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Abstract
This study conducts a comparative analysis of the essential office skills competencies required for secretaries within organizations, highlighting their pivotal role in ensuring effective administrative operations and organizational efficiency. Secretaries serve as critical links between management and stakeholders, performing tasks such as scheduling, correspondence management, meeting coordination, and record-keeping. The research explores how evolving organizational demands and digital transformation have reshaped secretarial roles, necessitating advanced competencies in information and communication technology (ICT), interpersonal communication, time management, and organizational skills. By comparing required skill sets across different organizational contexts, the study identifies key factors influencing secretarial performance, including access to training, supportive work environments, and the adoption of modern tools. Challenges such as adapting to technological advancements, managing diverse workloads, and meeting organizational expectations are also examined. The findings advocate for targeted professional development, clearly defined roles, and enhanced collaboration between secretaries and management to optimize performance and support organizational success.
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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
	The management of an organization requires the combination of different departments’ efforts, corroborating in techniques and skills to achieve a purported goal. People in each of these departments that consist of different professionals in related fields of human endeavor also must unite in skill and knowledge to attain their objective. Therefore, it is essential that each of these workers possess needed skills and knowledge that will help them discharge their duties dutifully.
	As an organ in an organization, a secretary, in respect of her function should be someone with immense skill as it is these skills that will help her to be effective in her line of duty. In time past, secretaries were seen as passive employee of an organization. In fact, some even question the essence of secretaries because they believe a secretary’s job can be done by any other employee. However today, it’s a different story as the functions of a secretary have progressed from only secretarial duties to managerial function.
	Skill refers the ability to carry out a task with determined results often within a given amount of time, energy, or both. Skills can often be divided into domain-general and domain-specific skills. For example, in the domain of work, some general skills would include time management, teamwork and leadership, self-motivation and others, whereas domain-specific skills would be used only for a certain job. Skill usually requires certain environmental stimuli and situations to assess the level of skill being shown and used. (Gomez 2012)
	Essential Skills are the skills needed for work, learning and life. They provide the foundation for learning all other skills and enable people to evolve with their jobs and adapt to workplace change.
	The common rationale for focusing on generic skills is that they increase the flexibility and adaptability of people to change, minimise risks of people’s knowledge, experience and qualifications becoming redundant, and provide many of the necessary ingredients for individual, social and economic well-being.  While the focus on generic skills is usually based more on meeting economic challenges,
	Secretary is therefore a person overseeing business confidentially, whose work consists of supporting management, including executives using a variety of project management, communication and organizational skills.  Organization could not be effective and efficient if the organizational secretary lack skills required to carry out the duties and responsibilities as expected in the world of the work. (Adeniran, 2012)
	Secretary coordinates a daily routine of an office, organizes an office schedules and paper works. Secretary is commonly known as administrative or executive assistants, acts as a gateway between the clients and employees of a business. He or she might screen visitors and phone calls and arrange callbacks, book appointment and officially makes enquiring on behalf of his or her employer.
	A professional secretary must be able to communicate effectively so as to handle written communications, including mails and inter-office communication. Sometimes, he or she prioritizes work based on deadline and communicates with others in the office. Secretary is expected to keep his or her boss appointment calendar at all time as well as meetings within the office and determine what events his or her boss needs to attend. 
	Therefore, success of businesses employer are in possession of the secretaries whose major work cannot be over looked. Since most of the development of the business today depends on the agenda of meeting which is prepared by secretary, arrange for the facilities and amenities, minutes, records, information and data that are being kept for the future purposes are also performed by secretary. Secretary also required an additional skills such as effective communicate with his or her employer, customers and other employees, supervising other clerical staff, keeping an updated mail and phone directory, represent his or her organization during the presentation and conference, maintenance of office and equipment, ordering office supplies, when needed and organize others office files and data.
	In companies, the gap between the old and modern secretaries is one that can never be under estimated because of technological advancement. The use of manual typewriter has been replaced with electronic one its advantages for more speed and   accuracy in   the   performance of a secretary's work. Duties which require much human energy and time are now done with the press of a button. The training secretary acquired should enable her perform the following duties and functions such as; setting up meetings, preparing agenda, organizing briefing sessions, seminars and conferences, sourcing vital information, organizing company public relations and operating several office machines. Secretaries should also acquire skills of good communication, human relation, good education background and personal qualities. All these are part of the essential skills needed by secretaries in an organization.


1.2	Statement of the Problem
	Decades ago, most secretaries used pen and paper or typewriters for memos and correspondence. However, today's secretaries must demonstrate technological competence skills so as to be able to use desktop computers, laptops, and smart devices to manage daily tasks. 
	More so, the current foster pace of business and the resulting functions and more advanced skills available help to delegate both more responsibility and more authority to the secretaries. While the qualifications for different job slots vary with the nature of the particular job and the requirement of each executive, the trend today is towards better educated secretaries who are willing and qualified to perform as many tasks as can be delegated to them.
	Therefore, the problem of this study posed as a question to identify the knowledge, skills and attitude of secretaries that are work in the business organization to enable them face an Office Skills and Competencies Needed by Secretaries for Effective Job Performance in an Organization.
1.3	Objectives of the Study
	The major objective of this study was to determine the required office skills competencies for secretaries in an organization. The specific objectives are:
i.	To identify the skills and competencies needed by the secretaries in an organization
ii.	To examine the contribution of office skills and competencies to the secretaries.
iii.	To examine the effectiveness of office skills in the job performance of secretaries.
iv.	To find out the consequences of lack of office skills and competencies needed by the secretaries.
v.	To identify the office skills and competences possessed by secretaries.
1.4	Research Questions
	To provide empirical analysis for the study, the following research questions are raised with a view to find answer to them.
1.	To what extent secretaries required the office skills in order to be more effective in an organization?
2.	What is the contribution of office skills and competencies to the performance of secretaries? 
3.	What is the effectiveness of office skills on the job performance of secretaries?
4.	What is the consequences of lack of office skills and competencies? 
5.	What are the needed office skills and competencies required from secretaries?
1.5	Significance of the Study
	The following will benefit from this study:
Secretary: this research work will be of help to an office secretaries and the expansion of their skills in this contemporary era.  For administrative secretaries to know the important of essential skills needed in performing their duties and responsibilities which enhances their performance.
Organization: It will of immense benefits to the organization to know the types and important essential skills needed by secretaries in order to help the organizational manager and motivation others employees.
Reader:	It will be of advantages to the readers of this research work and the young secretaries to know the tasks ahead so as to be ready to possess the necessary skills needed in order to serve their organization effectively.


1.6	Delimitation of the Study 
	This research work will be limited to the “Comparative analysis of required office skills competencies for secretaries in an organization” and the research work could not go beyond the scope.
1.7	Limitation of the Study
	In the case of this research work, the researcher encountered some problems among which are financial, intellectual as well as uncooperative attitudes of the respondents. However, all effort has been made to ensure these do not impact negatively on a thorough study.	


