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Abstract
This study examines the roles and responsibilities of secretaries in supporting executive management within organizations, emphasizing their critical function in ensuring efficient administrative operations and strategic coordination. As the interface between executives and internal or external stakeholders, secretaries are responsible for tasks such as managing schedules, handling correspondence, organizing meetings, and maintaining records. The research highlights how the evolving nature of organizational structures and digital transformation has expanded secretarial responsibilities beyond traditional duties, requiring enhanced competencies in information and communication technology (ICT), interpersonal communication, and organizational support. Key factors influencing secretarial effectiveness include access to professional development opportunities, supportive work environments, and the integration of modern tools into daily operations. Challenges such as increased workload, adapting to technological changes, and managing executive expectations are also explored. The study recommends targeted training, clear role definitions, and stronger collaboration between secretaries and management to enhance productivity. These insights aim to underscore the indispensable role of secretaries in executive support and overall organizational success.
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CHAPTER ONE
INTRODUCTION
1.1 	Background to the Study
In the modern organizational structure, secretaries play pivotal roles in ensuring smooth operations, particularly in supporting executive management. Their responsibilities have evolved from merely clerical tasks to strategic involvement in decision-making, coordination, and administrative support. In tertiary institutions such as Kwara State Polytechnic and Kwara State College of Education, the importance of secretarial duties is even more pronounced due to the complexity of academic and administrative tasks.
Secretaries serve as the backbone of executive management by managing communication channels, scheduling meetings, preparing reports, and ensuring that executive activities align with organizational goals (Olowookere & Adebayo, 2021). These roles are critical in educational institutions, where administrative efficiency contributes to academic performance and institutional reputation.
In the administrative framework of any organization, especially in tertiary institutions, the role of the secretary cannot be underestimated. Secretaries serve as key facilitators between executive management and other organizational stakeholders. Over the years, the secretarial profession has experienced a remarkable transformation. Traditionally seen as clerical and subordinate, the position of the secretary has evolved into a highly skilled and professional role that requires competency in communication, coordination, information management, and technology.
In the Nigerian context, tertiary institutions such as Kwara State Polytechnic and Kwara State College of Education depend heavily on a functional administrative structure to achieve educational objectives. Secretaries in these institutions not only provide administrative support but also contribute to policy implementation and ensure that executive directives are properly executed. They act as the first point of contact between executive offices and the rest of the organization, thus playing a critical role in the flow of communication and documentation.
With increasing demand for efficiency and professionalism in educational management, secretaries are expected to demonstrate versatility, confidentiality, problem-solving abilities, and organizational skills. Despite their strategic relevance, many secretaries remain underappreciated, underutilized, and excluded from essential executive processes. This disconnect raises concerns about the full realization of their potential contribution to institutional development.
This study seeks to explore the specific functions, challenges, and contributions of secretaries within Kwara State Polytechnic and Kwara State College of Education. Understanding their role within these institutions will help to determine how effectively they support executive management and what strategies can be adopted to enhance their performance.
1.2 	Statement of the Problem
Despite the crucial role played by secretaries, there appears to be limited recognition of their contributions to executive management. In many cases, they are underutilized, poorly trained, or excluded from decision-making processes. This gap hinders optimal organizational performance, especially in institutions like Kwara State Polytechnic and Kwara State College of Education.
1.3 	Objectives of the Study
The primary objective of this study is to assess the roles and responsibilities of secretaries in supporting executive management in Kwara State Polytechnic and Kwara State College of Education. Specifically, the study aims to:
1. Identify the core functions of secretaries in these institutions.
2. Examine the extent of their involvement in executive decision-making.
3. Evaluate how their support contributes to the effectiveness of executive management.
1.4	 Research Questions
1. What are the main responsibilities of secretaries in Kwara State Polytechnic and Kwara State College of Education?
2. How involved are secretaries in executive decision-making processes?
3. What impact do secretaries have on executive management effectiveness?
1.5 	Significance of the Study
This study will shed light on the roles and responsibilities of secretaries in supporting executive management in an organization. It will also provide recommendations for improving the working conditions and training of secretaries, contributing to better institutional performance.


1.6 	Delimitation
The delimitations of the study are intentional boundaries set by the researcher to maintain focus. The study is geographically limited to Kwara State and targets only secretaries and executive management staff. It focuses solely on the roles and responsibilities of secretaries in supporting executive management during the 2024/2025 academic session, using a descriptive survey design for data collection and analysis.
1.7 	Limitation
The limitations of this study include the restricted scope to only two institutions—Kwara State Polytechnic and Kwara State College of Education—which may limit the generalizability of the findings to other tertiary institutions. Time and resource constraints also affected the breadth of data collection, limiting the sample size and the ability to conduct follow-up interviews. Additionally, the reliability of responses may be influenced by participant bias or reluctance to disclose full information

CHAPTER TWO
LITERATURE REVIEW
The research study is on roles and responsibilities of secretaries in supporting executive management in an organization. The study will be conducted under the following sub-heading:
2.2	Types of Secretary
2.3 	Roles and Responsibilities of Secretaries
2.4	Administrative and Managerial Support of Secretaries
2.5	ICT Skills for Secretaries in Supporting Executive Management
2.6 	Importance of Secretaries in Executive Management
2.7 	Challenges Faced by Secretaries

