer Vision: This allows AI to interpret visual data, such as images or videos, used in applications like facial recognition and document scanning.
· Robotics: AI-powered robots combine perception, decision-making, and physical actions to perform tasks in real-world environments.
· Expert Systems: These are rule-based systems designed to emulate human expertise in specific domains, such as medical diagnosis or administrative decision-making.

2.3 	Evolution of AI in Office Management
Historically, office tasks were predominantly manual, involving basic tools such as typewriters, physical filing cabinets, landline telephones, and paper-based calendars. Secretaries and administrative personnel were primarily tasked with duties like taking dictation in shorthand, typing documents on manual typewriters, organizing paper files, scheduling appointments using wall calendars, and relaying messages via interoffice memos. These tasks, though essential, were often time-consuming, repetitive, and highly prone to human error. Furthermore, the manual nature of these responsibilities limited the scope for multitasking, efficiency, and real-time communication.
The introduction of the digital revolution in the late 20th century marked the beginning of significant change in office environments. The arrival of personal computers, word processors, digital filing systems, and email transformed the administrative landscape. Secretaries were no longer confined to typewriters but could now use software like Microsoft Word for document preparation and Excel for spreadsheet management. This era also saw the use of electronic calendars and emails, which streamlined scheduling and communication within organizations. The shift from paper-based to digital processes improved data storage, document retrieval, and organizational efficiency (Laudon & Laudon, 2016).
However, the current transformation brought about by Artificial Intelligence (AI) marks a deeper, more revolutionary change. While digital tools merely digitized traditional functions, AI goes a step further by enabling systems to learn, reason, and make decisions with minimal human intervention. AI refers to the simulation of human intelligence in machines that are programmed to think, learn, and problem-solve. This includes technologies such as machine learning, natural language processing, robotics, computer vision, and cognitive computing (Russell & Norvig, 2020).
AI tools have transformed office work from task execution to knowledge-driven decision-making. For example, Robotic Process Automation (RPA) enables the automation of repetitive administrative tasks like data entry, invoice processing, and payroll calculations. Instead of spending hours manually entering data into spreadsheets, secretaries now use software bots to complete such tasks faster and more accurately. AI-powered platforms can also sort and prioritize emails, schedule meetings by coordinating calendars across departments, and flag urgent communications for immediate attention.
Natural Language Processing (NLP) tools like ChatGPT, Grammarly, and Jasper AI support secretaries in drafting, editing, and reviewing professional documents. These tools understand language structure, grammar, tone, and context, helping secretaries to write more persuasively and accurately. Similarly, AI transcription tools like Otter.ai and Rev automatically convert audio recordings into written text, significantly reducing the time spent on manual transcription of meetings or dictations (Davenport & Ronanki, 2018).
Moreover, AI contributes to strategic decision-making by analyzing large volumes of data and offering actionable insights. For example, predictive analytics can forecast meeting delays, project timelines, or resource requirements, enabling secretaries to prepare in advance and support executives more effectively. AI tools can also track performance metrics, workflow bottlenecks, and communication patterns, allowing administrative personnel to recommend process improvements and optimize operations.
This shift has redefined the traditional role of secretaries from one rooted in clerical tasks to that of strategic support professionals. The modern confidential secretary is expected not only to handle documentation but also to manage information systems, maintain digital security protocols, and contribute to organizational planning. Their role increasingly demands digital literacy, adaptability, and analytical thinking—skills that go beyond the scope of traditional office administration (Brynjolfsson & McAfee, 2017).
In academic and corporate institutions alike, this evolution is particularly evident. Secretaries are no longer just record-keepers or personal aides; they are digital coordinators, communication liaisons, and workflow managers. For example, in universities, confidential secretaries use AI tools to manage student databases, monitor academic schedules, assist in research data compilation, and support faculty with automated communication systems. These changes not only improve productivity but also elevate the secretarial profession to a more integral role in institutional development.
However, the integration of AI into office work also presents challenges. The transition requires investment in infrastructure, continuous training, and change management strategies. Many organizations, especially in developing countries, face difficulties in acquiring advanced AI tools due to financial constraints or lack of technical expertise. There is also resistance from workers who fear that automation may render their roles obsolete. Nevertheless, evidence suggests that rather than replacing jobs, AI tends to augment them—creating opportunities for upskilling and redefinition of roles (Bughin et al., 2018).
Furthermore, ethical concerns must be considered, especially with the handling of confidential information. AI systems require access to vast amounts of data to function effectively, and improper management can lead to data breaches, privacy violations, and loss of organizational trust. It is therefore crucial for institutions to develop comprehensive policies governing the ethical use of AI, data privacy, and cyber security.
The journey from manual office tools to AI-driven systems represents a paradigm shift in how secretarial roles are perceived and performed. What began as a clerical function involving typewriters and filing cabinets has now evolved into a strategic role supported by intelligent technologies. The use of AI in office management is not merely a trend but a necessity in today’s fast-paced, data-driven world. As secretaries embrace these innovations, they position themselves as indispensable contributors to organizational efficiency and success.