CHAPTER TWO
LITERATURE REVIEW
	This chapter is to examine some various opinions expressed by authors on Comparative analysis of required office skills competencies for secretaries in an organization. This chapter were considered under the following sub-headings.
2.1	Concept of Secretaries
2.2	Concept of Skills
2.3	Importance of Skills
2.4	Essential Skills needed of Secretaries to be successful in an Organization 
2.5	ICT skills required of Secretaries
2.6	Computer Operating Skills
2.7	Secretaries Roles and Responsibilities in Contemporary Organization
2.8	The Place of Secretary in an Organization
2.9	The Benefits Derivable from Hiring a Skillful Secretary
2.1	Concept of Secretaries
	The role of efficient secretaries in the National Economic Development cannot be over emphasized bearing in mind that secretaries are the image makers of every organization. Secretaries who have acquired the basis educational training coupled with other personal attributes have a lot of channels of attaining the highest level possible in the management of organizations, Allen (2012).
	The work and secretaries in an organization are very vital and there is no way an organization can function well without their aid, the fast production of better work is assumed since they are well trained in that field.
	Whenever paper work, records and mostly written communication are needed in an organization, the secretaries are likely to be involved.
	A secretary according to Henry (2014) is “an employee in an office, who deals with correspondence, keeps records makes arrangement and appointment for a particular member of the staff. He/she is one who combines the mastery skills of shorthand and typewriting and with a sound knowledge of secretarial duties.
	From the above definitions secretaries must have gotten all the skills associated with the office and cannot leave responsibilities even though they are not supervised, should work with his initiative and take decision under his assigned authority.
	In other words, secretaries are important officer in any organization their contributions and effectiveness can either boost or tarnish the image of any organization.
	The impression secretaries create influences public attitude towards the organization just as accountant, engineers and other professional have contributed towards the achievements of the national economic objectives, secretaries have also contributed immensely in different angles in projecting the image of the organization to the outside world. If the public impression portrays the organization in a shabby way, the secretaries help to uplift the image of the organization Monkhood (2014). The way the secretaries receives visitors, their politeness and the respects are added to the status of secretaries as indispensable tools of organization.
	In spite of all these roles of secretaries they have been misplaced and neglected to the background, but today we have modern secretaries who now hold managerial and decision making position in the organization and are the office automation is quick developing, the former referred as typist undergoes formal training which enable him to handle more extensive duties and responsibilities in the organization Allen (2012).
	The success or failures of some years past have this feeling of inferiority to other professionals simply because they are misunderstood by their bosses. But all these have changed now they are very vital towards the achievement of the national objectives. And also a present day executive depends on their secretaries for the smooth and efficient handling of the days activities. Monkhood (2014).
	In as much as secretaries have been undermined by the general public in many ways, their general conception is usually that any employee who sits behind a typewriter and does other forms of secretarial jobs is a secretary thereby regarding them as typists or mere servants.
	A secretary is a person or executive who has office skill in handling correspondences and has the ability to assume responsibilities without direct supervision to provide communication support services on matters or routine and administrative issues (Cletus 2012) various office workers perform some aspects of secretarial work, but not all office workers are secretarial. Secretaries have more responsibilities for their work. A professional secretary performs task similar to an executive or administrative assistant. Secretarial function is just central in very organization and no office can easily function without a secretary. This brings about the importance of secretaries to the successful growth and development of the organization (Adam 2015).
	Generally secretary coordinates the daily routines of an office and organizes the office schedules and paper work which includes analysis of prevailing situations judgment, technical knowledge and creativity (Adebayo and Akinleye, 2012). The number and type of activities are assigned depend whether they are generalists (multifunctional secretaries) or specialist (such as legal or word processing secretaries). Secretaries use many different talents and work with many different people. As an office professional, the secretary has the responsibility to organize the work flow so that the employer will feel that everything is under control, with all project completed when needed (Chrissy, 2012). Modern professional secretaries are now referred to as office managers by some people because of their activities, skill acquisition, knowledge and even expectations from their bosses, customers, clients and even the general public whether called a secretary, a manager or a personal assistant, a professional secretary is no more the man or woman sitting behind the typewriter, taking shorthand dictations and attending to visitors.  	
	The introduction and application of modern technology advancements has brought a revolution and greater effectiveness in day to day working of the office due to this procedures have become more simplified and office work has become more interesting and challenging (Asabere and Enguah 2012).
	In his remark Adam (2015), recounted that secretarial practice or rather secretarial profession has remarkably undergone series of modifications as it used to be in the past due to the availability of improved technologies of the modern office.
	In the past, a person who is employed as a secretary must possess typewriting skills, shorthand and good communication skills with good moral conduct and character. Today, a secretarial practice has been revolutionized to the use of computers and internet which are in abundance and are available in the offices.
	Evans (2015), recounted that secretarial profession has come a long way from change in gender dominance (female) to technologies that have improved work output and increased job opportunities administrative office roles have remained an integral part of business operations, and all signs indicated that the secretarial profession in here to stay.
	According to Akinola (2012), a secretary is an important officer in any establishment, who is sometimes regarded as the life wire of an organization adding that the contribution and effectiveness of a secretary can either enhance or diminish the efficiency and effectiveness of an organization.
	Aromolaran (2014), described the secretary as the office manager and the administrative officer who co-ordinates and manages both the human and material resources of an organization. The secretary can be seen as a vital link in any organization and one who is in charge of the daily clerical and administrative activities in the organization. She exercises initiative, judgement and makes decision within the scope of here assignment, duties or authority. She also types letters, memos, and performs any other form of data entry into the computer or typewriter and brings out a mailable copy.
	The duties performed by secretary vary from one organization to the other and from one department to the other. These duties include among others: 
i.	Providing administrative, secretarial, advanced clerical and pragmatic support; relieving departmental head of administrative work such as investigating and answering complaints and providing assistance in resolving operational and administrative problems; 
ii.	Planning and organizing work activities by recommending improvements in work flow, procedures, and use of equipment and forms; implementing improvements as approved; developing and revising office forms and report formats as required; organizing and maintaining filing systems; 
iii.	Drafting and/or typing, word processing, format, edit, revise and process a variety of documents and forms including reports, correspondence, memoranda, agenda items, agreements, ordinances, resolutions, technical and statistical charts and tables and other specialized and technical materials from rough drafts, dictation, modified standard formats, and brief verbal instructions; 
iv.	Proofreading, verifying, and reviewing materials, applications, records, and reports for accuracy, completeness, and conformance with established standards, regulations, policies, and procedures; ensure materials, reports, and packets for signature are accurate and complete;
v.	Participating in the collection, compilation and analyzing of information from various sources on a variety of specialized topics related to assigned programmes; participating in the preparation of reports that present and interpret data, identify alternatives, and make and justify recommendations.
vi.	Maintaining accurate and up-to-date office files, records, and logs for assigned areas; developing, preparing and monitoring various logs, accounts, and files for current and accurate information including manual and computer logs, other specialized or technical documents processed; maintaining and processing payroll records; 
vii.	Utilizing various computer applications and software packages; developing, entering data, maintaining and generating reports from a database or network system; creating and administering mailing lists; designing, maintaining, and utilizing data to develop reports using spreadsheet software; creating, formatting and revising charts, graphs, flowcharts, worksheets, booklets, brochures, and forms using appropriate software; 
viii.	Attending to a variety of office administrative details such as ordering supplies, arranging for equipment repair, transmitting information, and keeping reference materials up to date; organizing and maintaining office and specialized files in accordance with office rules and regulations;
ix.	Maintaining calendar of activities, meetings, and various events for assigned staff; coordinating activities and meetings with other departments, the public, and outside agencies; coordinating and arranging special events as assigned; scheduling meetings; coordinating arrangements and setting up meeting rooms; notifying participants; preparing and/or assembling meeting materials; 
x.	Serving as secretary at meetings and committees as assigned; arranging and coordinating meetings for boards, commissions, and outside agencies; assisting in preparing and distributing agenda packets and correspondence; attending meetings and taking, transcribing, and ensuring proper distribution of minutes and verbatim transcripts; 
xi.	Processing mail including receiving, sorting, time-stamping, logging, and distributing in-coming and out-going correspondence and packages; 
xii.	Providing lead supervision and direction to assigned clerical and office support staff; preparing work schedules; providing work assignments, instruction, and training; providing information and feedback to appropriate supervisory staff regarding performance of assigned staff.
2.2	Concept of Skills
	The ability is innate aptitude, talent, skill or ability that holds a person to carry out and of course with success, specific activity, work or profession. Almost all human beings, even those who observe a motor problem or intellectual disability, among others, are distinguished by some kind of fitness. (Anderson, 2012)
	In both and agree that not all individuals are equal, we come from the same side or the same like us, not all humans observed the same dexterity for the same things and fortunately, thanks to this is that there is the diversification of tasks and jobs. It is the case that there are people who possess and demonstrate a propensity to develop physical skills, either because boast a formidable genetic resilience that allows them to be and most importantly in this respect, a particular special talent, for example, a footballer who currently lives with a ball at the feet or as say figuratively, tied to the feet doing little game. This type of physical skills, are generally called skills.
	Then there are those who for example able to put them a ball on the feet and surely they end up boring, because they don't have the most pale idea of how to use it or what to do with it, but, on the other hand, they do have an incredible capacity for numbers, i.e., you'll know how many balls come in a drawer of six metres, but not how kicking just one arc. This kind of skill with numbers and that require the intervention of the intelligence, known them as skills.
	The skill or talent may also be in the hands of one person, for example, the seam is a talent. The concept of skill comes from the Latin word habilĭtas and refers to the skill, talent, expertise or aptitude to carry out some task. The skilled person, therefore, succeeds in making something with success thanks to your skill.
	Skill is the ability is the ability and willingness to something. The concept can be used to appoint the degree of competition of a subject against a target. It is important to note that the skill can be innate or developed from training, practice, and experience.
	A skill is the learned ability to perform an action with determined results with good execution often within a given amount of time, energy, or both. Skills can often be divided into domain-general and domain-specific skills. For example, in the domain of work, some general skills would include time management, teamwork and leadership, self-motivation and others, whereas domain-specific skills would be used only for a certain job. Skill usually requires certain environmental stimuli and situations to assess the level of skill being shown and used. (Buseni, 2012)
	A skill may be called an art when it represents a body of knowledge or branch of learning, as in the art of medicine or the art of war. Although the arts are also skills, there are many skills that form an art but have no connection to the fine arts. (Ayo, 2012)
	Skill means the ability to do a particular work with perfection. Learning new skills gives you fulfillment in your work life. Job skills permit a person to work properly. This makes you more confident and individualistic. New skills give you new chances. You can switch to any other work with your new skills. It gives you a sense of accomplishment. Some common yet essential skills you need to learn are- Communication, Time management, Decision making, Leadership, Adaptability, etc.
2.3	Importance of Skills 
1.	Achieving your goals
	People tend to have big or small dreams or goals in their life, getting skilled in related work helps them to achieve it. Example: If you want to grow your career as a marketer, you need to have strong communication skills so that you can influence customers, analytical skills to analyze the market and make decisions about what will be your next step.
	Perhaps you can’t do it all alone and need more people to your team to make it happen. Then you need team-building skills. You can hire people for it and motivate them to work for achieving the same goal. In that case, it will add people with new skills to your pole, and you need to know which skills are important for achieving your goal.
	After creating the team, you make them realize that they are related and build the team sprite among them. That will also need managing and motivating skills.
2. 	Self-confident successful in career
	When you have more work and opportunities for the skills that you have, you will become confident, cheerful, and successful. You will acquire a large amount of money, and also you will earn respect, praise and that all makes you happy and prosperous.
	Having technical or nontechnical proficiency in any work such as logo designing, web development, social media marketing will always have market demand. Along with that, you will also have to face competition. But overall, your skills helps you to take over all the problems nicely.	But for that instead of thinking it is inaccessible, you have to think about how you can make it possible. And your thinking develops when you learn new skills, knowledge, facts.
	Nowadays, it’s easy to learn new skills online, like YouTube videos, documentaries, or educational websites. Books and magazines are always there as media of offline learning. These things make learning new skills easy.
3.	To become a leader
	Leaders must be skilled in various ways, such as communication and appointment skills. It means that you are capable of adapting new skills that are necessary for achieving your goals. People follow talented and skilled people because they think that person can help them to grow in career and business. Here the skilled person can be an entrepreneur, writer, student, and political leader. They share their knowledge so that it contributes to your workplace but not to create more followers.
	And when you think enormous and behead the plan for then, it will attract people to follow you. Thereupon you can impact their lives positively.
4.	Invent and create new things
	Many people have written many creative business ideas in planners. But all could not succeed in executing and test those ideas. And that’s because of a lack of skills. They did not learn how to convert ideas into products and services that are in real life. They want their plans to come true, but because of poor knowledge and sincerity, they can’t.
	But what if someone spends an exact amount of one hour on a particular topic then he will be able to get professional in that work. Along with it, it will grow creativity and originality in their work. With this, you can invent new ways to do any work. Along with that, if someone thinks that every skill is known to him, then it will impact their life and business negatively. Everything is growing around us, and that too customer expectation.
	The administration’s expectations and goals are growing. Expansion is growing, and interest is growing, busyness is growing, etc. Henceforth, it means this is a time where everyone wants to grow and expand. Thus, if we don’t maintain the pace of time and developing world, then we can face problems to supply as per the want of time.
	Consequently, that’s why for growth, newness, and to create new things. And we need to learn what’s essential to achieve specific goals and dreams.
5.	Job and promotion
	It means advancing in one’s job with their hard work and productivity, if you want to get a new job or even a promotion, then new skills will help you a lot. Skilled people get better jobs who think and work practically, morally. Along with that if you want promotion, you need to learn and perform better than others at various levels
6.	You will be able to grow your income
	It is so obvious that when you grow new skills, you will be able to improve your income and earnings too. It can be a part-time business, online business, or offline business. Skills complete your professional life. It works for your betterment.
	These are the benefits of learning new skills at work. In addition to that, professional life’s success also depends on learning new skills. People will hear your ideas with more concern, and with that, you will be able to expand your connections.
	Learning new skills means you can do more work or can invest in many works. Henceforth this benefits you in earning more than you would. This helps with your income in your workplace.
	It has become necessary to learn new skills because every other day, this world is expanding and making progress. Henceforth, to live, compete, innovate, you need to learn new skills also. As sometimes, your ancient skills won’t help, and at that moment, you need to grab some advanced skills.
2.4	Essential Skills needed of secretaries to be successful in an Organization 
	Secretaries are valuable administrative professionals who play a key role in any organization. A talented and capable secretary makes the boss look good by efficiently organizing files, drafting correspondence, disseminating timely meeting agendas and responding quickly to requests for appointments or information. Both your cover letter and resume should highlight office and administrative skills that make you uniquely qualified for the job.
	The following are the essential skills required of secretaries to be successful in an organization;
i.	Clear communication
ii.	Technological competence
iii.	Sense of professionalism
iv.	Organization skills
v.	Time management
vi.	Problem solving
vii.	Planning abilities
viii.	Senses of discretion
Clear Communication
	As any secretary can tell, clear communication in this position's most essential component. After all, almost every task secretaries will do relates to written or verbal correspondence. If secretary communication skills could use some work, try taking a writing or literature class to hone your ability to communicate thoughts clearly on paper or on the computer screen. Improvisational acting classes can also help you express thoughts verbally and think on your feet.
Technological Competence
	Decades ago, most secretaries used pen and paper or typewriters for memos and correspondence. Times have changed, however and today's administrative assistants must demonstrate technological competence. Secretaries must familiarize themselves with the use desktop computers, laptops, and smart devices to manage daily tasks. That isn't all, though. They also need to master basic word processing programs, email applications, and scheduling platforms. While he/she will learn proprietary software on the job, he/she should already have a basic grasp of the essential technology needed for his/her position. They must not hesitate to read manuals or attend webinars to learn the basics.
Sense of Professionalism
	All secretaries should have basic customer service skills, which start with a sense of professionalism. They should remember that no matter where their desk is located, as an administrative assistant, they are the face of the company. That means politeness and respect are essential qualities, whether they are dealing with clients or talking with colleagues.