2.1 	Concept of Secretaries
Secretaries are essential agents of administrative efficiency. Their work encompasses planning, communication, documentation, and coordination (Obi & Agbo, 2019). These duties are vital in environments where effective communication and scheduling are critical to daily operations.
The concept of secretarial work has expanded significantly over time. Traditionally, secretarial duties were limited to stenography, filing, typing, and answering phone calls. However, the contemporary secretary is a highly skilled administrative professional who plays an integral role in the execution of managerial tasks. The modern secretary functions not just as a support staff, but also as a coordinator, planner, and facilitator in management processes.
According to Obi and Agbo (2019), a secretary is responsible for managing and disseminating information, coordinating activities within departments, and ensuring that the executive is well-informed and organized. The role now demands proficiency in ICT, interpersonal relations, and multitasking. In educational institutions like Kwara State Polytechnic and Kwara State College of Education, the effectiveness of executive management heavily depends on the competence and efficiency of the secretary.
The conceptual framework for this study is built on the understanding that secretaries serve as administrative hubs—handling communication, organizing meetings, keeping records, managing confidential information, and ensuring the smooth day-to-day operation of executive offices. Their performance influences decision-making, policy implementation, and overall institutional productivity.
Secretaries are essential agents of administrative efficiency in modern organizations. Their work extends across a wide array of responsibilities, including planning, communication, documentation, and coordination (Obi & Agbo, 2019). These functions are particularly critical in environments where effective communication, timely scheduling, and efficient organization are prerequisites for operational success. As administrative professionals, secretaries serve as the linchpins of office functionality, contributing significantly to the achievement of institutional goals and objectives.

Evolution of Secretarial Roles
The role of the secretary has undergone significant transformation over the decades. Historically, secretarial work was considered clerical and routine, often limited to tasks such as typing, filing, stenography, and answering telephone calls. Secretaries were viewed primarily as support staff who provided behind-the-scenes assistance to managers and executives. Their roles, although important, were often underestimated and undervalued in terms of the broader scope of organizational development.
However, with the rapid advancement in technology, changes in organizational structure, and the growing complexity of administrative processes, the expectations from secretaries have changed dramatically. The contemporary secretary is no longer confined to traditional clerical duties. Instead, secretaries are now seen as key administrative professionals with substantial responsibilities. They act not only as support staff but also as facilitators, coordinators, and sometimes decision-making contributors in the managerial process. Their involvement in strategic planning, information management, project coordination, and office management has become increasingly indispensable.
The Modern Secretary
The modern secretary is a dynamic professional who must possess a diverse range of skills and competencies. According to Obi and Agbo (2019), the modern secretary is responsible for managing and disseminating information, coordinating departmental activities, maintaining organized documentation, and ensuring the executive team is well-informed. These duties require more than basic administrative knowledge—they necessitate proficiency in Information and Communication Technology (ICT), excellent interpersonal relations, organizational acumen, and the ability to multitask effectively.
One of the most transformative aspects of modern secretarial work is the integration of ICT. Secretaries are expected to be proficient in using word processors, spreadsheet applications, database management systems, and various office productivity tools. They often manage digital communication platforms, virtual meeting technologies, and scheduling software, all of which are vital for supporting modern business operations. As such, technological proficiency is no longer optional but a core requirement of the secretarial role.
Furthermore, secretaries are required to maintain high levels of professionalism, confidentiality, and discretion in handling sensitive information. They often act as the first point of contact between executives and stakeholders, making their role in shaping organizational image and relationships equally important. Their ability to communicate effectively, handle crises, and maintain poise under pressure reflects the evolution of the profession into a more strategic and valued organizational function.
The Secretary in Educational Institutions
In educational institutions such as Kwara State Polytechnic and Kwara State College of Education, secretaries play an especially pivotal role in ensuring the smooth administration of academic and non-academic activities. The effectiveness of executive management in these institutions is closely tied to the competence and efficiency of the secretarial staff. Secretaries are responsible for managing appointments, coordinating meetings, preparing reports, maintaining accurate records, and facilitating communication between departments and external stakeholders.
Educational institutions are highly structured environments with complex administrative systems. Secretaries must be familiar with academic calendars, examination schedules, institutional policies, and student affairs. They often liaise between lecturers, students, and senior management, ensuring that communication is clear, timely, and accurate. Their coordination efforts help to align various departments and foster a culture of efficiency and accountability within the institution.
Moreover, secretaries in academic institutions are often involved in research support, handling grant documentation, and assisting in the preparation of academic reports. Their contributions are critical to the successful implementation of academic programs and the overall performance of educational institutions.
Framework of Secretarial Functions
The conceptual framework for understanding the role of secretaries in administrative efficiency is built on the premise that secretaries serve as central administrative hubs within an organization. Their core responsibilities include handling communication, organizing meetings, keeping detailed records, managing confidential documents, and overseeing the daily operations of executive offices. Each of these functions contributes significantly to institutional productivity, operational coherence, and strategic execution.
From a systems perspective, secretaries function as critical nodes in the organizational communication network. They ensure that information flows seamlessly between different departments and levels of authority. Timely and accurate dissemination of information is essential for effective decision-making and policy implementation, and secretaries are the key facilitators of this process.
Additionally, secretaries play a vital role in project management and task delegation. They monitor deadlines, track progress, and ensure that administrative tasks are completed within stipulated timeframes. By doing so, they help to maintain workflow consistency and prevent operational bottlenecks. Their ability to coordinate resources and manage competing priorities is instrumental in driving organizational success.
In terms of policy implementation, secretaries are often tasked with monitoring compliance with administrative procedures and institutional guidelines. They assist in the documentation and communication of new policies, provide necessary clarifications to staff and students, and support the execution of strategic initiatives. Their proximity to executive leadership allows them to offer valuable insights and feedback that can influence policy development and refinement.
2.2	Types of Secretary
Secretaries play a vital role in administrative and organizational functions across different sectors. There are several types of secretaries, each with distinct duties and areas of specialization. Here are the major types of secretaries and how they operate:
i. Personal Secretary (Private Secretary)
This type of secretary works directly with a top executive or manager. Their duties include managing schedules, handling confidential correspondence, organizing meetings, and preparing reports. They operate in a close professional relationship with their boss and must maintain discretion and efficiency.
ii. Company Secretary
A company secretary is a senior position in a corporate setting, responsible for ensuring legal and regulatory compliance. They manage board meetings, prepare minutes, handle corporate governance matters, and ensure the company adheres to laws and regulations. They often act as a bridge between the board of directors and other stakeholders.
iii. Legal Secretary
Legal secretaries work in law firms or legal departments and assist lawyers by preparing legal documents, managing case files, and conducting basic legal research. They must be familiar with legal terminology and procedures and operate under strict confidentiality.
iv. Medical Secretary
These secretaries work in hospitals, clinics, or doctors’ offices. They handle patient records, schedule appointments, prepare medical reports, and manage billing. They must have knowledge of medical terms and maintain privacy standards such as HIPAA.
v. Executive Secretary
Executive secretaries serve high-ranking executives and perform high-level administrative duties like writing reports, preparing presentations, managing communications, and making travel arrangements. They operate with a high degree of independence and decision-making authority.
vi. School Secretary
A school secretary works in educational institutions and handles student records, attendance, staff communications, and general administrative tasks. They serve as the first point of contact for parents and visitors, operating in a fast-paced, multitasking environment.
vii. Administrative Secretary
This is a general role found in many organizations. Duties include filing, typing, scheduling appointments, answering phone calls, and maintaining office supplies. They operate by supporting office staff and management in daily tasks.
viii. Technical Secretary
Technical secretaries work in engineering, scientific, or IT firms where they handle documentation, technical reports, and project support tasks. They operate by combining administrative skills with technical understanding relevant to their field.