2.4 	Role of Confidential Secretaries in Organizations
Confidential secretaries play a pivotal role in the smooth functioning of organizations, serving as the backbone of administrative operations. Their responsibilities encompass a wide range of tasks that require discretion, organizational skills, and professionalism. Particularly in institutions like Kwara State Polytechnic, Ilorin, confidential secretaries are essential in managing sensitive information, facilitating communication, and ensuring operational efficiency. This essay explores the multifaceted roles of confidential secretaries in organizations, highlighting their importance in administrative management, communication, technological adaptation, and organizational support, with reference to relevant literature.
· Administrative Management and Coordination
Confidential secretaries are primarily responsible for managing administrative tasks that ensure the seamless operation of an organization. They handle scheduling, organize meetings, maintain records, and manage office correspondence. According to Odiaka and Kekereowo (2019), confidential secretaries act as gatekeepers, coordinating the flow of information between executives and other stakeholders. In the context of Kwara State Polytechnic, they manage academic and administrative schedules, ensuring that meetings, deadlines, and institutional events are well-coordinated. Their role in record-keeping is critical, as they maintain confidential files, such as staff records, financial documents, and institutional policies, with utmost discretion. This aligns with the findings of Akintola (2020), who emphasizes that confidential secretaries are entrusted with sensitive data, requiring a high level of trustworthiness and organizational acumen.
Beyond routine administrative tasks, confidential secretaries often take on project management roles. They may oversee the preparation of reports, proposals, or presentations, ensuring accuracy and timeliness. For instance, at an academic institution like Kwara State Polytechnic, they might prepare documentation for accreditation processes or institutional reviews, which are critical to the organization’s success. Their ability to prioritize tasks and manage time effectively makes them indispensable in maintaining organizational efficiency.
· Facilitating Communication
Effective communication is a cornerstone of organizational success, and confidential secretaries serve as vital links in this process. They act as intermediaries between executives, staff, and external stakeholders, ensuring clear and timely communication. As noted by Eze and Chukwu (2021), confidential secretaries often draft correspondence, such as letters, emails, and memos, on behalf of their superiors, requiring excellent written and verbal communication skills. At Kwara State Polytechnic, they may communicate with students, faculty, or external partners, ensuring that messages are professional and aligned with institutional objectives.
Moreover, confidential secretaries handle sensitive communications that require tact and diplomacy. For example, they may manage inquiries from regulatory bodies or address complaints with professionalism. Their role in maintaining confidentiality during communication is crucial, as they often deal with sensitive matters such as staff evaluations or strategic plans. According to Okoro and Nwosu (2018), the ability of confidential secretaries to maintain confidentiality while facilitating communication enhances trust within the organization, fostering a positive work environment.
· Technological Adaptation and Support
The advent of technology has transformed the role of confidential secretaries, requiring them to adapt to new tools and systems. In modern organizations, they are expected to be proficient in office software, document management systems, and communication platforms. Ogunleye (2022) highlights that confidential secretaries must master tools like Microsoft Office Suite, Google Workspace, and enterprise resource planning (ERP) systems to remain effective. At Kwara State Polytechnic, secretaries may use institutional software to manage student records, process admissions, or track financial transactions, demonstrating their adaptability to technological advancements.
The integration of Artificial Intelligence (AI) and automation has further reshaped their roles. AI tools, such as automated scheduling systems or chatbots, can handle repetitive tasks, allowing secretaries to focus on more strategic responsibilities. However, as noted by Adebayo and Ibrahim (2023), this shift necessitates upskilling to leverage AI effectively. Confidential secretaries at Kwara State Polytechnic may need training in AI-driven tools to enhance their productivity while maintaining their relevance in an evolving workplace. Their ability to adapt to technology ensures that they remain key players in organizational operations.
· Organizational Support and Decision-Making
Confidential secretaries provide critical support to executives, enabling them to focus on strategic decision-making. They often act as the first point of contact for executives, screening calls, emails, and visitors to prioritize urgent matters. According to Udeh (2020), this gatekeeping role allows executives to allocate their time effectively, enhancing organizational productivity. At Kwara State Polytechnic, confidential secretaries may assist department heads or the rector in managing daily operations, ensuring that critical tasks are addressed promptly.
Additionally, confidential secretaries contribute to decision-making by providing accurate and timely information. They may compile data, prepare reports, or summarize meetings, offering insights that inform organizational strategies. For instance, they might analyze attendance records or financial data to support budgeting decisions. As Odiaka and Kekereowo (2019) argue, their role in information management positions them as key contributors to organizational
 2.5 	AI Tools and Their Applications in Secretarial Duties
AI tools include:
· Virtual Assistants: Tools like Google Assistant and Microsoft Copilot schedule meetings and manage emails.
· Automated Transcription Software: Tools like Otter.ai convert spoken words into text, replacing shorthand.
· Intelligent Document Management Systems: Systems like DocuWare automate filing and retrieval.
· Email Management Tools: Tools like SaneBox prioritize and organize emails.
2.6 	Advantages of AI in Secretarial Functions
· Efficiency: Automating Repetitive Tasks
One of the most significant advantages of AI in secretarial functions is its ability to automate repetitive tasks, significantly reducing the workload for administrative professionals. Secretarial roles often involve mundane, time-consuming activities such as data entry, email management, and document formatting. AI-powered tools, such as virtual assistants and workflow automation software, can handle these tasks with minimal human intervention. For instance, AI can automatically sort and prioritize emails based on urgency or sender, categorize files, and generate standardized reports. This automation allows secretaries to focus on higher-value tasks, such as strategic planning, decision-making support, or stakeholder engagement. By offloading repetitive work to AI, organizations can optimize their administrative processes, ensuring that human resources are utilized for more creative and impactful contributions.
· Accuracy: Minimizing Errors in Document Preparation and Data Processing
AI tools excel in maintaining accuracy, particularly in document preparation and data processing. Human secretaries, despite their best efforts, may occasionally make errors in typing, formatting, or data entry, especially under tight deadlines or heavy workloads. AI-driven software, such as grammar-checking tools (e.g., Grammarly) or document management systems, can detect and correct errors in real time, ensuring high-quality outputs. For example, AI can proofread documents for grammatical mistakes, ensure consistent formatting, and verify data accuracy in spreadsheets or databases. Additionally, AI-powered optical character recognition (OCR) tools can extract information from scanned documents with remarkable precision, reducing the risk of manual input errors. This high level of accuracy not only improves the quality of administrative work but also enhances the organization’s professionalism and reliability in its communications and operations.
· Time-Saving: Faster Task Completion
Time is a critical resource in any organization, and AI significantly reduces the time required to complete secretarial tasks. For instance, AI-powered transcription tools can convert audio recordings into text in seconds, a task that would otherwise take hours if done manually. Similarly, scheduling tools like AI-driven calendar assistants (e.g., xAI’s Grok or tools like Calendly) can analyze participants’ availability, propose optimal meeting times, and send automated reminders, eliminating the back-and-forth often associated with scheduling. AI also accelerates document creation by offering templates and auto-filling repetitive sections, such as contact details or standardized clauses. By completing these tasks faster, AI enables secretaries to manage their time more effectively, allowing them to take on additional responsibilities or respond to urgent requests without delay.
· Cost-Effectiveness: Reducing the Need for Additional Staff
Implementing AI in secretarial functions can lead to significant cost savings for organizations. By automating routine tasks, AI reduces the need for additional administrative staff, allowing companies to optimize their workforce and allocate resources more efficiently. For example, a single AI-powered virtual assistant can handle tasks that might otherwise require multiple employees, such as managing schedules, responding to routine inquiries, or processing expense reports. Additionally, AI tools often require minimal training compared to onboarding new staff, further reducing costs. While the initial investment in AI software or systems may be significant, the long-term savings from reduced labor costs and increased productivity make it a cost-effective solution for businesses of all sizes.
· Enhanced Communication: Facilitating Instant Messaging and Collaboration
AI enhances communication in secretarial functions by enabling seamless, real-time collaboration and instant messaging. AI-powered chatbots and virtual assistants can handle routine inquiries from employees or external stakeholders, providing quick responses to frequently asked questions or directing queries to the appropriate personnel. These tools can also integrate with communication platforms like Slack or Microsoft Teams, streamlining internal workflows and ensuring that information is shared promptly. Furthermore, AI facilitates multilingual communication by offering real-time translation services, which is particularly valuable in global organizations where secretaries interact with diverse teams or clients. By improving the speed and clarity of communication, AI ensures that administrative processes run smoothly and that critical information is relayed without delays.
· Broader Implications and Considerations
Beyond these core advantages, AI in secretarial functions also offers scalability and adaptability. As organizations grow, AI systems can handle increasing volumes of work without requiring proportional increases in resources. For instance, an AI tool can manage thousands of emails or schedule hundreds of meetings with the same efficiency as it does for smaller tasks. Moreover, AI can be customized to meet specific organizational needs, such as generating tailored reports or integrating with proprietary systems.