Organization Skills
	Most mid-level secretaries are responsible for handling a mind-boggling amount of information. Depending on their office culture, this information might include paper files, electronic databases, or even verbal meetings. Because their colleagues will depend on them to retrieve data efficiently, he/she will need strong organizational skills. If they don't already have a preferred way of keeping things organized, educate themselves about desk accessories, software programs, and even workflow concepts that can help them keep everything under control.
Time Management
	Secretary take on more responsibilities in mid-level secretarial position, time management becomes critical. Whether you report to a single supervisor or several superiors assign work to you on a daily basis, you need to juggle tasks effectively. For most administrative secretaries, this means learning how to work smarter. Track how long it takes you to complete tasks, and learn what schedule optimizes your productivity. You'll quickly learn how to make the most of each workday.
· Problem solving: - As a secretary, common problems could include anything from fixing scheduling issues to communicating with challenging clients. Office might have policies in place to guide their efforts, but secretary will also have to hone his/her own problem-solving skills to get things done. To solve problems effectively, take the time to understand company's goals and know what he/she can do to achieve them.
· Planning Abilities: - For an administrative supervisor, planning ahead couldn't be more important. In this role, secretary will have more tasks to juggle, and have a small staff to manage, too. This means that he/she need to have a solid sense of his/her company's objectives and an understanding of what resources they have at disposal. If he/her planning abilities need work, try taking a course in project management. Then, learn how to juggle resources, allot time, and manage staff to complete both daily tasks and major projects on schedule.
· Senses of Discretion: - Senior-level secretaries tend to deal with sensitive information, such as confidential records and private communications. To handle this kind of information effectively, you will need a keen sense of discretion and the ability to maintain confidentiality. Pride yourself on your impeccable ability to keep a secret, and you might even land the opportunity to take on higher-paying opportunities that demand discretion.
2.5	ICT Skills required of Secretaries
	ICT Skills Required of Office Technology Managers/Secretaries Modern secretaries are often the employees that hold an office or organization together by making sure staffers and customers are in the right place at the right at the right time and have appropriate document and information needed. The type and size of company a secretary works will often dictate what skills are required. However, these are some basic secretarial skills on information communication technology that secretaries should master. 
i.	Technological skills 
ii.	Interpersonal Skills
iii.	Writing skills 
iv.	Transcription skills 
v.	Multi-tasking skills 
vi.	Teamwork skills 
vii.	Attention to Details 
viii.	Research Skills 
1. Technological skills: - All secretaries need technological skills in order to allow them to perform some variety of computer-based tasks such as spreadsheet, preparing presentations, creating and typing, advanced e-mail abilities, including working and attachment. Therefore, secretaries who are proficient in a variety of computer software applications will have the most career opportunities. Some of the most common technological skills that secretaries must master include word processing, spreadsheet, presentation, document and management, desktop publishing and video conferencing.
2. Interpersonal Skills: - Secretaries must interact daily with their boss, co-workers and customers. Therefore, interpersonal skills and communication skills are essential. In addition to face to face contact, secretaries communicate by e-mail, telephone and teleconferencing system. It is important for secretaries to be able to clearly communicate and share information with customers and colleagues in variety of ways.
3. Writing Skills: - In an organization, secretaries are frequently responsible for drafting routine correspondence and filing documents as well as proof reading of document, such as pleading brief, discovery and transactional documents. Writing is an integral part of the secretary’s job; those who develop strong writing skills will become indispensable to the boss or employer they assist.
4. Transcriptional Skills: - Transcriptional skills are foundational to secretarial practice. In addition to a fast typing speed (employer minutes), keen listening skills are required to comprehend voice dictation files, strong grammar, spelling, as well as understanding some terminologies. In addition, secretaries must be proficient in word processing applications and transcription equipment.
5. Multi-Tasking Skills: - Most secretaries work for more than one person or more than one simultaneously. Performing multiple tasks is second nature to a competent secretary. They know how to juggle multiple assignment and competing priorities and how to manage growing workload in today’s office where one person frequently perform the job of three.
6. Teamwork Skills: A secretary must have a teamwork spirit because that is the most efficient way secretaries know how to get along with co-workers and collaborate with others in order to get things done.
7. Attention to Details: - Attention to details is a crucial skill required by a secretary. This skill is critical in the legal profession, for example typing N60, 000, in a settlement instead of N600,000 could result to a problem.
8. Research Skills: - Secretaries perform internet research for multiple or tasks such as finding directions, gathering client information, researching the competition and locating expert wireless. Many secretaries especially those in small law offices, also perform paralegal duties, including legal research, cite checking and tracking down case law, learning legal research platform such as west law.