2.3 	Roles and Responsibilities of Secretaries
The roles and responsibilities of secretaries have broadened significantly due to organizational changes and the incorporation of technology in office administration. In contemporary workplaces, especially within academic environments, secretaries perform both administrative and executive functions that directly impact the success of executive management.
Administrative Coordination: Secretaries coordinate the activities of the executive by managing schedules, setting up meetings, and ensuring that necessary materials are prepared ahead of time.
Documentation and Record Keeping: They handle the preparation, storage, and retrieval of documents such as memos, reports, and meeting minutes. Accurate documentation is vital for informed decision-making.
Communication Management: Secretaries manage both internal and external communication. They receive visitors, attend to calls, respond to inquiries, and relay messages. Effective communication enhances institutional transparency and responsiveness.
Information Management: They are responsible for filtering information before it reaches executives and ensuring that only relevant and timely data is presented. This task requires discernment and organizational awareness.
Technical and IT Tasks: With the rise of digital tools, secretaries now manage emails, databases, and institutional software. Their ability to navigate digital platforms ensures operational efficiency.
Policy Implementation Support: In many institutions, secretaries assist in following up on executive decisions and ensuring that departments comply with directives. They act as channels through which executive plans are implemented.
These roles demonstrate that secretaries are essential to the effective functioning of executive management. Their versatility and professional competence directly impact the speed, quality, and integrity of administrative operations (Ajayi & Aboyeji, 2020).

2.4	Administrative and Managerial Support of Secretaries
Secretaries play a pivotal role in ensuring the smooth operation of an organization by providing comprehensive administrative and managerial support to executive management. Their responsibilities encompass a wide range of tasks, including scheduling, correspondence, meeting coordination, report preparation, document management, and supporting decision-making processes. By efficiently handling these duties, secretaries contribute significantly to maintaining organizational flow and enabling executives to focus on strategic objectives. 
· Scheduling and Time Management
One of the primary responsibilities of secretaries is managing executives’ schedules to optimize their time and productivity. Secretaries coordinate appointments, meetings, and travel arrangements, ensuring that executives are well-prepared and punctual. They maintain detailed calendars, anticipate scheduling conflicts, and prioritize commitments based on organizational goals. For instance, secretaries may liaise with internal and external stakeholders to arrange meetings at mutually convenient times, ensuring seamless communication. According to a study by McKinsey & Company (2021), effective time management facilitated by administrative support can increase executive productivity by up to 20%. By handling these logistical details, secretaries allow executives to focus on high-level decision-making and strategic planning.