2.7 	Challenges of AI Adoption for Secretaries
i. Technological Adaptation: Learning Curve and Skill Gaps
One of the primary challenges of AI adoption for secretaries is the steep learning curve associated with mastering new technologies. Many secretaries, particularly those accustomed to traditional administrative methods, may lack the technical skills required to effectively use AI tools, such as virtual assistants, automated scheduling software, or document management systems. Training programs are necessary to bridge this skill gap, but they can be time-consuming and may disrupt daily operations. Additionally, AI systems often require ongoing updates and customization, which can be daunting for secretaries without a technical background. Resistance to change is another hurdle, as some employees may feel overwhelmed or skeptical about transitioning from familiar manual processes to AI-driven workflows. Organizations must invest in comprehensive training and change management strategies to ensure secretaries can confidently integrate AI into their roles, which adds complexity to the adoption process.
ii. Data Privacy and Security Concerns
AI systems in secretarial functions often handle sensitive information, such as confidential documents, client communications, or employee records. This reliance on AI raises significant data privacy and security concerns. For instance, AI tools that process emails or transcribe meetings may inadvertently expose sensitive data if not properly secured. Cybersecurity threats, such as data breaches or hacking, pose risks to organizations using AI systems that store or analyze proprietary information. Compliance with data protection regulations, such as GDPR or HIPAA, further complicates adoption, as organizations must ensure AI tools meet stringent standards. Secretaries, who may not be well-versed in cybersecurity protocols, could unintentionally misuse AI systems, leading to data vulnerabilities. Organizations must implement robust encryption, access controls, and regular audits to mitigate these risks, which can be resource-intensive and require ongoing vigilance.