2.6	Computer Operating Skills 
	To be relevant in today’s office, computer and word processing skills is a must for all office technology secretaries because computer has simplified through mechanization and all aspects of office functions and secretarial procedures. Every computer has word processing facilities. 
	Ayo (2012), defined computer as an electronic device which accepts and processes data by following a set of instructions (programme) to produce an accurate and efficient result (information). At the end of the present revolution of ICT is the computer which means all other technologies revolve round the computer. It is a powerful tool that can be programmed to do virtually anything imaginable. Computer is a general purpose device that can be applied to various kinds of operations depending on the desire and application software. 
	With modern office skills, words, sentences and paragraphs are manipulated. This is made possible using word processor. This makes possible all range of editing options applicable. This makes possibilities for deleting and inserting sentences before they are printed. Designing of documents, filling of forms, retrieving information and finally printing have become simplified tasks with the use of word processors (Agomuo, 2011; Azuka, 2012 and Nwosu, 2013). Examining the effects of information and communication technology on the performance of public sector secretaries, Buseni (2013) asserted that the quality of a secretary is a function of reliable and reporting framework. The study revealed that the use of computer, telecommunication and video techniques positively and significantly affected productivity of public sector secretaries.
	As noted by Chukwumezie (2012) the skills needed by secretaries to manage information on the internet are keyboarding skills, grammatical and communication skills, computer fluency, operating the telephone and surfing the web. The rest are browsing the net offline and online and downloading and uploading the software. Furthermore, Uzoka (2012) defined information technology as the harnessing of electronic technology to improve the operations and profitability of the business as a whole. He noted further that information technology provides significant facilities such as word processing, filing and data management facilities.
	Technological changes have tremendously transformed the traditional role of secretaries in offices. The traditional roles include typewriting and shorthand dictation, answering of telephone calls and processing of mails. In recent times, modern secretaries are exposed to high technology such as the internet which simplifies duties and enhance knowledge accessibility (Edwin, 2011). These technologies make it easier to send messages by fax, telex and electronic mails. There are other office equipment that are available to the modern secretary namely duplicating machines, dictating machines, printers and photocopy machines to mention a few. This technological advanced office equipment enhances proficiency and productivity (Apkomi, 2013).
	Today, many organizations in the world have resorted to the use of computers in processing documents. A secretary using a computer connected to a printer, telephone line, scanner and other electronic equipment can perform series of tasks just within a twinkle of an eye. Office technology managers/secretaries rely on ICT in their day-to-day operations. Without the use of ICT, most business organizations in both the public and private sectors would neither be able to develop new markets nor expand existing ones. 


