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Abstract
This research examines the impact of modern office technology on the performance of office managers at the Kwara State Head of Service, Ilorin. The study investigates how advanced technological tools, such as automated systems, reliable communication platforms, and ergonomic office equipment, impact productivity, job satisfaction, and organizational efficiency. Through a questionnaire-based survey of 25 office managers, the findings reveal that access to modern technology significantly enhances task efficiency and decision-making, while outdated systems contribute to delays and frustration. Key challenges identified include inadequate technological infrastructure, limited training on new tools, and irregular maintenance of equipment. The study highlights the critical role of integrating cutting-edge technology with supportive training programs to optimize office managers' performance. Recommendations include regular upgrades of office technology, provision of continuous professional development, and fostering a tech-friendly organizational culture to drive operational excellence and institutional success. These insights offer practical guidance for policymakers and administrative leaders to enhance office management practices.
.
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CHAPTER ONE
INTRODUCTION
1.1	Background to the study
In today’s rapidly evolving work environment, organizations are continuously seeking ways to increase productivity, efficiency, and accuracy in their operations. One of the critical transformations in modern workplaces has been the adoption of modern office machines and equipment. These advancements have significantly changed the roles and functions of secretaries, who have traditionally been responsible for administrative and clerical duties in organizations. Secretarial functions, once primarily manual, are now largely automated or digitized, leading to changes in performance expectations and work dynamics.
Modern office machines such as computers, photocopiers, scanners, printers, fax machines, shredders, projectors, and various types of communication tools like smartphones and internet-based conferencing tools have revolutionized office work. The integration of Information and Communication Technology (ICT) in office administration has transformed the secretarial profession from merely typing and filing to roles involving data management, information processing, communication facilitation, and decision-support functions (Nwaokwa & Okoli, 2012). These technologies have not only facilitated better performance of routine tasks but have also empowered secretaries with tools for multitasking and effective time management.
Secretaries are often the nerve center of an organization, responsible for managing information flow, scheduling, document handling, and providing administrative support to executives and teams. The introduction of modern office equipment enhances the efficiency and speed with which secretarial tasks are executed. For instance, the use of word processors and computerized documentation reduces the time and effort spent on typing and editing documents manually. Likewise, electronic filing systems have replaced cumbersome manual filing systems, allowing for faster retrieval and storage of information (Ezoem, 1995).
The influence of technology on secretarial duties can be traced to the broader trend of digital transformation in workplaces. As businesses compete in a globalized economy, the need for operational efficiency and real-time communication becomes paramount. Thus, organizations are investing heavily in modern office technologies to remain competitive and meet the demands of fast-paced business environments. This transformation places greater emphasis on the need for secretaries to be technologically proficient and adaptable to new tools (Olaniyi & Adebayo, 2012).
Despite the numerous benefits of modern office machines, the transition has not been without challenges. One of the critical issues is the level of competence and adaptability of secretaries in using new technologies. There exists a gap between the rapid advancement of office technology and the training or re-training opportunities available for secretaries. In many cases, secretaries struggle to keep pace with evolving tools due to lack of adequate training, leading to underutilization of available equipment and reduced productivity (Anene, 2006).
Moreover, while the automation of secretarial tasks has led to increased efficiency, it has also altered the traditional roles and perceptions of the secretarial profession. There is an ongoing debate about whether technology enhances or threatens the relevance of secretaries in the workplace. Some argue that automation has diminished the need for secretarial positions, while others contend that the role has simply evolved, demanding higher levels of skill and professionalism (Onasanya, 1990). In essence, the effectiveness of modern office equipment depends not only on the availability of these tools but also on the ability of secretaries to utilize them effectively.
In the Nigerian context, the use of modern office equipment is gradually becoming prevalent in both public and private organizations. However, the extent of its impact on secretarial performance varies based on organizational capacity, financial investment, training infrastructure, and employee readiness. Studies have shown that organizations that invest in modern office technologies and provide adequate training for their secretarial staff witness improved workflow, better record-keeping, and higher employee satisfaction (Ezoem, 1995; Olaniyi & Adebayo, 2012).
Additionally, technological tools have enhanced the collaborative capabilities of secretaries. With software such as Microsoft Office Suite, Google Workspace, Zoom, and other cloud-based platforms, secretaries can coordinate meetings, manage schedules, and share documents seamlessly across different departments or locations. This not only improves internal communication but also enhances organizational effectiveness (Nwaokwa & Okoli, 2012).
It is also important to consider the ergonomic and health implications of using modern office equipment. Prolonged use of computers and other electronic devices has led to concerns about workplace ergonomics and the health of office workers, including secretaries. This has prompted discussions around the need for better office designs, adjustable workstations, and policies that encourage healthy working environments (Aina, 2002). Hence, while modern office equipment brings several advantages, it must be complemented by organizational strategies that promote safe and effective use.
1.2	Statement of the problem
Despite the increasing adoption of modern office technology in different organizations, there remains a significant gap in understanding their actual impact on the performance of office managers (secretaries). Many secretaries struggle to adapt to the fast-paced technological changes due to inadequate training and support, leading to underutilization of available tools. Additionally, some organizations lack the financial resources to procure up-to-date equipment, further hindering secretarial efficiency. This raises concerns about whether modern office technologies are truly enhancing productivity or merely complicating traditional roles. The problem, therefore, lies in determining how effectively these technologies contribute to secretarial performance and identifying the challenges that limit their optimal use in the workplace.
1.3	Objectives of the study
The main aim of the study is to examine the The Impact  of Modern Office Technology on the Performance of office manager. The objective of the study includes:
i. To examine the types of modern office machines and equipment available at Kwara State Head of Service, Ilorin.
ii. To evaluate the impact of modern office machines on the efficiency and productivity of secretaries in the institution.
iii. To assess the level of competence and training of secretaries in operating modern office equipment at Kwara State Head of Service, Ilorin.
iv. To identify the challenges secretaries face in adapting to modern office technologies in the organization.
1.4	Research Questions
The study will answer the following research questions:
i. What types of modern office machines and equipment are available for use by secretaries at Kwara State Head of Service, Ilorin?
ii. How do modern office machines and equipment influence the efficiency and productivity of secretaries in the institution?
iii. What is the level of competence and training among secretaries in the use of modern office equipment at Kwara State Head of Service, Ilorin?
iv. What challenges do secretaries encounter in adapting to and using modern office technologies in the organization?
1.5	Significance of the Study
This study will provide valuable insights into how modern office technology influence the efficiency and productivity of secretaries at Kwara State Head of Service, Ilorin. It will help identify the specific technologies that enhance performance and highlight gaps in training or equipment utilization. The findings can guide management in making informed decisions about investments in office technology and staff development. Additionally, it will contribute to academic research on administrative effectiveness in higher institutions.
1.6	Delimitation of the Study 
The study, on the “The Impact  of Modern Office Technology on the Performance of office manager,” is delimited to the Secretaries only,. It was delimited to the secretaries’ because the study intends to seek their opinions on the effect of modern office machines equipment on the performance of secretaries. 
1.7	Limitations of the study
Indeed, there is the anticipation of various challenges which may be encountered as the researcher undertakes this study. However, measures have been established in to curtail the said challenges. Some of those challenges could be: difficulty in retrieving data, limited time for the study, and the financial commitments. This called for the limited and careful selection of population and samples of the study into a manageable one and the requirement of immense work in data sourcing and information mining from the respective bodies. 



