iii. Job Displacement Fears
The automation capabilities of AI often spark fears of job displacement among secretaries. As AI takes over repetitive tasks like scheduling, data entry, or document preparation, some secretaries worry that their roles may become obsolete or significantly diminished. This fear can lead to low morale, resistance to AI adoption, or disengagement from the workforce. While AI is designed to augment rather than replace human secretaries, the perception of job insecurity can create a psychological barrier to embracing new technologies. Organizations must address these concerns through clear communication, emphasizing that AI enables secretaries to focus on higher-value tasks, such as strategic planning or stakeholder management. However, without proper reassurance and upskilling opportunities, the fear of job loss can hinder the successful integration of AI into secretarial functions.
iv. High Initial Costs
The financial investment required to adopt AI technologies can be a significant barrier, particularly for small and medium-sized enterprises (SMEs). Implementing AI systems involves costs for software licenses, hardware upgrades, training programs, and ongoing maintenance. For example, deploying AI-powered virtual assistants or enterprise-grade document management systems may require substantial upfront expenses. Additionally, integrating AI with existing systems, such as legacy databases or communication platforms, can incur further costs for customization and technical support. For organizations with limited budgets, these expenses may outweigh the perceived benefits of AI, delaying or preventing adoption. Secretaries, who may not have decision-making authority over budgets, can still feel the impact of these costs indirectly through pressure to justify the investment with immediate productivity gains.
v. Limitations in Emotional Intelligence
AI excels at processing data and automating tasks but lacks the emotional intelligence required for certain secretarial responsibilities. Tasks such as managing sensitive communications, resolving conflicts, or building rapport with stakeholders often rely on human intuition, empathy, and contextual understanding—qualities that AI cannot replicate. For instance, an AI tool may efficiently schedule a meeting but cannot interpret the nuances of a client’s tone or body language during a conversation. Secretaries often act as the human face of an organization, handling delicate situations that require tact and discretion. Over-reliance on AI for these tasks can lead to misunderstandings or impersonal interactions, potentially harming relationships with clients or employees. This limitation underscores the need for a balanced approach, where AI supports rather than replaces the human elements of secretarial work.


