2.7	Secretaries Roles and Responsibilities in Contemporary Organization 
	The secretarial function, though a supportive function, requires a large amount of initiative, tact and resourcefulness to succeed. Ugiagbe (2012) defined a secretary as an assistant to an executive, possessing mastery of office skills and ability to assume responsibility without direct supervision, which displays initiative, exercises judgement, and makes decisions within the scope of his/ her authority. Boladele (2012) expressed that a secretary is a warm, endlessly helpful and under-standing individual whose sole aim is to alleviate, solve, prevent or soften problem workload and upsets for his/her executive. He/she is the means by which the executive initiates, handles and complete a project. According to Onifade (2012), a secretary is an assistant to a manager. Apart from the traditional responsibilities, such as typing, taking dictation and transcribing, managing records, receiving, storing and retrieving information or operating the computer, attending meetings, answering telephone calls, he now carries out research, prepares the manager’s itinerary, makes travel bookings and hotel reservations, supervises the junior workers, and makes some decisions using his initiatives. He should be able to answer some questions on behalf of the boss. 
	For example, a client who wants the price of a product should not wait to see the boss. A secretary who is familiar with the company’s policies, price list and handbooks should relieve the boss of such burden by providing accurate information. He should be able to coordinate the administrative activities and organize the office for efficient performance. He should be able to use the internet and train new staff on the computer. The secretary is a member of a team in the workplace and therefore should always be cooperative and supportive. He should be able to write and present reports and disseminate information using websites and e-mail. He now shares with the manager the responsibilities that were hitherto reserved for the manager. 
	Igbinidoin (2012) identifies the secretary’s responsibilities to include; taking dictation and transcribing it into correspondence which is at once dispatched to its business destination. He highlights of some forms of these correspondence to include: letters, memos, circulars, orders, quotations, acceptances, contractual terms, and conditions, invitations, etc. Each of these items he claimed will invoke a response from the addressees, who will perhaps order materials, proceed to manufacture, insure cargoes, book hotels or engage in some other expensive activity which forms part of the intricate network of business life. Therefore the secretary must be regarded with some respect with reference to these onerous functions that impinge on the success of the organization.
2.8	The Place of Secretary in an Organization
	First and foremost, the secretary is indispensable in an organization because he/she is a very versatile human being. He is a human being unlike the other office ingredients or resources that do not have initiative that can only be manipulated by the secretary. He is the organization’s image maker. He is the most important officer to be seen first and last by visitors to the organization. Although the computer does many jobs hitherto done by the secretary, the computer cannot replace the secretary because of the following peculiarities of the secretary: 
· It is the secretary that is trained to manipulate the computer and thus making it to function; 
· The secretary is trained to receive visitors in a manner that neither the computer nor any other person can do; 
· He/she knows how to keep secrets and confidential documents; 
· He/she is the custodian of office information and correspondence; 
· He/she is in charge of the supplies of the organization; 
· He/she possesses good communication skills and thus making him good in human and public relations; 
· He/she keeps a good imprest account; 
· He/she ensures an efficient and effective office by being current in records management and organizational ability; 
· He/she organizes meetings making sure that preparation before the meeting is faultless and activities during the meeting are carried out properly and after the meeting, things are put in order. 
· He/she ensures accurate and prompt recording and distribution of minutes; 
· He/she is the acceptable assistant of the chief executive since the chief executive cannot perform all the office functions despite his knowledge of the computer. 
· He prepares light refreshment for the boss. He keeps his diary and constantly reminds him of his schedule. He prepares his itinerary and makes flight and hotel reservations; 
· It is the secretary that other office workers look up to for solving office problems and who can help them with required information
2.9	The Benefits Derivable from Hiring a Skillful Secretary
	The secretary and the office is a unified whole as a result of her functions and roles in the organization. She is the second key after the manager or leader because running the administration smoothly cannot be done without proper communication of information at an actual time needed for the implementation of organizational decisions. Therefore, it is essential for secretaries to possess skills and for organizations to look for relative skills in applicants during hiring. It is sure that organizations that hire skillful secretaries will reap its benefits and anyone who fails to put importance on the possession of skills during selection process will stand to face the music.
	Kate (2011) as stated in Ifeolu (2013) that the following are the benefits derivable by organizations when they employ capable and skillful secretary to perform secretarial and managerial functions:
1.	Effective Communication: -When the secretary of an organization is skillful, she will be able to communicate effective within and without the organization in the most efficient way. In this way, the organization will excel and be prosperous as information acquisition and dissemination stand to be the major sustenance of any organization in this era.
2.	High Productivity: -If a secretary performs her duties skillfully, the result will yield high productivity because if those that need information get it at the right time and the message is clear and concise there won’t be any reason for delay in production that may lead to detrimental ends.
3.	Effectiveness and Efficiency: -A secretary that possesses both hard skills and soft skills will certainly be effective and efficient in the delivery of service and this will lead to the effectiveness and efficiency of the whole system because the secretary is the link between the organization and its publics. A secretary with skills will help organization achieve its aims effectively in an efficient manner through the reduction of cost and time.
4.	Less Error or Error-free Performance: -	With the availability of a skillful secretary in an organization, secretarial performance will be error free and this will help reduce the cost and time consumable to carry out a task.


CHAPTER THREE
METHODOLOGY
	In this chapter, the researcher described the procedure, method and technique adopted in collection of data relevant to the study on “Comparative analysis of required office skills competencies for secretaries in an organization” and is analysis through the following sub-headings:-
3.1	Instrument Used
3.2	Population of the Study
3.3	Sample and Sampling Technique
3.4	Distribution and Collection Of data
3.5	Reliability 
3.6	Validity 
3.7	Method of Data Analysis
3.1	Instrument Used
	Data for the research work were gathered through the use of questionnaire. The researcher questionnaire that was designed for the collection of data necessary to provide information to the research questions stated in chapter one. The items in the questionnaire were placed on four point rating scale of “SA – Strongly Agree 4, A = Agree 3, D = Disagree 2, and SD = Strongly Disagree 1” respectively.
3.2	Population of the Study
	The target population for this study is 25 secretaries which comprises of Zenith bank plc Ilorin, and Sterling bank plc, Ilorin. The total population of selected secretaries from the Zenith bank plc, Ilorin are 7 while 18 selected secretaries from Sterling bank plc, Ilorin, total of 25 twenty five secretaries all together.
3.3	Sample and Sampling Techniques 
	The researcher used Twenty-Five (25) of the total population as sample since the total number of population is too large for the study.
3.4	Distribution and Collection of Data
[bookmark: _GoBack]	Questionnaires were distributed by hand to the respondents by the researcher. A total of twenty five 25 copies of questionnaires were distributed. The respondents were given a day interval for the answering of the questionnaire. Seven Copies (7) were filled and returned from Zenith bank plc, Ilorin while eighteen18 copies of the questionnaires were also completed and returned from Sterling bank plc, Ilorin. The whole questionnaires recovered and nothing were roughly filled.
3.5	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.
3.6	Validity 
	Validity is a crucial of measurement. It concern itself with whether a test of scales actually measures what it is supposed to measure in establishing the validity of the aforementioned instrument, the supervisor for the research work, was duly consulted for approval. And the test of the instrument on the same group of subject, which gave correlated scores, confirmed the reliability of the instrument

3.7	Method of Data Analysis
	The data that was collected were manually analyzed with the use of a calculator to find out the percentage of response as it will appear in the chapter four; the write up therefore was based on the data collected, comment received and the researcher interpretation of data. 


CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
	This chapter deals with the presentation and analysis of the research data and discussion of findings.
4.2	Results
Table 1:		Secretaries Required the Essential Skills in Order to be more effective in an organization.
	Options
	Response
	Percentage %

	Strongly agree
	20
	80

	Agree
	05
	20

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	From table 1 above showed that, 20 (80%) respondents strongly agreed that secretaries required the essential skills in order to be more effective in an organization and 5 (20%) respondents also agreed while there was no response for disagreed and strongly disagreed respectively.


Table 2:		Secretaries should ensure to be Update to the New Development Changes in 			an organization
	Options
	Response
	Percentage %

	Strongly agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	Table above showed that 25 (100%) respondents fully support the statement above that is secretaries should ensure to be update to the new development changes in an organization. Due to the development in technologies and more experience secretaries will be needed to operate the system.






Table 3:		Organization should provide their Secretaries the Resources and Materials Needed in Order to Carrying out their Routine Task.
	Options
	Response
	Percentage %

	Strongly agree
	18
	72

	Agree
	07
	28

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	Table 3 showed that 18 (72%) respondents strongly agreed that organization should provide their secretaries the resources and materials needed in order to carrying out their routine task, 7(28%) respondents agreed, while no response to disagreed and strongly disagreed respectively. 
	Therefore, it seen that organization must provide the secretaries the resources and materials needed for the secretaries to carrying out their task successfully.

Table 4:	Organization can survive without Essential Skills needed by the Secretaries 			in an organization 
	Options
	Response
	Percentage %

	Strongly agree
	15
	60

	Agree
	08
	32

	Disagree
	02
	8

	Strongly disagree
	00
	0.00

	Total
	25
	100%


Source: Researcher’s fieldwork, 2025
	Table 4 shows that 15 (60%) respondents strongly agreed, 8 (32%) respondents agreed, 2 (8%) respondents disagreed and no response to strongly disagreed. 
	It is therefore, ascertained that every organization needs secretary with essential skills in an organization.






Table 5:		The Essential Skills Needed Determine the Major Performance of the Secretaries in an organization.
	Options
	Response
	Percentage %

	Strongly agree
	20
	80

	Agree
	05
	20

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	Table 5 showed that 20 (80%) respondents strongly agreed and 5 (20%) respondents agreed that the essential skills needed determine the major performance of the secretaries in an organization.







Table 6:	Potential Secretaries must have Skills and Knowledge on Database and Word 		Processor in order to be more Productive
	Options
	Response
	Percentage %

	Strongly agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	Table 6 showed that, the whole of 25 (100%) respondents strongly agreed that potential secretaries must have skills and knowledge on database and word processor in order to be more productive.


Table 7:		The Essential Skills are both Knowledge and Experience that Potential Secretaries must acquire Before Entering a Job in an organization.
	Options
	Response
	Percentage %

	Strongly agree
	15
	60

	Agree
	10
	40

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	The table 7 showed that 15 (60%) of the respondents strongly agreed that the essential skills are both knowledge and experience that potential secretaries must acquire before entering a job in an organization, 10 (40%) of the respondents agreed while none of them disagreed and strongly disagreed respectively.






Table 8: 	Secretaries must have Skills Elements in the Present Job as well as Previous in the 		Past Job that may be require in an organization
	Options
	Response
	Percentage %

	Strongly agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	Table 8 showed that, the whole of 25 (100%) respondents strongly agreed secretaries must have skills elements in the present job as well as previous in the past job that may be require in an organization.






Table 9:	Effective Secretaries use Varieties of Skills to Manage Office Files, Projects and 		Communication Effectively.
	Options
	Response
	Percentage %

	Strongly agree
	20
	80

	Agree
	05
	20

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	Table 9 showed that 20 (80%) respondents and 5 (20%) respondents strongly agreed that effective secretaries use varieties of skills to manage office files, projects and communication effective.


Table 10:	Potential Secretaries must Demonstrate Technological Competence Skills on Desktop Computer, Laptop, Smart Device to Manage Daily Task
	Options
	Response
	Percentage %

	Strongly agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	Table 15 showed that 25 (100%) respondents strongly agreed that potential secretaries must demonstrate technological competence skills on desktop computer, laptop, smart device to manage daily task while there was no response for agreed, disagreed and strongly disagreed respectively. 
	So this is simply saying that potential secretaries must demonstrate technological competence skills on desktop computer, laptop, smart device to manage daily task.




Table 11:	Secretary who do not Possess Essential Skills and Experience on how to Access to 		Company Document, Distribution of Software, Scheduling of Meeting will fail in 		Performing her Duties.
	Options
	Response
	Percentage %

	Strongly agree
	22
	88

	Agree
	03
	12

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	The above table 11 shows that 22 (88%) respondents strongly agreed and 3 (12%) respondents agreed that secretary who do not possess essential skills and experience on how to access to company document, distribution of software, scheduling of meeting will fail in performing her duties.