· Correspondence and Communication
Secretaries serve as the primary point of contact for executive communication, managing both incoming and outgoing correspondence. They draft, edit, and distribute emails, letters, and memos, ensuring clarity, professionalism, and adherence to organizational standards. Secretaries also filter communications, prioritizing urgent messages and redirecting routine inquiries to appropriate departments. This gatekeeping function is critical in preventing information overload for executives. Research by the International Association of Administrative Professionals (IAAP, 2022) highlights that secretaries who excel in communication management enhance executive efficiency by reducing response times and improving stakeholder relations.
· Meeting Coordination
Effective meeting coordination is another critical responsibility of secretaries. They organize meetings by booking venues, preparing agendas, and ensuring all necessary materials and technology are available. Secretaries often take minutes during meetings, capturing key decisions and action items, which serve as valuable records for future reference. They also follow up on action items, ensuring tasks are assigned and completed on time. A report by Harvard Business Review (2020) notes that well-coordinated meetings, facilitated by skilled administrative professionals, lead to better alignment among teams and faster decision-making. Secretaries’ meticulous attention to detail ensures that meetings are productive and aligned with organizational objectives.


· Report Preparation and Data Management
Secretaries are often tasked with preparing reports, presentations, and other critical documents that support executive decision-making. They gather data, compile reports, and ensure that information is accurate and presented in a clear, concise format. For example, a secretary may prepare financial summaries or performance reports for board meetings, enabling executives to make informed decisions. Additionally, secretaries manage databases and records, ensuring that sensitive information is securely stored and easily accessible. According to a study by Deloitte (2023), organizations with robust administrative support for data management experience fewer errors and improved decision-making accuracy.
· Document Management
Efficient document management is a cornerstone of a secretary’s role. They organize, file, and retrieve documents, ensuring that executives have access to critical information when needed. Secretaries also ensure compliance with organizational policies and legal requirements, particularly when handling confidential documents. Digital tools, such as document management systems, have enhanced secretaries’ ability to maintain organized records. The Society for Human Resource Management (SHRM, 2021) emphasizes that effective document management by administrative staff reduces operational risks and enhances organizational efficiency.
· Decision-Making Support
While secretaries do not typically make strategic decisions, they play a crucial role in supporting executives’ decision-making processes. By providing accurate data, preparing analytical reports, and offering insights based on their organizational knowledge, secretaries enable executives to make informed choices. For instance, a secretary may compile competitor analysis or market trends to inform strategic planning. Their role as a trusted confidant also allows them to offer discreet input or flag potential issues. A study by the Journal of Management Studies (2022) found that administrative support in decision-making processes improves the quality and speed of executive decisions.
· Maintaining Organizational Flow
Secretaries act as the backbone of organizational flow, ensuring that administrative processes run smoothly and efficiently. They coordinate cross-departmental communication, streamline workflows, and resolve operational bottlenecks. By maintaining a well-organized office environment, secretaries create a conducive atmosphere for productivity. Their ability to anticipate executives’ needs, such as preparing briefing materials in advance, further enhances organizational efficiency. Research by Forbes (2023) indicates that organizations with strong administrative support experience higher employee satisfaction and operational success.
2.5	ICT Skills for Secretaries in Supporting Executive Management
In the contemporary organizational landscape, secretaries play a pivotal role in supporting executive management, ensuring seamless operations, and enhancing productivity. The integration of Information and Communication Technology (ICT) and office technology skills has become indispensable for secretaries to perform their duties effectively. These skills, encompassing word processing, spreadsheets, databases, virtual meeting platforms, and other digital tools, empower secretaries to manage complex administrative tasks, facilitate communication, and contribute to organizational efficiency. This essay examines the importance of ICT skills in enabling secretaries to fulfill their roles and responsibilities in supporting executive management, highlighting their application in various digital tools and their impact on organizational success.
Secretaries are often the backbone of executive management, handling tasks such as scheduling, communication, document management, and coordination of activities. The advent of ICT has transformed these responsibilities, requiring secretaries to be proficient in digital tools to meet the demands of modern workplaces. ICT skills enable secretaries to streamline processes, manage information efficiently, and adapt to dynamic organizational needs. By leveraging tools like word processing software, spreadsheets, databases, and virtual meeting platforms, secretaries can enhance their productivity, ensure accuracy, and provide high-level support to executives, thereby contributing to strategic decision-making and organizational goals.
· Word Processing Skills
Word processing is a fundamental ICT skill for secretaries, enabling them to create, edit, and format documents with precision and efficiency. Tools like Microsoft Word or Google Docs are essential for drafting correspondence, reports, and presentations that executives rely on for decision-making and communication. Proficiency in word processing allows secretaries to produce professional documents, incorporate templates, and manage large volumes of text with features like mail merge and track changes. For instance, a secretary preparing a board meeting report can use word processing software to ensure consistency in formatting, integrate data from multiple sources, and share polished documents with stakeholders. This skill enhances the quality of communication materials, saving time and ensuring clarity in executive interactions (Barker, 2019).
· Spreadsheet Proficiency
Spreadsheets, such as Microsoft Excel or Google Sheets, are critical for secretaries tasked with data analysis, financial tracking, and resource management. Secretaries often manage budgets, track expenses, or organize schedules using spreadsheets, which require skills in formulas, pivot tables, and data visualization. For example, a secretary might use Excel to create a budget tracker for an executive’s department, summarizing expenditures and forecasting costs. This capability allows secretaries to provide executives with accurate, data-driven insights, supporting strategic planning and resource allocation. Spreadsheet proficiency also enables secretaries to handle large datasets efficiently, reducing errors and enhancing decision-making processes (Shelly & Vermaat, 2018).
· Database Management
Database management skills are vital for secretaries handling large volumes of information, such as client records, employee data, or project details. Tools like Microsoft Access or cloud-based databases allow secretaries to store, retrieve, and manage data systematically. For instance, a secretary might maintain a database of client contacts, enabling quick access to information for executive outreach or marketing campaigns. Proficiency in databases ensures data integrity, facilitates efficient retrieval, and supports executives in maintaining organized and accessible information systems. This skill is particularly important in organizations with complex data needs, as it reduces redundancy and enhances operational efficiency (Connolly & Begg, 2015).