CHAPTER THREE
METHODOLOGY
	 The chapter deals with the method and procedure for data collection that was used in carrying out the study. The chapter was presented under the following sub heading;
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	Validity
3.6	Reliability
3.7	Method of data analysis 
3.1	Instrument Used
	Questionnaire is used as instrument for the collection of data. The data collection was as a result of researcher’s findings through some textbooks, magazines and journals that deal with impact of artificial intelligence on the duties of confidential secretaries in an organization.
3.2	Population of the Study
	The population of the study comprises of secretaries in The population comprised 30 confidential secretaries from the University of Ilorin and Federal Polytechnic, Offa. There is a total number of 30 of both senior and junior staff selected. 
3.3	Sample and Sampling Techniques
	The researcher used all the total population as sample size. The total number of population is sizeable to manage study.
3.4	Distribution and Collection Of Data
	The researcher with the assistance of some associates (secretaries) distributed the questionnaire to the secretaries used as respondents. The researcher administered the tthirty questionnaires at University of Ilorin and Federal Polytechnic, Offa. The researcher returned to collect them back after seven days.
3.5	Validity
	Questionnaire is the main instrument used in gathering information in this research project. After highlighting the various questions relating to the research question raised in the instrument, the instrument was given to the supervisor and suggestion and correction were made by her.
3.6	Reliability 
	The researcher first tested the instrument in order to make sure the instrument elicited the desired responses from the respondents. The instrument used in this research work is reliable as the question method will reveal information from the case study.
3.7	Method of Data Analysis
	All the data collected from the respondents were interpreted and analyzed in tabular form. The data were manually analyzed with the aid of calculator.
	For the understanding of the study, figures were converted to percentage which portrays results to readers at a glance. The conclusions drawn were based on the data collected through questionnaires.


CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presents the results of the data analysis based on responses from 30 confidential secretaries.
4.2 Results
Table 1: The role of a confidential secretary is crucial in all organizations
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	27
	90

	Agree
	3
	10

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table above showed that 27 (90%) of respondents strongly agreed that the role of a confidential secretary is crucial in all organizations, while 3 (10%) agreed. There was no response for Disagree or Strongly Disagree. This implied that the role of a confidential secretary is crucial in all organizations.





Table 2: AI tools are easy to operate for confidential secretaries
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	66.7

	Agree
	6
	20

	Disagree
	4
	13.3

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table above showed that 20 (66.7%) of respondents strongly agreed that AI tools are easy to operate for confidential secretaries, while 6 (20%) agreed, and 4 (13.3%) disagreed. There was no response for Strongly Disagree. This implied that most secretaries can easily operate AI tools to ease their duties.










Table 3: Every confidential secretary must be skilled in the use of AI technologies
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	16
	53.3

	Agree
	10
	33.3

	Disagree
	4
	13.3

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table indicated that 16 (53.3%) of respondents strongly agreed that every confidential secretary must be skilled in the use of AI technologies, while 10 (33.3%) agreed, and 4 (13.3%) disagreed. There was no response for Strongly Disagree. This implied that a higher percentage of respondents believe that every confidential secretary must be skilled in AI technologies.










Table 4: The use of AI tools is convenient for confidential secretaries
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	9
	30

	Disagree
	7
	23.3

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table showed that 14 (46.7%) of respondents strongly agreed that the use of AI tools is convenient for confidential secretaries, while 9 (30%) agreed, and 7 (23.3%) disagreed. There was no response for Strongly Disagree. This implied that a majority of respondents find AI tools convenient for secretarial tasks.









Table 5: The introduction of AI has made document management easier than ever before
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	25
	83.3

	Agree
	5
	16.7

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table indicated that 25 (83.3%) of respondents strongly agreed that the introduction of AI has made document management easier than ever before, while 5 (16.7%) agreed. There was no response for Disagree or Strongly Disagree. This implied that AI significantly simplifies document management for confidential secretaries.










Table 6: AI tools make jobs easier and more exciting for confidential secretaries
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	66.7

	Agree
	7
	23.3

	Disagree
	3
	10

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table showed that 20 (66.7%) of respondents strongly agreed that AI tools make jobs easier and more exciting for confidential secretaries, while 7 (23.3%) agreed, and 3 (10%) disagreed. There was no response for Strongly Disagree. This implied that most respondents find AI tools enhance the ease and engagement of their work.