Table 12:	Effectiveness and Efficiency of an Organization are Much More Depend on the 		Performance of the Secretary.
	Options
	Response
	Percentage %

	Strongly agree
	15
	60

	Agree
	05
	20

	Disagree
	03
	12

	Strongly disagree
	02
	8

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	Table 12 showed that 15 (60%) respondents strongly agreed and 5 (20%) respondents agreed that effectiveness and efficiency of an organization are much more depend on the performance of the secretary. but 3 (12%) respondents disagreed and 2 (8%) respondents strongly disagreed. Thus, we can say that secretary is more effective and efficient in the performance of an organization.


Table 13:	Professional Secretaries should know how to Communication effectively so as Handle Written Communication
	Options
	Response
	Percentage %

	Strongly agree
	18
	72

	Agree
	07
	18

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	Table 13 showed that 18 (72%) of the respondents strongly agreed that professional secretaries should know how to communication effectively so as handle written communication, 7 (18%) of the respondents agreed while none of the respondent disagreed and strongly disagreed respectively.






Table 14:	Secretary Expected to Keeps his/her Boss Appointment Calendar at all Time
	Options
	Response
	Percentage %

	Strongly agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	The table above showed that 25 (100%) respondents strongly agreed that secretary expected to keeps his/her boss appointment calendar at all time while there was no response for agreed, disagreed and strongly disagreed. 
	So this is simply implied that secretary must keep his/her boss appointment calendar at all time.






Table 15:	Current Foster Pace in an Office has posed much Delegation and Functions on the Secretaries in an organization
	Options
	Response
	Percentage %

	Strongly agree
	15
	60

	Agree
	10
	40

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	Table 15 showed that 15 (60%) of the respondents strongly agreed and 10 (40%) of the respondents agreed that current foster pace in an office has posed much delegation and functions on the secretaries in an organization and there was no response for both disagreed and strongly disagreed respectively.


Table16:	A good secretary must be able to communicate most persuasively and be a good motivator.
	Options
	Response
	Percentage %

	Strongly agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	The above table 16 showed that 25 (100%) respondents strongly agreed to the notion that a good secretary must be able to communicate most persuasively and be a good motivator. There was no nonconforming view on this.
	Therefore, one can conclude that a good secretary must be able to communicate most persuasively and be a good motivator.





Table17:	A secretary without good interpersonal skill will surely fail in her discharge 			of duty in this 21st century.
	Options
	Response
	Percentage %

	Strongly agree
	19
	76

	Agree
	06
	24

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	The above table 17 showed that 19 (76%) respondents strongly agreed to the notion that a secretary without good interpersonal skill will surely fail in her discharge of duty in this 21st century while 6 (24%) of the respondents agreed with the statement. There was no dissenting view on this. 
	It is safe to conclude that a secretary without good interpersonal skill will surely fail in her discharge of duty in this 21st century.





Table 18:	A secretary needs both hard skills and soft skills to perform her duties more effectively in an organization.
	Options
	Response
	Percentage %

	Strongly agree
	20
	80

	Agree
	05
	20

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	The above table 18 showed that 20 (80%) respondents strongly agreed to the notion that a secretary needs both hard skills and soft skills to perform her duties more effectively in an organization while 5 (20%) of the respondents agreed with the notion. There was no dissenting view on this. 
	It is safe to opine that a secretary needs both hard skills and soft skills to perform her duties more effectively in an organization.


Table 19:	Both hard skills and soft skills complement each other, thus it is essential that secretaries have both skills.
	Options
	Response
	Percentage %

	Strongly agree
	19
	76

	Agree
	06
	24

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	The above table 19 showed that 19 (76%) respondents strongly agree to the notion that both hard skills and soft skills complement each other, thus it is essential that secretaries have both skills while 6 (24%) of the respondents agreed with the statement. There was no nonconforming view on this. 
	It is safe to conclude that both hard skills and soft skills complement each other, thus it is essential that secretaries have both skills.





Table 20:	Organizations stand to gain tremendously from a secretary who combines soft skills with hard skills.
	Options
	Response
	Percentage %

	Strongly agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	25
	100


Source: Researcher’s fieldwork, 2025
	The above table 20 showed that 25 (100%) respondents strongly agreed to the notion that organizations stand to gain tremendously from a secretary who combines soft skills with hard skills. There was no nonconforming view on this. 
	It is safe to conclude that organizations stand to gain tremendously from a secretary who combines soft skills with hard skills.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
	The study has examined Comparative analysis of required office skills competencies for secretaries in an organization; it looked into the definition of skills, essential skills needed by secretary, who is a secretary.
	The study also examined the roles and responsibilities plays by secretary in business organization as whole, essential skills needed of secretaries to be successful in an organization and it important, place of secretary in an organization.
	Apart of from literature reviewed data were collected through the use of questionnaire. The questionnaires were designed by the researcher with the assistance of the supervisor and were distributed to the chosen case study. All questions were completed and returned. Data was later analyzed and presented in chapter four.
	Secretaries by profession are dedicated, loyal, reliable, have initiative and trustworthy. They also sensitive, blessed with a lot of common sense, have good sense of humour and good memory. All these personal traits are quality combined together to be able to assist them in managing the successful organization he/she wishes to embark upon.
5.2	Conclusion
	The findings of this project work showed that essential skills have great effect on the performance of secretaries in an organization. The following conclusions were drawn based on the findings of the study. The study revealed that the secretaries in their opinions rated the identified cluster skills of word processing office work skills, communication skills, technological skills, Interpersonal skills, writing skills, transcription skills, multi-tasking skills, teamwork skills, attention to detail, research skills and senses of discretion required of graduates’ secretaries in an organization. The office of today is witnessing a lot of changes technologically that only graduates with modern office requirements will fit into the office.
	Computer skills (word processing skills) are highly required of secretaries for working in modern offices. Skills like typing using the appropriate finger skills, taking shorthand dictation and transcribe on the computer, editing, formatting and printing typed documents, checking and correcting errors, storing and retrieving documents, and operating photocopy and duplicating machines like the scanner are some basic areas of word processing that secretaries must be abreast. Computer skills such as word processing have brought about a lot of improvement and efficiency over the previous manual operations. Also of note is the ability to communicate. The office activities is centered on communication of one form or the other either orally or written. A communicatively competent person knows what to say and how to do it in order to optimize the conditions of a dialogue. To this end there is the requirement of communicative competence, emphasizing the abilities to adapt messages appropriately to the interaction context, identify preferred communication channels for example telephone hotlines, radio announcements, news conferences, and faxes to communicate with the organization publics. Ability to relate information appropriately to receivers, choose the right media for sending information, word information appropriately, address callers with appropriate politeness, display good listening skills on the job, interpret messages correctly. 
	Equally of note is that many secretaries loses their jobs because of poor interpersonal skills, poor attitudes and inability to adapt to changes brought about by technological changes, that employers or business executives used to request for potential secretaries who are honest, reliable, punctual, dedicated, pleasant, responsive and free from all vices. Knowledge of basic accounting/bookkeeping skills is also required for the day to administering of the office. Most office functions of today are no longer rigid as they were before but now flexible such that an office secretary could be able to function on any assigned aspect of the office routine. 
5.3	Recommendations
	A critical analysis of essential skills needed by a secretary in an organization and from the findings of this research, the following recommendations were made;
· Measures should be provided to ensure that only professionally competent secretaries with ICT skills are employed in an organization to better position to deal with the increasingly complex technological challenges of the 21st century.
· Enough training should be provided for secretaries to enable them more, very much needed, technologically technical, to organize workshops, seminars and conferences regularly for secretaries to update their current techniques and methods for ICT care and maintenance.
· Priority should be given to the establishment of an independent research function to support system capability and effective.
· Specifically, if secretaries are to realize this vision of a new knowledge which can compete effectively in the global market place, it requires enhancing the skills of secretaries and increasing participation in the workforce, and continuing to attract more customer
· The provision of professional development, training and re-training courses for secretaries should reflect the needs of individuals and enterprises. This would foster improved linkages between secretaries and organization and their customers.



REFERENCES
Adam, A.K. (2015)” The efficacies of secretarial profession by Ghana Education Service and Higher Education Institutions. Journal of Education and Practice. www.iiste.org.ISSN 2222-1735 (paper) ISSN 2222-288X vol. 6 No. 18
Adebayo, A and Akinyele, I.A. (2012): Challenges of Modern Professional Secretary/Office Managers Achieving Success at Work. Journal Management and Corporate Governance ©2012 Conresin Publications www.conresin.org.ISSN 2277-0089 Vol. IV
Akinola A.O. (2012): The Impact of Internet on information communication processing and its implication for secretarial training in the 21st century in Nigeria. Bus. Edu. 11 (4): 75-79
Allen, H.T. (2012). The Role and Responsibility of Secretary in an Organization.
Anderson, B. (2012): Doing the dirty work? The Global Politics of Domestic Labour. London: ZedBooks.
Aromolaran, M.E. (2014): Challenges of a professional secretary need for curriculum revision in Nigeria polytechnic. Bus. Edu. J. 111 (2) 38-42
Asabere, N.Y., and Enuguah, S.E. (2012): Use of Information and Communication Technology in Tertiary Education in Ghana. A case study of Electronic Learning (E-Learning), 2(1), 62 – 68.
Ayo, Y. (2012) Secretarial Efficiency in an Automated Office: Journal of The School Vocational and Technical Education (THE VAS JOURNAL), 7 (1): 123-134
Bailey, T. (2012): Changes in the nature of work: Implications for skills and assessment. In H. F. O’Neil, Jr. (Ed.), Workforce readiness: Competencies and assessment. Mahwah, NJ: Lawrence Erlbaum Associates.
Boladele, Y. (2012) Secretarial Efficiency in an Automated Office: Journal of The School Vocational and Technical Education (THE VAS JOURNAL), 7 (1), 123-134
Buseni J.E., (2013): Effects of Modern Office Technology as Perceived by Secretaries. Business Education Journal 4 (1): 147-155.
Chukwumezie, F.U (2012) The Internet Competencies Required of Secretaries in a Technological Environment, Business Education Journal 3 (6) October, pp. 24-36
Cletus, I.E. (2012): Challenges and Prospects of Ethical Secretaries in Unethical Work Environment. Academics Scholarship, Niger Delta University, Wilberforce Island, Bayelsa State, Nigeria.
Gomez, B.C. (2012): Del etiquetado de lasocupacionessegúnnivel de cualificación. Sociologiadel Trabajo, No 39, pp. 33-61.
Henry, R.A. (2014): The Concept and Duties of a Secretary. Houghton3rd Edition Mifflin Company Meshach Useetts.
Iribar, A (2012): Mástítulos de losnecesarios. El País, 5 September,
Korczynski, M. (2012): Human resource management in service work. London: Palgrave.
Monkhood, R (2014): Secretary and his Duties in an Organization. Made Simple books, Heinemann: London (5th edition)
Okereke, E.C. & Ndinechi, G.I. (2015):	 Status of information and communication technology in the business teacher education curriculum. Business EducationJournal.Vol. V. (1), 18.
Onifade, A (2012): Management: Office Business Education. Abeokuta: KAPPCO
Skinner, J.; Pownall, I.; Cross, P. Is HRD practiced in micro-SMEs, Human Resource Development International, 2003, Vol. 6, No 4, pp.475-489.
Spencer, J. and Pruss, A. (2011): The Professional Secretary, London, Continuum Wellington House pp. 125-126.
Strebler, M.; Thompson, M.; Heron, P. Skills, competencies and gender: issues for pay and training. Brighton: Institute of Employment Studies, 1997. (IES Report, 333).
Thompson, P. (2012): Human capital or capitalizing on humanity? Knowledge, skills and competencies in interactive service work. In Prichard, C. et al. (Eds.).Managing knowledge. London: Palgrave, pp. 122-140.
Ugiagbe, F. E. S. (2012). An Analysis of Secretarial Office Automation and work Ethics in National Development Education, Akoka Journal of Vocational Education (2nd Edition), Akoka, Lagos Dic Publishing Company 
Uzoka, F.M. (2012). Effects of Information Technology on Customers: Satisfaction in Nigerian Financial Institutions, The Nigerian Accountant, 35(4), 5-8. 
Wolfensohn J.D. (2012). The Challenges of Globalization: The role of World Bank. Washington DC 20433, World Bank





QUESTIONNAIRE 
COMPARATIVE ANALYSIS OF REQUIRED OFFICE SKILLS COMPETENCIES FOR SECRETARIES IN AN ORGANIZATION
Please indicate your level of agreement with the following statements by circling the appropriate option.
1. Secretaries require essential skills to be more effective in an organization.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
2. Secretaries should ensure they are updated with new developmental changes in an organization.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
3. Organizations should provide secretaries with the resources and materials needed to carry out their routine tasks.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
4. An organization can survive without the essential skills needed by secretaries.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
5. The essential skills needed determine the major performance of secretaries in an organization.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
6. Potential secretaries must have skills and knowledge in database and word processing to be more productive.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
7. Essential skills include both knowledge and experience that potential secretaries must acquire before entering a job in an organization.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
8. Secretaries must have skills relevant to their current job as well as skills from previous jobs that may be required in an organization.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
9. Effective secretaries use a variety of skills to manage office files, projects, and communication effectively.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
10. Potential secretaries must demonstrate technological competence skills on desktop computers, laptops, and smart devices to manage daily tasks.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
11. A secretary who does not possess essential skills and experience in accessing company documents, distributing software, and scheduling meetings will fail in performing their duties.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
12. The effectiveness and efficiency of an organization depend significantly on the performance of the secretary.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
13. Professional secretaries should know how to communicate effectively to handle written communication.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
14. Secretaries are expected to keep their boss’s appointment calendar at all times.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
15. The current fast pace in an office has imposed increased delegation and functions on secretaries in an organization.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
16. A good secretary must be able to communicate persuasively and be a good motivator.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
17. A secretary without good interpersonal skills will surely fail in their discharge of duties in the 21st century.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
18. A secretary needs both hard skills and soft skills to perform their duties more effectively in an organization.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
19. Both hard skills and soft skills complement each other, making it essential for secretaries to possess both.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )
20. Organizations stand to gain tremendously from a secretary who combines soft skills with hard skills.
	SA 		(     )			A			(     ) 		
	D		(     ) 			SD			(    )