CHAPTER TWO
LITERATURE REVIEW
This chapter is literature review; it will be discussed under these following sub-headings: 
2.1	Modern Office Machines/Equipment
2.2	Measurement of Performance of Secretaries
2.3	Training and Skill Level of Secretaries
2.4	 Frequency and ease of use of the equipment
2.5	Organizational support and maintenance of equipment
2.6	Attitude toward technology
2.1	Modern Officer Machines/ Equipment
Computers
Computers are the cornerstone of modern office operations, serving as the primary tool for secretaries in performing a wide range of tasks. These devices enable secretaries to create, edit, and store documents using software like Microsoft Word, manage data in spreadsheets with Excel, and prepare presentations with PowerPoint. They facilitate email communication, calendar management, and access to cloud-based collaboration platforms like Google Workspace or Microsoft Teams, ensuring seamless coordination with colleagues and executives. Computers also support specialized software for tasks such as accounting, customer relationship management (CRM), or document management systems, which streamline workflows. For secretaries, the speed and processing power of modern computers reduce task completion time, while features like multitasking allow them to handle multiple responsibilities simultaneously. High-speed internet connectivity on computers enables real-time communication and access to online resources, enhancing research capabilities. However, secretaries require adequate training to leverage advanced features, as underutilization can limit efficiency. Regular software updates and cybersecurity measures are essential to maintain performance and protect sensitive data. The effect of computers on secretarial performance is profound, as they centralize numerous functions, reduce manual effort, and improve accuracy, directly contributing to organizational productivity. A secretary proficient in computer use can manage complex schedules, produce professional documents, and coordinate projects efficiently, making computers indispensable in modern offices.
Photocopiers
Photocopiers are vital office machines that allow secretaries to produce multiple copies of documents quickly and efficiently, supporting administrative tasks such as preparing meeting materials, reports, or client files. Modern photocopiers offer advanced features like duplex printing, collating, stapling, and color copying, which enhance the quality and presentation of documents. These machines save time compared to manual duplication methods, enabling secretaries to focus on other critical tasks. For instance, a secretary can prepare 50 copies of a training manual in minutes, ensuring timely distribution. Many photocopiers are networked, allowing direct printing from computers, which streamlines workflows. Energy-efficient models and features like scan-to-email reduce paper usage, aligning with sustainable practices. However, frequent maintenance is necessary to prevent paper jams or toner issues, which can disrupt operations. Secretaries must be trained to operate photocopiers effectively, including troubleshooting minor issues, to maintain productivity. The effect of photocopiers on secretarial performance lies in their ability to handle high-volume document reproduction with minimal effort, ensuring that administrative tasks are completed promptly and professionally, thereby supporting organizational efficiency.
Scanners
Scanners are essential for digitizing physical documents, enabling secretaries to convert paper files into electronic formats for storage, sharing, or editing. Modern scanners offer high-resolution scanning, automatic document feeders, and optical character recognition (OCR), which converts scanned text into editable formats. This functionality allows secretaries to create searchable PDFs, archive records, or send documents via email, reducing reliance on physical storage and improving accessibility. For example, a secretary can scan client contracts and upload them to a cloud-based system, ensuring secure and instant access for team members. Scanners also support compliance with digital record-keeping regulations, enhancing organizational efficiency. High-speed scanners can process multiple pages quickly, saving time in busy offices. Secretaries require training to use features like OCR or batch scanning effectively, as improper use can lead to errors or low-quality outputs. Regular maintenance, such as cleaning the scanner glass, ensures consistent performance. The effect of scanners on secretarial performance is significant, as they facilitate a shift to paperless workflows, improve document management, and free up time for strategic tasks, directly impacting organizational productivity.
Printers
Printers are critical for producing hard copies of documents, such as letters, reports, or invoices, which secretaries often prepare for internal or external use. Modern printers offer features like wireless connectivity, high-speed printing, and color options, enabling secretaries to produce professional-quality documents efficiently. For instance, a secretary can print a full-color presentation directly from a computer, saving time and ensuring accuracy. Multifunction printers combine printing, scanning, and copying, consolidating tasks into one device. Energy-efficient and eco-friendly models reduce costs and environmental impact. However, printers require regular maintenance, such as replacing ink or toner, to avoid downtime. Secretaries must be familiar with printer settings, such as duplex printing or paper size adjustments, to optimize output. The effect of printers on secretarial performance is evident in their ability to deliver timely, high-quality documents, supporting communication and record-keeping. By streamlining document production, printers enhance secretaries’ efficiency and contribute to the smooth operation of organizational processes.
Shredders
Shredders are essential for securely disposing of sensitive documents, ensuring compliance with data protection regulations and safeguarding organizational confidentiality. Secretaries often handle confidential materials, such as financial records or client information, and shredders allow them to destroy these documents efficiently, preventing unauthorized access. Modern shredders offer features like cross-cut or micro-cut shredding, which provide higher security by reducing paper to tiny particles. High-capacity models can handle multiple sheets at once, saving time in busy offices. Some shredders also destroy CDs, credit cards, or staples, adding versatility. Secretaries must be trained to operate shredders safely and maintain them by emptying bins or oiling blades to prevent jams. The effect of shredders on secretarial performance lies in their role in maintaining security and compliance, allowing secretaries to manage sensitive information responsibly. By ensuring secure disposal, shredders reduce the risk of data breaches, enhancing organizational trust and efficiency, while freeing secretaries to focus on other tasks without worrying about document security.
Fax Machines
Fax machines remain relevant in certain industries, such as legal or healthcare, for transmitting documents securely and instantly. Secretaries use fax machines to send or receive contracts, forms, or signed documents that require immediate delivery without relying on email. Modern fax machines offer digital integration, allowing secretaries to send faxes directly from computers or store received faxes electronically, reducing paper use. Features like automatic redial or memory storage ensure reliable transmission, even during busy periods. Fax machines are user-friendly, but secretaries need training to troubleshoot issues like line errors or paper jams. Regular maintenance, such as replacing ink or checking connections, ensures consistent performance. The effect of fax machines on secretarial performance is their ability to provide a reliable, legally recognized method for document transmission, ensuring timely communication. By facilitating secure and efficient document exchange, fax machines support secretaries in maintaining smooth workflows, contributing to organizational effectiveness, particularly in time-sensitive environments.
Projectors
Projectors are valuable tools for secretaries tasked with organizing presentations, meetings, or training sessions. These devices project digital content, such as PowerPoint slides or videos, onto a screen, enabling clear and engaging communication. Modern projectors offer high-resolution displays, wireless connectivity, and portability, allowing secretaries to set up presentations quickly in various settings. For example, a secretary can connect a laptop to a projector via HDMI or Wi-Fi to display a quarterly report during a board meeting. User-friendly interfaces and features like auto-keystone correction simplify operation. Secretaries require training to adjust settings, such as brightness or focus, to ensure optimal visibility. Regular maintenance, like cleaning filters or replacing bulbs, prevents technical issues during critical presentations. The effect of projectors on secretarial performance lies in their ability to enhance communication and professionalism in meetings, enabling secretaries to support executives effectively. By ensuring smooth and impactful presentations, projectors contribute to organizational success and secretaries’ efficiency in managing events.
Internet Facilities
Internet facilities, including high-speed Wi-Fi and network infrastructure, are critical for secretaries to perform tasks like email communication, online research, and cloud-based collaboration. These facilities enable access to tools like Google Drive, Microsoft Teams, or CRM systems, streamlining document sharing and team coordination. For instance, a secretary can schedule virtual meetings via Zoom or update a shared calendar in real-time, ensuring alignment across departments. Reliable internet reduces delays in data transfer or communication, boosting productivity. Secretaries need basic digital literacy to navigate online platforms and troubleshoot connectivity issues. Cybersecurity measures, such as firewalls or VPNs, protect sensitive data during online tasks. The effect of internet facilities on secretarial performance is transformative, as they enable seamless connectivity, faster task execution, and access to vast resources, enhancing efficiency and organizational responsiveness. Without reliable internet, secretaries face delays and communication breakdowns, underscoring its critical role.
Multifunctional Devices (MFDs)
Multifunctional devices (MFDs) combine printing, scanning, copying, and faxing into a single machine, offering secretaries a versatile tool to handle multiple tasks efficiently. These devices save space and reduce the need for separate equipment, streamlining workflows. For example, a secretary can scan a document, email it, and print copies using one MFD, minimizing movement and time. Advanced MFDs offer cloud integration, touch-screen interfaces, and energy-saving modes, enhancing usability and sustainability. Secretaries require training to utilize features like secure printing or scan-to-cloud effectively. Regular maintenance, such as toner replacement or software updates, ensures reliability. The effect of MFDs on secretarial performance is their ability to consolidate tasks, reduce operational complexity, and improve turnaround times, directly supporting organizational efficiency. By providing an all-in-one solution, MFDs empower secretaries to manage diverse responsibilities with ease.