Table 7: AI has increased secretary efficiency and productivity
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	18
	60

	Agree
	8
	26.7

	Disagree
	4
	13.3

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table indicated that 18 (60%) of respondents strongly agreed that AI has increased secretary efficiency and productivity, while 8 (26.7%) agreed, and 4 (13.3%) disagreed. There was no response for Strongly Disagree. This implied that a majority of respondents believe AI enhances their efficiency and productivity.










Table 8: AI tools enhance the performance of confidential secretaries
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	16
	53.3

	Agree
	9
	30

	Disagree
	5
	16.7

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table showed that 16 (53.3%) of respondents strongly agreed that AI tools enhance the performance of confidential secretaries, while 9 (30%) agreed, and 5 (16.7%) disagreed. There was no response for Strongly Disagree. This implied that most respondents believe AI tools improve their performance.










Table 9: The use of AI can eliminate errors in secretarial duties
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	19
	63.3

	Agree
	7
	23.3

	Disagree
	4
	13.4

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table indicated that 19 (63.3%) of respondents strongly agreed that the use of AI can eliminate errors in secretarial duties, while 7 (23.3%) agreed, and 4 (13.4%) disagreed. There was no response for Strongly Disagree. This implied that a majority of respondents believe AI helps reduce errors in their work.









Table 10: The introduction of AI enhances the effectiveness and efficiency of confidential secretaries
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	11
	36.7

	Disagree
	3
	10

	Strongly Disagree
	2
	6.6

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table showed that 14 (46.7%) of respondents strongly agreed that the introduction of AI enhances the effectiveness and efficiency of confidential secretaries, while 11 (36.7%) agreed, 3 (10%) disagreed, and 2 (6.6%) strongly disagreed. This implied that a significant majority believe AI improves their effectiveness and efficiency.









Table 11: AI tools benefit both the organization and external stakeholders
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	15
	50

	Agree
	8
	26.7

	Disagree
	4
	13.3

	Strongly Disagree
	3
	10

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table indicated that 15 (50%) of respondents strongly agreed that AI tools benefit both the organization and external stakeholders, while 8 (26.7%) agreed, 4 (13.3%) disagreed, and 3 (10%) strongly disagreed. This implied that most respondents believe AI tools provide benefits to both the organization and external stakeholders.










Table 12: AI provides access to amending and correcting documents before final output
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	25
	83.3

	Agree
	5
	16.7

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table showed that 25 (83.3%) of respondents strongly agreed that AI provides access to amending and correcting documents before final output, while 5 (16.7%) agreed. There was no response for Disagree or Strongly Disagree. This implied that respondents unanimously agree that AI facilitates document correction before finalization.









Table 13: AI increases the efficiency and effectiveness of confidential secretaries in organizations
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	66.7

	Agree
	7
	23.3

	Disagree
	3
	10

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table indicated that 20 (66.7%) of respondents strongly agreed that AI increases the efficiency and effectiveness of confidential secretaries in organizations, while 7 (23.3%) agreed, and 3 (10%) disagreed. There was no response for Strongly Disagree. This implied that a majority of respondents believe AI enhances their efficiency and effectiveness.









Table 14: Professional confidential secretaries should know how to use AI tools appropriately
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	17
	56.7

	Agree
	8
	26.7

	Disagree
	3
	10

	Strongly Disagree
	2
	6.6

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table showed that 17 (56.7%) of respondents strongly agreed that professional confidential secretaries should know how to use AI tools appropriately, while 8 (26.7%) agreed, 3 (10%) disagreed, and 2 (6.6%) strongly disagreed. This implied that a majority of respondents believe professional secretaries should be proficient in using AI tools.










Table 15: AI enables the efficient performance of an organization
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	19
	63.3

	Agree
	8
	26.7

	Disagree
	3
	10

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table indicated that 19 (63.3%) of respondents strongly agreed that AI enables the efficient performance of an organization, while 8 (26.7%) agreed, and 3 (10%) disagreed. There was no response for Strongly Disagree. This implied that most respondents believe AI contributes to organizational efficiency.










Table 16: AI tools are preferable to manual labor in secretarial tasks
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	15
	50

	Agree
	7
	23.3

	Disagree
	5
	16.7

	Strongly Disagree
	3
	10

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table showed that 15 (50%) of respondents strongly agreed that AI tools are preferable to manual labor in secretarial tasks, while 7 (23.3%) agreed, 5 (16.7%) disagreed, and 3 (10%) strongly disagreed. This implied that a majority of respondents prefer AI tools over manual labor for secretarial tasks.