· Virtual Meeting Platforms
The rise of remote work and global collaboration has made proficiency in virtual meeting platforms like Zoom, Microsoft Teams, or Google Meet essential for secretaries. These tools are used to schedule, coordinate, and facilitate virtual meetings, ensuring seamless communication among executives, teams, and external stakeholders. Secretaries must be adept at setting up meetings, managing participant access, and troubleshooting technical issues to ensure smooth operations. For example, a secretary organizing a virtual board meeting can use these platforms to share agendas, record sessions, and manage follow-up tasks. Mastery of virtual meeting tools enhances secretaries’ ability to support executives in maintaining effective communication, especially in distributed work environments (Duffy, 2021).
· Other Digital Tools
Beyond the core ICT tools, secretaries benefit from proficiency in other digital applications, such as email clients (e.g., Outlook), project management software (e.g., Trello, Asana), and cloud-based storage systems (e.g., Google Drive, Dropbox). These tools enable secretaries to manage correspondence, track project progress, and store documents securely. For instance, using project management software, a secretary can monitor deadlines, assign tasks, and provide executives with real-time updates on team progress. Similarly, cloud storage ensures that critical documents are accessible to executives anytime, anywhere, enhancing flexibility and collaboration. These tools collectively improve.

2.6 	Importance of Secretaries in Executive Management
Secretaries are pivotal in maintaining the rhythm and order of executive operations. Their importance in executive management can be understood from various perspectives
Enhancement of Efficiency: Secretaries help streamline executive tasks, allowing executives to focus on strategic responsibilities. They manage time, prioritize tasks, and handle routine matters independently.
Support for Decision-Making: By providing timely and well-organized information, secretaries enable executives to make informed decisions. Their ability to track correspondence and institutional records is crucial.
Organizational Communication: Secretaries serve as liaisons between management and other stakeholders. They ensure that information flows smoothly between different levels of the institution, preventing miscommunication and delays.
Professional Image and Representation: Secretaries often represent the executive in their absence, attend to clients, and manage first impressions. Their conduct and competence reflect the professionalism of the executive office.
Monitoring and Follow-Up: They track deadlines, monitor implementation of decisions, and remind executives about pending tasks. This oversight function ensures continuity and accountability in management.
Without competent secretaries, executives would struggle with administrative overload, delayed communication, and disorganized systems. Hence, the presence of professional and well-equipped secretaries greatly enhances the functionality of executive management (Olowookere & Adebayo, 2021).
2.7 	Challenges Faced by Secretaries
Despite their essential contributions, secretaries face numerous challenges that hinder their effectiveness and morale. These challenges include:
Limited Professional Development: Many secretaries lack access to training programs and workshops that would enhance their competencies. This stagnation affects their ability to meet evolving job demands.
Inadequate Recognition: The secretarial role is often undervalued within organizational hierarchies. Secretaries may not be included in strategic planning sessions, which limits their sense of belonging and contribution.
Technological Disruptions: Rapid technological advancements can be overwhelming, especially for secretaries without sufficient digital literacy. Lack of proper training in ICT tools can reduce their efficiency.
Work Overload and Burnout: Due to staff shortages or poor delegation of tasks, secretaries are sometimes burdened with excessive responsibilities. This can lead to fatigue and reduced productivity.
Poor Working Conditions: In some institutions, secretaries operate in under-equipped environments lacking functional computers, internet access, or ergonomic furniture.
Gender Bias and Stereotyping: In certain cases, female secretaries face discriminatory attitudes or are stereotyped based on appearance or demeanor, which affects their professional growth (Adeola & Olatunji, 2020).
Addressing these challenges requires institutional commitment to staff development, equitable resource allocation, and a shift in how secretarial roles are perceived.

CHAPTER THREE
METHODOLOGY
	This chapter deals with the description of the method and procedure adopted in carrying out the study.
3.1	Instrument used
3.2	Population of the study
3.3	 Sample and sampling techniques
 3.4	Distribution and collection of data
3.5	 Reliability
3.6	Validity
3.7	 Method and data analysis
3.1	Instrument Used
	A questionnaire tagged “ role and responsibilities of secretaries in supporting executive management in an organization” 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 point rating scale of “SA- Strongly Agree, A- Agree, D- Disagree, and SD- Strongly Disagree”, respectively.
3.2	Population of the Study
	The population for this study comprised of a total number of secretaries at the Kwara State Polytechnic, and Kwara State College of Education, Ilorin. There are a total number of about 20 secretaries in both institutions.
3.3	Sample and Sampling Techniques  
	The researcher used all the total population as sample since the total number of population is sizeable to manage for the study. 
3.4	Distribution and Collection of Data
	The questionnaires designed were distributed by hand personally by the researcher. 11 nine copies of the questionnaire were distributed to the secretaries at Kwara State Polytechnic, Ilorin, and 9 copy was distributed at Kwara State College, Ilorin. The researcher went back after one week to retrieve all the questionnaire.
3.5	Reliability
	The researcher first tested the instrument in order to make sure the instrument elicited the desired responses from the respondents. The instruments used in this research work are reliable, as the question method will reveal information from the case study.
3.6	Validity
	Validity is a crucial measurement, it concern itself with whether a test of scales  actually measure 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 collected through the questionnaire were analyzed using descriptive statistic, it entail the use of tables and percentage to explain the analysis. The analyses are presented in the next chapter.
	
CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction 	
	This chapter presents the result of the data analysis for the study. The presentations were organized in tables as presented below. 
4.2 	Data Analysis
Table 1: I type and process official documents
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	16
	80%

	Agree
	4
	20%

	Disagree
	0
	0%

	Strongly Disagree
	0
	0%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 1 above indicated clearly that, 16 (80%) of the respondents strongly agreed, 4 (20%) agreed while none respondents disagree or strongly disagree with the statement. This implied that typing and processing documents is a key part of their duties.

Table 2: I manage executive appointments and schedules
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	14
	70%

	Agree
	5
	25%

	Disagree
	1
	5%

	Strongly Disagree
	0
	0%

	Total
	20
	100


Source, Researcher’s fieldwork, 2025
Table 2 above indicated clearly that, 14 (70%) of the respondents strongly agreed, 5 (25%) agreed while 1 (5%) of the respondents disagree, none of the respondents strongly disagree with the statement. This implied that most secretaries are involved in managing appointments and scheduling for executives.





Table 3: I take minutes during executive meetings
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	15
	75%

	Agree
	4
	20%

	Disagree
	1
	5%

	Strongly Disagree
	0
	0%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 3 above indicated clearly that, 15 (75%) of the respondents strongly agreed, 4 (20%) agreed while 1 (5%) of the respondents disagree, none of the respondents strongly disagree with the statement. This implied that Secretaries play a key role in documenting executive meetings.






Table 4: I handle correspondence and communication for the office
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	13
	65%

	Agree
	6
	30%

	Disagree
	1
	5%

	Strongly Disagree
	0
	0%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 4 indicated clearly that, 14 (65%) of the respondents strongly agreed, 6 (30%) agreed while 1 (5%) of the respondents disagree, none of the respondents strongly disagree with the statement. This implied that managing communication is a major responsibility of the secretaries.






Table 5: I maintain and file office records
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	14
	70%

	Agree
	5
	25%

	Disagree
	1
	5%

	Strongly Disagree
	0
	0%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 5 indicated clearly that, 14 (70%) of the respondents strongly agreed, 5 (25%) agreed while 1 (5%) of the respondents disagree, none of the respondents strongly disagree with the statement. This implied that recordkeeping is widely acknowledged as part of the secretarial role.







Table 6: I act as a communication link between executives and staff
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	15
	75%

	Agree
	3
	15%

	Disagree
	2
	10%

	Strongly Disagree
	0
	0%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 6 indicated clearly that, 15 (75%) of the respondents strongly agreed, 3 (15%) agreed while 2 (10%) of the respondents disagree, none of the respondents strongly disagree with the statement. This implied that secretaries serve as intermediaries between staff and management.







Table 7: I assist in preparing management reports
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	12
	60%

	Agree
	6
	30%

	Disagree
	2
	10%

	Strongly Disagree
	0
	0%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 7 indicated clearly that, 12 (60%) of the respondents strongly agreed, 6 (30%) agreed while 2 (10%) of the respondents disagreed, none of the respondents strongly disagree with the statement. This implied that the report preparation is part of secretarial support to executives.






Table 8: I ensure confidentiality of executive information
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	14
	70%

	Agree
	5
	25%

	Disagree
	1
	5%

	Strongly Disagree
	0
	0%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 8 indicated that, 14 (70%) of the respondents strongly agreed, 5 (25%) agreed while 1 (5%) of the respondents disagreed, none of the respondents strongly disagree with the statement. This implied that most secretaries are trusted to handle confidential information.






Table 9: I support the management in decision-making
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	10
	50%

	Agree
	7
	35%

	Disagree
	3
	15%

	Strongly Disagree
	0
	0%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 9 indicated clearly that, 10 (50%) of the respondents strongly agreed, 7 (35%) agreed while 3 (15%) of the respondents disagreed, none of the respondents strongly disagree with the statement. This implied that secretaries contribute to executive decisions through support functions.







Table 10:  I experience work overload
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	13
	65%

	Agree
	3
	15%

	Disagree
	3
	15%

	Strongly Disagree
	1
	5%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 10 indicated clearly that, 13 (65%) of the respondents strongly agreed, 3 (15%) agreed while 3 (15%) of the respondents disagreed, 1 (5%) of the respondents strongly disagree with the statement. This implied that work overload is a common issue for secretaries.