Office Automation Software
Office automation software, such as Microsoft Office, email systems (e.g., Outlook), and scheduling tools (e.g., Calendly), automates repetitive tasks, enabling secretaries to work more efficiently. These tools support document creation, data analysis, email management, and appointment scheduling, centralizing administrative functions. For instance, a secretary can use Excel to track expenses, Outlook to manage emails, and Calendly to coordinate meetings, reducing manual effort. Features like templates, macros, or auto-responders save time and improve accuracy. Cloud-based software allows real-time collaboration, ensuring seamless teamwork. Secretaries need training to master advanced features, such as mail merge or pivot tables, to maximize productivity. Regular updates and technical support prevent software glitches. The effect of office automation software on secretarial performance is its ability to streamline workflows, enhance organization, and reduce errors, significantly boosting efficiency and contributing to organizational success.

2.2	Measurement of Performance of secretaries
i. Speed and Accuracy of Task Completion
Speed and accuracy of task completion refer to a secretary’s ability to perform assigned tasks efficiently within a given timeframe while maintaining high precision and minimizing errors. Secretaries are often responsible for tasks such as scheduling, data entry, document preparation, and correspondence management, which require both quick turnaround and meticulous attention to detail. Speed is critical in high-pressure environments where deadlines are tight, and executives rely on timely support to maintain workflow. For instance, preparing meeting agendas or travel itineraries swiftly ensures organizational operations run smoothly. However, speed must not compromise accuracy, as errors in documents, schedules, or communications can lead to misunderstandings, delays, or reputational damage. A secretary who types reports or emails with typographical errors or schedules meetings with incorrect times demonstrates a lack of precision that undermines trust. To achieve both speed and accuracy, secretaries may leverage tools like calendar management software or automated templates, but they must also possess strong organizational skills and the ability to prioritize tasks effectively. Research suggests that multitasking, often required of secretaries, can reduce accuracy if not managed properly, emphasizing the need for focused attention on critical tasks (Rubinstein et al., 2001). Training in time management and familiarity with office technologies can enhance a secretary’s ability to balance these demands. Performance in this area can be measured through metrics like task completion time, error rates in documents, or feedback from supervisors on reliability. Ultimately, a secretary’s ability to deliver tasks quickly and accurately directly impacts the productivity of the team or executive they support, making this a foundational performance metric.

ii. Quality of Work Produced
The quality of work produced by a secretary reflects the standard of their output, encompassing the clarity, professionalism, and thoroughness of tasks such as written correspondence, reports, presentations, or organized records. High-quality work is polished, free of errors, and tailored to meet the specific needs of the recipient, whether it’s an executive, client, or colleague. For example, a secretary drafting a letter must ensure it adheres to organizational tone, formatting standards, and conveys the intended message clearly. Quality also extends to less tangible outputs, such as maintaining organized filing systems or ensuring meeting logistics are seamless. Poor quality, such as incomplete documents or disorganized schedules, can disrupt operations and reflect poorly on the organization. According to a study on workplace performance, high-quality work is linked to employee competence and attention to detail, both critical for secretarial roles (Sonnentag & Frese, 2002). Secretaries must balance creativity (e.g., designing visually appealing presentations) with adherence to organizational protocols. Feedback from supervisors or stakeholders often serves as a key indicator of quality, alongside objective measures like error rates or client satisfaction. Continuous improvement through training in software tools (e.g., Microsoft Office Suite) or professional writing can elevate work quality. Additionally, a secretary’s ability to anticipate needs—such as proactively formatting a report in a preferred style—demonstrates a commitment to excellence. This metric is vital because the quality of a secretary’s work directly influences the organization’s professionalism and operational efficiency, making it a cornerstone of performance evaluation.


iii. Time Management
Time management refers to a secretary’s ability to prioritize tasks, meet deadlines, and allocate their workday efficiently to handle multiple responsibilities. Secretaries often juggle diverse tasks, such as answering phones, managing calendars, preparing documents, and coordinating meetings, all while responding to urgent requests. Effective time management ensures that critical tasks are completed promptly without neglecting routine duties. For example, a secretary might prioritize confirming a high-stakes meeting’s logistics over routine filing when time is limited. Poor time management, such as missing deadlines or overcommitting to tasks, can lead to bottlenecks and stress, negatively affecting team productivity. Research highlights that time management skills, including planning and prioritization, are linked to higher job performance and lower stress levels (Macan et al., 1990). Secretaries can improve time management by using tools like task management apps (e.g., Trello or Asana) or setting daily priorities based on urgency and importance. They must also adapt to unexpected interruptions, a common challenge in secretarial work, by maintaining flexibility while staying focused on key objectives. Performance in this area can be assessed by tracking deadline adherence, the ability to handle multiple tasks without errors, or feedback on responsiveness. Strong time management not only enhances a secretary’s efficiency but also builds trust with supervisors who rely on their support to keep operations on track. This skill is particularly crucial in fast-paced environments where delays can have cascading effects.
iv. Communication Effectiveness
Communication effectiveness measures a secretary’s ability to convey information clearly, professionally, and appropriately across verbal, written, and non-verbal channels. Secretaries serve as a communication hub, interacting with executives, colleagues, clients, and external stakeholders. They must articulate messages accurately, whether drafting emails, answering phone calls, or relaying instructions. For instance, a secretary scheduling a meeting must clearly communicate details to all participants to avoid confusion. Effective communication also involves active listening to understand needs and respond appropriately, such as clarifying vague requests from a supervisor. Poor communication, like misinterpreting instructions or using an unprofessional tone, can lead to errors or strained relationships. Studies show that effective workplace communication enhances collaboration and productivity (Kreps, 1990). Secretaries must adapt their communication style to different audiences, using formal language for external clients and a more collaborative tone internally. Non-verbal cues, such as maintaining eye contact or a professional demeanor, also contribute to effectiveness. Technology, like email platforms or virtual meeting tools, plays a significant role, requiring secretaries to be proficient in digital communication. Performance can be evaluated through feedback on clarity, responsiveness, and professionalism, or by tracking issues arising from miscommunication. Strong communication fosters trust and ensures smooth operations, making it a critical metric for secretaries.

v. Job Satisfaction and Motivation
Job satisfaction and motivation reflect a secretary’s level of contentment with their role and their drive to perform effectively. Satisfied and motivated secretaries are more likely to engage fully in their tasks, exhibit loyalty, and contribute positively to the workplace. Job satisfaction stems from factors like recognition, supportive work environments, opportunities for growth, and fair compensation. Motivation, meanwhile, is fueled by intrinsic factors (e.g., pride in organizing a successful event) and extrinsic rewards (e.g., bonuses or praise). A motivated secretary might proactively streamline processes, such as creating a more efficient filing system, while a dissatisfied one may show disengagement or higher absenteeism. Research indicates that job satisfaction is closely tied to performance and retention, with motivated employees demonstrating higher productivity (Judge et al., 2001). Secretaries face unique challenges, such as repetitive tasks or high-pressure demands, which can impact satisfaction if not balanced with meaningful responsibilities or support. Organizations can boost satisfaction by offering training, clear career paths, or regular feedback. Performance in this area can be measured through self-reported satisfaction surveys, supervisor observations of enthusiasm, or metrics like attendance and initiative. High job satisfaction and motivation enhance a secretary’s resilience and commitment, directly influencing their overall performance and the organization’s success.
vi. Professional Competence
Professional competence encompasses a secretary’s knowledge, skills, and abilities to perform their role effectively, including technical proficiency, problem-solving, and adherence to workplace standards. This includes mastery of tools like word processing, spreadsheet software, or scheduling platforms, as well as soft skills like discretion and adaptability. For example, a competent secretary can troubleshoot a scheduling conflict or format a complex report under time constraints. Competence also involves staying updated on industry trends or organizational protocols, ensuring relevance in a dynamic workplace. Lack of competence, such as unfamiliarity with key software or inability to handle confidential information, can hinder performance and erode trust. Research underscores that competence is a key driver of workplace performance, particularly in roles requiring diverse skills (Campbell, 1990). Secretaries must continuously develop their skills through training or self-learning to meet evolving demands, such as mastering new communication platforms like Slack or Zoom. Performance can be assessed through skill-based evaluations, supervisor feedback, or the ability to handle complex tasks independently. A highly competent secretary not only executes tasks efficiently but also anticipates needs and contributes to process improvements, making this metric essential for long-term success in the role.

2.3	Training and Skill Level of Secretaries
The performance of secretaries in modern organizations is significantly influenced by their training and skill level, particularly in the context of using advanced office machines and equipment. Secretaries are often the backbone of administrative functions, managing tasks such as document preparation, communication, and scheduling, all of which increasingly rely on sophisticated technology like computers, multifunctional printers, and specialized software (e.g., Microsoft Office, document management systems, and customer relationship management tools). Effective training ensures that secretaries can proficiently operate these tools, thereby enhancing their productivity, accuracy, and overall contribution to organizational goals. Comprehensive training programs should cover both technical skills (e.g., operating hardware and software) and soft skills (e.g., problem-solving and adaptability), as secretaries must navigate complex workflows and troubleshoot minor technical issues independently. For instance, a secretary trained in advanced features of word processing software can produce high-quality documents faster, reducing turnaround time for reports or correspondence. However, inadequate training can lead to underutilization of equipment, errors, and decreased efficiency, which negatively impacts organizational performance. Studies, such as those by Akpomi and Ordu (2019), emphasize that continuous professional development is critical for secretaries to keep pace with technological advancements, as outdated skills can render even the most advanced equipment ineffective. Organizations that invest in regular training programs tailored to secretaries’ roles see improved job satisfaction and performance, as employees feel more confident and competent. Moreover, training must be practical and hands-on, allowing secretaries to apply their learningtsk-based learning, where secretaries practice real-world tasks like managing email workflows or creating pivot tables in spreadsheets, ensures better retention of skills. The absence of such training can lead to a skills gap, where secretaries struggle to leverage the full potential of modern office machines, leading to inefficiencies. For example, a secretary unfamiliar with cloud-based collaboration tools like Google Workspace or Microsoft Teams may rely on outdated methods, slowing down team coordination. Organizations must also consider the diversity of skill levels among secretaries; some may have basic computer literacy, while others may be proficient in advanced software. Tailored training programs can bridge this gap, ensuring all secretaries can maximize the utility of office equipment. Furthermore, certifications in software proficiency (e.g., Microsoft Office Specialist) can enhance a secretary’s credibility and capability, directly impacting their performance. The effect of modern office machines on secretaries’ performance is thus closely tied to their training, as these tools are only as effective as the skills of the user. Organizations that neglect training risk wasting resources on underused equipment and overburdened staff, while those that prioritize skill development see measurable improvements in productivity and morale (Akpomi & Ordu, 2019). Training also fosters adaptability, enabling secretaries to embrace new technologies as they emerge, ensuring long-term organizational resilience. By aligning training with the specific features of office machines, organizations can empower secretaries to perform at their best, directly enhancing overall organizational efficiency.

2.4	Frequency and Ease of Use of Equipment
The frequency and ease of use of modern office machines significantly affect secretaries’ performance within an organization. Office equipment, such as computers, scanners, photocopiers, and communication devices, are integral to daily secretarial tasks, and their usability directly influences efficiency, accuracy, and job satisfaction. When equipment is user-friendly and frequently utilized, secretaries can complete tasks like document processing, data entry, or scheduling with minimal effort, allowing them to focus on higher-value activities such as coordinating meetings or managing executive calendars. Conversely, complex or unreliable equipment can lead to frustration, errors, and wasted time, undermining performance. For example, a multifunction printer that is intuitive and reliable enables a secretary to scan, copy, or print documents seamlessly, whereas a machine with frequent paper jams or a convoluted interface can disrupt workflows. Research by Eze and Okoli (2020) highlights that the ergonomic design and accessibility of office machines play a critical role in reducing physical and cognitive strain on secretaries, thereby enhancing productivity. Frequent use of equipment also reinforces familiarity, allowing secretaries to develop shortcuts and efficiencies, such as mastering keyboard shortcuts or automating repetitive tasks in software. However, overuse or dependency on certain machines without proper breaks can lead to fatigue, particularly with screen-based devices, necessitating balanced usage guidelines. Ease of use is equally critical; equipment with clear instructions, minimal setup, and responsive interfaces reduces the learning curve and boosts confidence. For instance, software with drag-and-drop functionality or customizable dashboards allows secretaries to tailor their workspace, improving task execution speed. Organizations can enhance ease of use by selecting equipment with standardized interfaces across devices, minimizing the need to learn multiple systems. Regular feedback from secretaries about equipment usability can also guide purchasing decisions, ensuring that new machines align with user needs. The frequency of use is often dictated by task demands; for example, a secretary in a busy law firm may rely heavily on a high-speed scanner to digitize client files, making its reliability paramount. Poorly designed or outdated equipment can create bottlenecks, as secretaries spend excessive time troubleshooting or waiting for machines to function. Moreover, the integration of equipment into daily workflows matters—cloud-connected devices that sync data automatically reduce manual input, saving time. The effect of modern office machines on performance is thus amplified when they are both frequently used and easy to operate, as secretaries can maintain a steady workflow without unnecessary interruptions. Organizations that prioritize user-centric equipment see higher output and lower stress levels among secretaries, while those with cumbersome or rarely used machines risk inefficiencies and disengagement (Eze & Okoli, 2020). By ensuring equipment is intuitive and aligns with task frequency, organizations can optimize secretarial performance and, by extension, overall operational success.
2.5	Organizational Support and Maintenance of Equipment
Organizational support and maintenance of office equipment are pivotal in determining how effectively secretaries can leverage modern machines to enhance their performance. Secretaries rely on a range of equipment—computers, printers, fax machines, and telecommunication systems—to execute their duties, and any downtime or malfunction can disrupt workflows, increase stress, and reduce productivity. Robust organizational support, including timely maintenance, technical assistance, and resource allocation, ensures that equipment remains functional and up-to-date, enabling secretaries to perform tasks efficiently. For instance, a well-maintained computer with regular software updates allows a secretary to use the latest features of productivity software, while a neglected system prone to crashes can lead to data loss or missed deadlines. According to a study by Okafor and Nwankwo (2021), organizations with proactive maintenance schedules and dedicated IT support teams report higher secretarial productivity, as equipment issues are resolved swiftly, minimizing disruptions. Support also extends to providing adequate training on maintenance tasks secretaries can perform, such as clearing printer jams or updating software, empowering them to address minor issues independently. Additionally, organizations must ensure a sufficient supply of consumables, like printer ink or paper, to prevent workflow interruptions. A lack of such resources can force secretaries to pause critical tasks, eroding efficiency. Maintenance contracts with equipment vendors can further enhance reliability, as professional servicing extends the lifespan of machines and prevents unexpected failures. Organizational support also involves budgeting for equipment upgrades, as outdated machines often lack the speed or compatibility needed for modern tasks. For example, a secretary using a decade-old computer may struggle with memory-intensive software, slowing down data processing. Beyond physical maintenance, organizations should foster a supportive culture where secretaries feel comfortable reporting equipment issues without fear of blame, encouraging proactive problem-solving. The effect of modern office machines on secretarial performance is thus heavily dependent on the organization’s commitment to keeping equipment in optimal condition. A secretary working with well-maintained, reliable machines can focus on core responsibilities, such as organizing files or preparing presentations, rather than troubleshooting technical problems. Conversely, neglected equipment can create a ripple effect, delaying tasks and lowering morale. Organizations that integrate equipment maintenance into their operational strategy not only enhance secretarial performance but also improve overall organizational efficiency, as administrative functions run smoothly (Okafor & Nwankwo, 2021). By prioritizing support and maintenance, organizations ensure that modern office machines are assets rather than liabilities, directly contributing to secretarial success and organizational goals.

2.6	Attitude Toward Technology
The attitude of secretaries toward technology profoundly influences their performance when using modern office machines in an organization. A positive attitude—characterized by enthusiasm, openness to learning, and confidence in using technology—enables secretaries to fully embrace the capabilities of equipment like computers, digital dictation systems, and video conferencing tools, leading to higher productivity and innovation in their roles. Conversely, technophobia or resistance to technology can result in underutilization of equipment, errors, and reluctance to adopt new systems, all of which hinder performance. For example, a secretary who views a new document management system as an opportunity to streamline filing will likely master its features, reducing retrieval time for critical documents. In contrast, a secretary who perceives the same system as complex or unnecessary may revert to manual methods, negating the system’s benefits. Research by Udeh and Eze (2018) suggests that secretaries with positive attitudes toward technology are more likely to seek out training, experiment with advanced features, and propose process improvements, directly enhancing their efficiency. Attitudes are shaped by several factors, including prior exposure to technology, organizational culture, and the perceived value of equipment. Organizations can foster positive attitudes by creating a tech-friendly environment, where secretaries are encouraged to explore new tools without fear of making mistakes. Recognition for mastering technology, such as praise for creating a complex spreadsheet, can further boost morale and engagement. Negative attitudes, often rooted in fear of failure or change, can be mitigated through supportive training and gradual exposure to new systems. For instance, introducing a new email platform in phases—starting with basic functions before advanced features—can ease secretaries into adoption. The effect of modern office machines on performance is thus amplified when secretaries view technology as an enabler rather than a barrier. A secretary who embraces technology might automate repetitive tasks, like scheduling reminders, freeing up time for strategic duties like event planning. Organizational leadership plays a critical role in shaping attitudes by modeling tech adoption and communicating the benefits of equipment, such as how a high-speed scanner saves time. Peer influence also matters; secretaries surrounded by tech-savvy colleagues are more likely to adopt similar attitudes. Conversely, a culture that tolerates resistance to technology can perpetuate inefficiencies, as secretaries avoid using equipment to its full potential. The psychological aspect of technology adoption cannot be overstated—confidence in using machines reduces stress and enhances job satisfaction, while anxiety can lead to avoidance and errors. By addressing attitudinal barriers through training, support, and a positive culture, organizations can ensure that secretaries leverage modern office machines effectively, driving performance and contributing to organizational success (Udeh & Eze, 2018). A secretary’s attitude toward technology thus acts as a catalyst, determining whether office equipment becomes a tool for empowerment or an obstacle to productivity.






CHAPTER THREE
METHODOLOGY  
	The chapter presents the design and methodology that will be adopted in this study under the following sub-headings:
3.1	Instrument Used 							 
3.2	Population for the Study
3.3	Sample and Sampling Techniques
3.4	Distribution for Data Collection
3.5	Reliability
3.6	Validity  
3.7	Method of Data Analysis
3.1	Instrument Used 
	A questionnaire tagged; “The Impact  of Modern Office Technology on the Performance of office manager” was designed by the researcher which was used as a tool for data gathering for the study. The items in the questions are placed in four points rating scale of “SA-Strongly Agree, A-Agree, D-Disagree and SD-Strongly Disagree" respectively.
3.2	Population of the Study 
	The population of this study comprised of selected staff secretaries in Kwara State Head of Service, Ilorin, Ilorin. The target population for the study was from selected staff secretaries; the total population was 114 population target.


3.3	Sample and Sampling Techniques 
	A sample of 30% was selected from the total population of staff in Kwara State Head of Service, Ilorin. This implied a total number of 34 staff secretaries in Kwara State Head of Service, Ilorin.      
3.4    	Distribution and Collection of Data 
	The questionnaire designed was distributed personally by the researcher to the selected staff secretaries of Kwara State Head of Service, Ilorin. The totals of 34 copies were distributed to selected staff secretaries of Kwara State Head of Service, Ilorin. The researcher used a week to administer the questionnaire in Kwara State Head of Service, Ilorin.
3.5	Reliability
	The researcher first tested instrument in order to make sure the instrument elicited the desired responses from the respondents. The instruments were first tested by the researcher on student in both institutions and the result confirmed before a definite approach was agreed upon for the analysis of the instrument.

3.6	Validity
	Validity test was carried out so as to ensure that the research instrument measured what it was supposed to measure. The four method of measuring external validity are face validity and content validity was carried out on this work. Content validity measures the appropriateness of the wording of the instrument and the objectives of the study while the face validity enables the researcher to make an assertion to claim to have measured what he intended to measure. The researcher also confirmed if the formal used in designing the instrument is appropriate for obtaining the information required from the respondents. 

3.7	Method of Data Analysis
	The data collected through the questionnaire and Data were analyzed manually, using tables and percentages to explain the analysis. The analyses are presented in the next chapter. 
















CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
	This chapter shows how responses of the respondents to the questions in the questionnaire were analyzed in tabular form for easy understanding. The respondent’s views were used as data from which conclusions were made.
4.2	Results 
Table 4.1	Modern office machines have increased my speed and efficiency at work.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	14
	41

	Agree
	10
	29

	Disagree
	05
	15

	Strongly Disagree
	05
	15

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.1 above revealed that 14 (41%) strongly agreed, 10 (29%) agreed that modern office machines have increased my speed and efficiency at work, while 5 (15%) disagreed and 5 (15%) strongly disagreed respectively. 
	It can be concluded that modern office machines have increased my speed and efficiency at work. 

Table 4.2	I feel more confident in completing tasks using modern office equipment.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	18
	53

	Agree
	10
	29

	Disagree
	05
	15

	Strongly Disagree
	01
	4

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.2 above revealed that 18 (53%) of the respondents strongly agreed, 10 (29%) agreed respectively. While 5 (15%) disagreed and 1 (3%) strongly disagreed with the statement. 
	This means that modern office equipment makes secretaries feels more confident in completing tasks. 









Table 4.3	The use of digital tools reduces errors in secretarial tasks. 
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	19
	56

	Agree
	10
	29

	Disagree
	02
	6

	Strongly Disagree
	03
	9

	Total 
	34
	100









Source: Researcher’s Fieldwork, 2025
	Table 4.3 above showed that 19 (56%) strongly agreed, 10 (29%) agreed while 2 (6%) disagreed and 3 (9%) strongly disagreed as well. This implied that the use of digital tools reduces errors in secretarial tasks. 










Table 4.4	Training on modern office equipment is regularly provided in my organization. 
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	19
	56

	Agree
	10
	29

	Disagree
	04
	12

	Strongly Disagree
	01
	3

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.4 above revealed that 19 (66%) strongly agreed, 10 (29%) agreed respectively, while 4 (12%) disagreed and 1 (3%) strongly disagreed. This means that training on modern office equipment is regularly provided in Kwara State Head of Service, Ilorin. 










Table 4.5:	Modern machines have made filing and record-keeping easier.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	15
	44

	Agree
	06
	18

	Disagree
	07
	20

	Strongly Disagree
	06
	18

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.5 above revealed that 15 (44%) strongly agreed, 6 (18%) agreed respectively, while 7 (20%) disagreed and 6 (18%) strongly disagreed. This implied that modern machines have made filing and record-keeping easier. 


Table 4.6:	The organization invests adequately in up-to-date office technology.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	19
	56

	Agree
	15
	44

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.6 above revealed that 19 (56%) strongly agreed, 15 (44%) agreed, while no respondent strongly disagreed and disagreed respectively. It can therefore be concluded that, the Kwara State Head of Service, Ilorin invests adequately in up-to-date office technology.










Table 4.7:	The use of equipment such as computers and printers has improved communication within the office. 
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	18
	53

	Agree
	10
	29

	Disagree
	02
	6

	Strongly Disagree
	04
	12

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.7 above revealed that 18 (53%) strongly agreed, 10 (29%) agreed, while 2 (6%) respondents disagreed and 4 (12%) disagreed with the assertion. This means that the use of equipment such as computers and printers has improved communication within the office. 

Table 4.8	I find it easier to manage my daily responsibilities due to modern office machines. 
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	34
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
    	Table 4.8 above revealed that, 34 (100%) the entire respondent strongly agreed that they find it easier to manage their daily responsibilities due to modern office machines. This implied that daily official responsibilities are performed easily through the use of modern office machines.









Table 4.9	The performance evaluation of secretaries is influenced by their ability to use office machines.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	21
	62

	Agree
	13
	38

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
 	Table 4.9 above revealed that 21 (62%) strongly agreed 13 (38%) agreed as well, while no respondents for disagreed and strongly disagreed. This implied that the performance evaluation of secretaries is influenced by their ability to use office machines. 

Table 4.10	Modern office machines help secretaries to meet deadlines more effectively.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	34
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.10 above showed that 34 (100%) of respondents strongly agreed. 	It can be concluded that modern office machines help secretaries to meet deadlines more effectively.       











Table 4.11	 The use of modern equipment reduces the physical strain of secretarial work.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	18
	53

	Agree
	06
	17

	Disagree
	05
	15

	Strongly Disagree
	05
	15

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.11 above revealed that 18 (53%) strongly agreed, 6 (17%) agreed, while 5 (15%) disagreed, 5 (15%) strongly disagreed as well. It can be concluded that the use of modern equipment reduces the physical strain of secretarial work.
. 


Table 4.12	Frequent breakdowns of machines affect my productivity.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	25
	74

	Agree
	09
	26

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.12 above revealed that, 25 (74%) strongly agreed, 9 (26%) agreed, while no respondent for strongly disagreed and disagreed. This means that frequent breakdowns of machines affects secretaries productivity.










Table 4.13:	My organization relies heavily on office machines for its daily operations. 
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	34
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	34
	100


Source: Researcher’s Field Survey, 2025
    	Table 4.13 above revealed that 34 (100%) strongly agreed with the notion that Kwara State Head of Service, Ilorin relies heavily on office machines for its daily operations. No any opinion where raised. This means that Kwara State Head of Service, Ilorin depend heavily on office machines for its daily operations.


Table 4.14	Modern office machines have replaced some manual aspects of my job. 
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	23
	68

	Agree
	11
	32

	Disagree
	00
	0.00

	Disagree Strongly 
	00
	0.00

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.14 above showed that 23 (618%) strongly agreed, 11 (32%) agreed respectively, while no respondents for strongly disagreed and disagreed. 	This modern office machines have replaced some manual aspects of my job.










Table 4.15	I received adequate training on how to use modern office machines.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	18
	53

	Agree
	10
	29

	Disagree
	03
	9

	Strongly disagree
	03
	9

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.15 above showed that 18 (53%) of the respondents strongly agreed, 10 (29%) agreed, with the statement while 3 (9%) disagreed and 3 (9%) strongly disagreed. This means that received adequate training on how to use modern office machines.


Table 4.16	I believe secretaries who use modern equipment perform better than those who don’t.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	24
	71

	Agree
	10
	29

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.16 above revealed that 24 (71%) of the respondents strongly agreed, 10 (29%) agreed respectively, while no responses for disagreed and strongly disagreed. It can be concluded that secretaries who use modern equipment perform better than those who don’t.









Table 4.17	Access to modern equipment motivates me to work harder.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	34
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
  	Table 4.17 above revealed that, 34 (100%) respondents strongly agreed with the statement that access to modern equipment motivates secretaries to work harder. No contrary responses from the respondents. It can be concluded that access to modern equipment motivates secretaries to work harder. 


Table 4.18	I can perform my duties effectively without the use of modern office machines.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	03
	9

	Agree
	07
	20

	Disagree
	20
	59

	Strongly Disagree
	04
	12

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
      	Table 4.18 above revealed that 3 (9%) strongly agreed, 7 (20%) agreed, while 20 (59%) disagreed and 4 (12%) strongly disagreed as well. It can be concluded that, secretaries can't perform their duties effectively without the use of modern office machines. 