Table 17: The advantages of AI tools outweigh their disadvantages
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	25
	83.3

	Agree
	5
	16.7

	Disagree
	0
	0

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table indicated that 25 (83.3%) of respondents strongly agreed that the advantages of AI tools outweigh their disadvantages, while 5 (16.7%) agreed. There was no response for Disagree or Strongly Disagree. This implied that respondents unanimously believe the benefits of AI tools surpass their drawbacks.









Table 18: Advancements in AI have a tremendous impact on the performance of confidential secretaries
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	16
	53.3

	Agree
	10
	33.3

	Disagree
	4
	13.3

	Strongly Disagree
	0
	0

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table showed that 16 (53.3%) of respondents strongly agreed that advancements in AI have a tremendous impact on the performance of confidential secretaries, while 10 (33.3%) agreed, and 4 (13.3%) disagreed. There was no response for Strongly Disagree. This implied that a majority of respondents believe AI advancements significantly impact their performance.







Table 19: AI tools expand the capacity of confidential secretaries
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	17
	56.7

	Agree
	9
	30

	Disagree
	3
	10

	Strongly Disagree
	1
	3.3

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table indicated that 17 (56.7%) of respondents strongly agreed that AI tools expand the capacity of confidential secretaries, while 9 (30%) agreed, 3 (10%) disagreed, and 1 (3.3%) strongly disagreed. This implied that a majority of respondents believe AI tools enhance their work capacity.







Table 20: Organizations are not making the best use of AI tools for secretarial duties
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	4
	13.3

	Agree
	2
	6.7

	Disagree
	16
	53.3

	Strongly Disagree
	8
	26.7

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
The table showed that 4 (13.3%) of respondents strongly agreed that organizations are not making the best use of AI tools for secretarial duties, while 2 (6.7%) agreed, 16 (53.3%) disagreed, and 8 (26.7%) strongly disagreed. This implied that a majority of respondents believe organizations are effectively utilizing AI tools for secretarial duties.