Table 11: I lack access to professional training
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	10
	50%

	Agree
	4
	20%

	Disagree
	4
	20%

	Strongly Disagree
	2
	10%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 11 indicated clearly that, 10 (50%) of the respondents strongly agreed, 4 (20%) agreed while 2 (10%) of the respondents disagreed, 2 (10%) of the respondents strongly disagree with the statement. This implied that half of the respondents feel training opportunities are insufficient.






Table 12: There are inadequate tools/equipment in my office
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	9
	45%

	Agree
	6
	30%

	Disagree
	3
	15%

	Strongly Disagree
	2
	10%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 12 indicated clearly that, 9 (45%) of the respondents strongly agreed, 6 (30%) agreed while 3 (15%) of the respondents disagreed, 2 (10%) of the respondents strongly disagree with the statement. This implied that many respondents face challenges with office equipment.

Table 13: Communication with executive management is difficult
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	7
	35%

	Agree
	5
	25%

	Disagree
	6
	30%

	Strongly Disagree
	2
	10%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 13 indicated clearly that, 7 (35%) of the respondents strongly agreed, 5 (25%) agreed while 6 (30%) of the respondents disagreed, 2 (10%) of the respondents strongly disagree with the statement. This implied that communication barriers with executives exist but vary in impact.







Table 14: I receive timely feedback from executive management
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	6
	30%

	Agree
	7
	35%

	Disagree
	5
	25%

	Strongly Disagree
	2
	10%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 14 indicated clearly that, 6 (50%) of the respondents strongly agreed, 7 (35%) agreed while 5 (25%) of the respondents disagreed, 2 (10%) of the respondents strongly disagree with the statement. This implied that the feedback from management is inconsistent.







Table 15: I am recognized for my contributions to management support
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	8
	40%

	Agree
	6
	30%

	Disagree
	4
	20%

	Strongly Disagree
	2
	10%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 15 indicated clearly that, 8 (40%) of the respondents strongly agreed, 6 (30%) agreed while 4 (20%) of the respondents disagreed, 2 (10%) of the respondents strongly disagree with the statement. This implied that recognition for secretarial work is moderate.






Table 16: I am involved in planning executive activities
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	9
	45%

	Agree
	5
	25%

	Disagree
	4
	20%

	Strongly Disagree
	2
	10%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 16 indicated clearly that, 9 (45%) of the respondents strongly agreed, 5 (25%) agreed while 4 (20%) of the respondents disagreed, 2 (10%) of the respondents strongly disagree with the statement. This implied that some secretaries participate in executive planning.







Table 17: I use modern technology (e.g., emails, scheduling software) in my work
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	11
	55%

	Agree
	6
	30%

	Disagree
	2
	10%

	Strongly Disagree
	1
	5%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 17 indicated clearly that, 11 (55%) of the respondents strongly agreed, 6 (30%) agreed while 2 (10%) of the respondents disagreed, 1 (5%) of the respondents strongly disagree with the statement. This implied that most secretaries use digital tools for office operations.







Table 18: My work environment is conducive and professional
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	7
	35%

	Agree
	7
	35%

	Disagree
	4
	20%

	Strongly Disagree
	2
	10%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 18 indicated clearly that, 7 (35%) of the respondents strongly agreed, 7 (35%) agreed while 4 (20%) of the respondents disagreed, 2 (10%) of the respondents strongly disagree with the statement. This implied that respondents have mixed views on their working environment.







Table 19: I am encouraged to take professional development courses
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	6
	30%

	Agree
	6
	30%

	Disagree
	5
	25%

	Strongly Disagree
	3
	15%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 19 indicated clearly that, 6 (30%) of the respondents strongly agreed, 6 (30%) agreed while 5 (25%) of the respondents disagreed, 3 (15%) of the respondents strongly disagree with the statement. This implied that professional development support is not universally available.







Table 20: I receive adequate supervision and guidance from my superiors
	Response
	Frequency
	Percentage (%)

	Strongly Agree
	8
	40%

	Agree
	6
	30%

	Disagree
	4
	20%

	Strongly Disagree
	2
	10%

	Total 
	20
	100%


Source, Researcher’s fieldwork, 2025
Table 20 indicated clearly that, 8 (40%) of the respondents strongly agreed, 6 (30%) agreed while 4 (20%) of the respondents disagreed, 2 (10%) of the respondents strongly disagree with the statement. This implied that many secretaries feel adequately supervised, though not all.

CHAPTER FIVE
SUMMARY, CONCLUSION, AND RECOMMENDATIONS:
5.1	Summary
The study explores the evolving roles of secretaries in supporting executive management within two Nigerian tertiary institutions—Kwara State Polytechnic and Kwara State College of Education. It highlights that secretaries have transitioned from performing clerical duties to undertaking strategic administrative responsibilities, including managing executive schedules, coordinating communication, handling confidential information, and supporting decision-making processes. Their contributions are fundamental to the smooth operation of executive offices and the achievement of institutional goals.
Findings from the research indicate that secretaries are significantly involved in typing official documents, taking meeting minutes, maintaining records, managing executive correspondence, and using modern technological tools for scheduling and communication. Their responsibilities also include acting as liaisons between management and staff, ensuring the confidentiality of executive information, and assisting in report preparation. Despite these essential duties, secretaries face notable challenges that affect their effectiveness.
The challenges identified include work overload, limited access to professional training, inadequate office equipment, and lack of recognition. A considerable proportion of respondents reported experiencing difficulties in communication with management and receiving inconsistent feedback. These issues underscore the need for institutional reforms to better support the secretarial workforce.
Ultimately, the study reveals that while secretaries play an indispensable role in executive management, their potential is not fully harnessed due to organizational constraints. Improving their work environment, training opportunities, and level of involvement in decision-making processes would enhance their performance and the overall effectiveness of executive management in tertiary institutions.

5.2	Conclusion
In conclusion, secretaries are vital to the administrative success of any academic institution. Their multifaceted roles go beyond routine clerical duties and encompass strategic support functions that influence executive decision-making and operational efficiency. The findings affirm that their contributions are indispensable to executive management in both Kwara State Polytechnic and Kwara State College of Education.
Despite their significance, secretaries remain underappreciated and face systemic challenges, including lack of recognition, insufficient tools, and limited opportunities for professional growth. These challenges often hinder their ability to fully perform their duties and can negatively impact the broader goals of executive management.
The study also highlights the need for improved communication and collaboration between secretaries and executive managers. Enhancing this relationship will not only empower secretaries but also ensure a more synchronized administrative framework, promoting efficiency and institutional progress.
In essence, this research advocates for a shift in the perception and treatment of secretaries within educational institutions. By acknowledging their strategic importance and addressing the barriers they face, management can optimize the secretarial function as a cornerstone of effective administration.

5.3	Recommendations
· Provision of Professional Development Opportunities: Institutions should organize regular training programs and workshops to improve the skills and competencies of secretaries. This will help them stay updated with modern administrative practices and digital tools.
· Improved Recognition and Inclusion: Executive management should recognize and appreciate the contributions of secretaries by involving them in strategic planning sessions and decision-making processes. Acknowledging their input will boost morale and productivity.
· Upgrade of Office Facilities: Educational institutions must invest in modern office equipment, ergonomic furniture, and reliable internet access to create a conducive working environment for secretarial staff.
· Workload Management and Support Systems: There should be better delegation of duties to prevent burnout. Employing additional administrative support staff where necessary will help reduce workload and allow secretaries to focus on high-level executive tasks.
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APPENDIX I
QUESTIONNAIRE
Instruction: Please tick (✓) the option that best represents your opinion.
Scale:
SA – Strongly Agree
A – Agree
D – Disagree
SD – Strongly Disagree

1. I type and process official documents. 
SA (     ) 	A (      )
SD (     )	D (      )    
2. I manage executive appointments and schedules.
SA (     ) 	A (      )
SD (     )	D (      )    
3. I take minutes during executive meetings.
SA (     ) 	A (      )
SD (     )	D (      )    
4. I handle correspondence and communication for the office.
SA (     ) 	A (      )
SD (     )	D (      )    
5. I maintain and file office records.
SA (     ) 	A (      )
SD (     )	D (      )    
6. I act as a communication link between executives and staff.
SA (     ) 	A (      )
SD (     )	D (      )    
7. I assist in preparing management reports.
SA (     ) 	A (      )
SD (     )	D (      )    
8. I ensure confidentiality of executive information.
SA (     ) 	A (      )
SD (     )	D (      )    
9. I support the management in decision-making.
SA (     ) 	A (      )
SD (     )	D (      )    
10. I experience work overload.
SA (     ) 	A (      )
SD (     )	D (      )
11. I lack access to professional training.
SA (     ) 	A (      )
SD (     )	D (      )
12. There are inadequate tools/equipment in my office.
SA (     ) 	A (      )
SD (     )	D (      )
13. Communication with executive management is difficult.
SA (     ) 	A (      )
SD (     )	D (      )
14. I receive timely feedback from executive management.
SA (     ) 	A (      )
SD (     )	D (      )
15. I am recognized for my contributions to management support
SA (     ) 	A (      )
SD (     )	D (      )
16. I am involved in planning executive activities.
SA (     ) 	A (      )
SD (     )	D (      )
17. I use modern technology (e.g., emails, scheduling software) in my work.
SA (     ) 	A (      )
SD (     )	D (      )
18. My work environment is conducive and professional.
SA (     ) 	A (      )
SD (     )	D (      )
19. I am encouraged to take professional development courses.
SA (     ) 	A (      )
SD (     )	D (      )
20. I receive adequate supervision and guidance from my superiors.
SA (     ) 	A (      )
SD (     )	D (      )

APPENDIX II
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear respondent, 
	I am a student in the Department of Office Technology and Management, Institute of Information and Communication Technology, Kwara State Polytechnic, Ilorin. I am at present conducting a research and writing a project on ROLES AND RESPONSIBILITIES IN SUPPORTING EXECUTIVE MANAGEMENT IN AN ORGANIZATION.
	The exercise is important in partial fulfillment of the requirements for the award of National Diploma in Office Technology and Management of the institution.
	Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.

						Yours faithfully

						RAFIU MUJIDAT OLAYINKA
						ND/23/OTM/FT/0079	 

APPENDIX III
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Sir/Madam
RESEARCH QUESTIONNAIRE
	This questionnaire is designed to solicit information from you on “ROLES AND RESPONSIBILITIES IN SUPPORTING EXECUTIVE MANAGEMENT IN AN ORGANIZATION.” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.


						Yours Faithfully


						RAFIU MUJIDAT OLAYINKA
						ND/23/OTM/FT/0079