Table 4.19	I regularly use tools such as scanners, photocopiers, and shredders in my job.  
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	19
	56

	Agree
	15
	44

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	34
	100


  Source: Researcher’s Fieldwork, 2025
  	Table 4.19 above revealed 19 (56%) of the respondents strongly agreed, 15 (44%) agreed, while no responses for strongly disagreed and disagreed. This means that secretaries regularly use tools such as scanners, photocopiers, and shredders in my job.       









Table 4.20	The introduction of modern machines has changed the role of secretaries in my organization.
	Opinion
	No of Respondent
	Percentage %

	Strongly Agree
	05
	15

	Agree
	03
	9

	Disagree
	13
	38

	Strongly disagree
	13
	38

	Total 
	34
	100


Source: Researcher’s Fieldwork, 2025
	Table 4.20 above revealed that, 5 (15%) respondents strongly agreed, 3 (9%) agreed while 13 (38%) disagreed, 13 (38%) strongly disagreed. It can therefore be concluded that the introduction of modern machines hasn't change the role of secretaries in Kwara State Head of Service, Ilorin but make it more easier.
. 







CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
	This chapter presents the summary, conclusion and recommendations of the study based on the result of the investigation. The study was carried out to investigate The Impact  of Modern Office Technology on the Performance of office manager. 
5.1	Summary 
 	This study was conducted to examine the effect of modern office machine equipment on the performance of secretaries in an organization, using Kwara State Head of Service, Ilorin as a case study. The primary objective was to assess how the use of various modern office machines—such as computers, printers, photocopiers, scanners, and dictation devices—has influenced the efficiency, productivity, and overall performance of secretaries. Five specific objectives were formulated, including evaluating the benefits, challenges, and extent of usage of modern machines by secretaries in the organization.
To achieve these objectives, a structured questionnaire containing twenty (20) items was designed and administered to secretaries and staff of the Office Technology and Management Department. The responses were analyzed using simple percentages. The findings revealed that modern office machines significantly enhance the speed, accuracy, and effectiveness of secretarial duties. However, it was also discovered that insufficient training, frequent equipment breakdown, and limited access to updated technology hinder optimal performance.
5.2	Conclusion 
	Based on the findings of the study, it can be concluded that the integration of modern office machines into the daily tasks of secretaries has positively impacted their performance in Kwara State Head of Service, Ilorin. The use of computers, printers, and other digital tools has increased work efficiency, improved accuracy in documentation, and reduced the workload. However, the benefits of these technologies are not fully maximized due to factors such as lack of adequate training, limited maintenance, and irregular power supply. In addition, some secretaries are reluctant to embrace the use of modern equipment due to inadequate technological competence or fear of change. These challenges must be addressed to ensure that secretaries perform effectively in a modern office environment.            
5.3	Recommendations 
	Based on the findings and conclusion of the study, the following recommendations are made by the researcher: 
1. 1. There is a need for regular training and capacity-building programs for secretaries to improve their proficiency in the use of modern office machines and digital tools.
2.  The management of Kwara State Head of Service, Ilorin should invest in the procurement and regular maintenance of up-to-date office equipment to enhance efficiency.
3. Secretaries should be encouraged to embrace modern technology by fostering a positive attitude toward innovation and continuous learning.
4. Government and stakeholders in education and public administration should support institutions by providing adequate funding for the acquisition of modern office tools and technology.
5. Organizations should include proficiency in modern office equipment as a key criterion in the recruitment and evaluation of secretarial staff to ensure alignment with current technological demands.
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QUESTIONNAIRE
The Impact of Modern Office Technology on the Performance of Office Managers
The following questionnaire was used to gather data for the study titled "The Impact of Modern Office Technology on the Performance of Office Manager." The items are structured on a four-point rating scale: SA - Strongly Agree, A - Agree, D - Disagree, SD - Strongly Disagree.
1. Modern office machines have increased my speed and efficiency at work.
SA		(   )				A 		(   )
D		(   )				SD		(   )
2. I feel more confident in completing tasks using modern office equipment.
SA		(   )				A 		(   )
D		(   )				SD		(   )
3. The use of digital tools reduces errors in secretarial tasks.
SA		(   )				A 		(   )
D		(   )				SD		(   )
4. Training on modern office equipment is regularly provided in my organization.
SA		(   )				A 		(   )
D		(   )				SD		(   )
5. Modern machines have made filing and record-keeping easier.
SA		(   )				A 		(   )
D		(   )				SD		(   )
6. The organization invests adequately in up-to-date office technology.
SA		(   )				A 		(   )
D		(   )				SD		(   ) 
7. The use of equipment such as computers and printers has improved communication within the office. 
SA		(   )				A 		(   )
D		(   )				SD		(   )


8. I find it easier to manage my daily responsibilities due to modern office machines.
SA		(   )				A 		(   )
D		(   )				SD		(   )
9. The performance evaluation of secretaries is influenced by their ability to use office machines.
SA		(   )				A 		(   )
D		(   )				SD		(   )
10. Modern office machines help secretaries to meet deadlines more effectively.
SA		(   )				A 		(   )
D		(   )				SD		(   ) 
11. The use of modern equipment reduces the physical strain of secretarial work.
SA		(   )				A 		(   )
D		(   )				SD		(   )
12. Frequent breakdowns of machines affect my productivity.
SA		(   )				A 		(   )
D		(   )				SD		(   ) 
13. My organization relies heavily on office machines for its daily operations.
SA		(   )				A 		(   )
D		(   )				SD		(   )
14. Modern office machines have replaced some manual aspects of my job.
SA		(   )				A 		(   )
D		(   )				SD		(   )
15. I received adequate training on how to use modern office machines.
SA		(   )				A 		(   )
D		(   )				SD		(   )
16. I believe secretaries who use modern equipment perform better than those who don’t.
SA		(   )				A 		(   )
D		(   )				SD		(   )

17. Access to modern equipment motivates me to work harder.
SA		(   )				A 		(   )
D		(   )				SD		(   )
18. I can perform my duties effectively without the use of modern office machines.
SA		(   )				A 		(   )
D		(   )				SD		(   )
19. I regularly use tools such as scanners, photocopiers, and shredders in my job.
SA		(   )				A 		(   )
D		(   )				SD		(   )

20. The introduction of modern machines has changed the role of secretaries in my organization.
SA		(   )				A 		(   )
D		(   )				SD		(   ) 