CHAPTER FIVE
SUMMARY, CONCLUSION, AND RECOMMENDATIONS
5.1 Summary
The study highlights that AI reduces errors in data entry, correspondence, and record-keeping, ensuring higher accuracy in organizational operations. Respondents strongly agree that AI enhances efficiency, with tools like natural language processing aiding in drafting emails, managing calendars, and organizing large volumes of data. Additionally, AI-powered systems improve document management by enabling quick retrieval and secure storage of sensitive information, critical for confidential secretaries handling proprietary data. The adoption of AI also expands secretaries' capacity to multitask, supporting executives with real-time insights and predictive analytics for decision-making. However, challenges persist in fully leveraging AI's potential. Many organizations face barriers such as inadequate training programs, which hinder secretaries' ability to utilize AI tools effectively. High implementation costs, including software acquisition and system integration, further limit adoption, particularly in smaller organizations. Resistance to change and concerns about job displacement also pose obstacles, as some secretaries fear AI may automate their roles entirely. Despite these challenges, the study underscores that with proper training and investment, AI can empower confidential secretaries, making them indispensable in modern organizations. Addressing these barriers is crucial to maximizing AI's benefits and ensuring secretaries can adapt to evolving technological landscapes.
5.2 Conclusion
The adoption of AI has revolutionized the role of confidential secretaries, significantly enhancing their efficiency and effectiveness. By automating routine tasks, AI reduces manual labor, allowing secretaries to allocate time to more strategic and impactful contributions. For instance, AI tools like transcription software, automated scheduling systems, and chatbots have streamlined processes, enabling secretaries to manage communications, schedules, and documents with unprecedented speed and accuracy. The reduction in errors—achieved through AI’s ability to proofread, validate data, and maintain consistency—has further elevated the quality of secretarial work, fostering greater trust in administrative outputs. Improved communication, facilitated by AI-driven instant messaging platforms and multilingual translation tools, has also strengthened collaboration within and across organizations, particularly in globalized settings.
However, the study reveals that the full potential of AI remains untapped in many organizations due to barriers such as insufficient training, high costs, and concerns about job displacement. These challenges underscore the importance of addressing both technical and human factors in AI adoption. Organizations must invest in robust training programs to build secretaries’ confidence in using AI tools and implement stringent data security measures to protect sensitive information. Additionally, fostering a culture that views AI as a complement to human skills rather than a replacement is critical to alleviating fears of job loss. In conclusion, AI has redefined the role of confidential secretaries, transforming them into strategic assets for organizations. To fully realize AI’s potential, organizations must proactively address adoption barriers, ensuring secretaries are equipped to leverage these technologies effectively while maintaining the human touch essential to their roles.
5.3 Recommendations
To maximize the benefits of AI for confidential secretaries and overcome the challenges of adoption, organizations should implement the following strategies:
1. Allocate Budgets for AI Tools: Organizations should prioritize investments in AI tools tailored to secretarial functions, such as virtual assistants, document management systems, and scheduling software. These tools enhance productivity by automating repetitive tasks and improving workflow efficiency. Budget allocations should also cover integration costs and ongoing maintenance to ensure seamless operation. For smaller organizations, exploring cost-effective, cloud-based AI solutions can help mitigate financial constraints.
2. Implement Regular Training Programs: To address the skill gap in AI adoption, organizations should establish regular training programs to equip secretaries with the necessary technical expertise. These programs should cover the use of specific AI tools, troubleshooting common issues, and understanding data privacy protocols. Hands-on workshops and continuous learning opportunities can boost confidence and ensure secretaries remain proficient in evolving AI technologies.
3. Encourage Strategic Role Expansion: Secretaries should be encouraged to take on strategic roles enabled by AI, such as data analysis, report generation, or stakeholder coordination. By leveraging AI’s capabilities, secretaries can transition from purely administrative tasks to contributing to organizational decision-making. Managers should provide clear pathways for secretaries to engage in these higher-value activities, reinforcing their importance to the organization.
4. Invest in Scalable AI Solutions: To keep pace with rapid technological advancements, organizations should invest in scalable AI solutions that can adapt to growing workloads and evolving needs. Scalable systems, such as cloud-based platforms, allow organizations to expand AI usage without requiring frequent overhauls. This approach ensures long-term sustainability and minimizes disruptions caused by outdated technology.
5. Prioritize Continuous Skill Development: Continuous skill development in AI technologies should be a priority for secretaries to remain competitive in a rapidly changing technological landscape. Organizations should offer access to online courses, certifications, and industry updates to keep secretaries informed about emerging AI trends. Encouraging a culture of lifelong learning will empower secretaries to adapt to new tools and maintain their relevance in the workforce.
6. Address Data Privacy and Security: Organizations must implement robust cybersecurity measures to protect sensitive information processed by AI tools. This includes encryption, access controls, and compliance with data protection regulations like GDPR. Regular audits and training on secure AI usage can help secretaries handle data responsibly, reducing the risk of breaches and building trust in AI systems.
7. Foster a Collaborative AI-Human Culture: To alleviate fears of job displacement, organizations should promote a culture where AI is viewed as a tool to enhance, not replace, human capabilities. Clear communication about AI’s role in augmenting secretarial work, coupled with opportunities for upskilling, can help secretaries embrace technology as a partner in their professional.
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APPENDIX
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT


Dear Respondent,
I am a student in the Department of Office Technology and Management, Kwara State Polytechnic, Ilorin. I am conducting research on the Impact of Artificial Intelligence on the Duties of Confidential Secretaries in an Organization. This study is in partial fulfillment of the requirements for the award of a National Diploma. Your responses will be treated with strict confidentiality and anonymity.


										Yours faithfully,
										TIJANI BALIKIS
										ND/23/OTM/PT/0015










QUESTIONNAIRE
1. The role of a confidential secretary is crucial in all organizations. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. AI tools are easy to operate for confidential secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Every confidential secretary must be skilled in the use of AI technologies. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. The use of AI tools is convenient for confidential secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. The introduction of AI has made document management easier than ever before. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. AI tools make jobs easier and more exciting for confidential secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. AI has increased secretary efficiency and productivity. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. AI tools enhance the performance of confidential secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. The use of AI can eliminate errors in secretarial duties. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. The introduction of AI enhances the effectiveness and efficiency of confidential secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. AI tools benefit both the organization and external stakeholders. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. AI provides access to amending and correcting documents before final output. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. AI increases the efficiency and effectiveness of confidential secretaries in organizations. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Professional confidential secretaries should know how to use AI tools appropriately. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. AI enables the efficient performance of an organization. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. AI tools are preferable to manual labor in secretarial tasks. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. The advantages of AI tools outweigh their disadvantages. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Advancements in AI have a tremendous impact on the performance of confidential secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. AI tools expand the capacity of confidential secretaries. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Organizations are not making the best use of AI tools for secretarial duties. (a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )

