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CHAPTER ONE

INTRODUCTION
1.1    Background to The Study

A secretary is a person, whose work consists of supporting management, including executives, using a variety of project management, communication, or educational Institutional skills. However, this role should not be confused with the role of an executive secretary, which differs from a personal assistant. In many countries an executive secretary is a high-ranking position in the administrative hierarchy. In fact in Pakistan, federal secretaries are dubbed as the most influential people in the country.

The functions of a personal assistant may be entirely carried out to assist one other employee or may be for the benefit or more than one. In other situation a secretary is an officer of a society or educational Institutions who deals with correspondence, admits new members, and organizes official meetings events.

He additionally makes courses of action and arrangements for a specific individual from the staff, incidental advantage is motivating forces or extra privilege given to representatives by the executives outside their pay rates. They help to spur specialists to more elevated amount of work and influence their conduct. Incidental advantages make a worker to remain longer in institution. The more drawn out a worker remains in an institution, the almost explain it is that he will get use of it and acknowledge it. In representative may remain in an institution for us as long as it takes for the annuity intend to become effective, then again, indicates the completing of an assignment, that could in this manner be said of secretaries been affected or propelled with certain variables for high employment execution as the more event of those components may prompt unbelievable work consequently.

The investigation basically goes for the fulfillment of secretaries in different dimensions and x beams their advantages in chosen educational institution. The examination likewise gives top to bottom record of the different issues of secretaries with the business and ·the impact these issues have on general yield of the secretaries. 1he hidden destination of each worker are to take part in a vocation that will be Ø' agreeable and to perform work adequately. Chosen institution is a business of various units of specialists including sectaries. Prospect and Challenges of secretary in an institution to protect concurrence with the business on employer stability. The business looked with numerous issues has proceeded on his program of chopping down expense by leaving on conservation, pay cut even % the withdrawal of specific advantages.

This works outrage well with the employment execution since the secretaries are disappointed with their states of administration. It is accepted if the correct climate is given. This incorporates great pay pocket, medicinal treatment, house lease auxiliary, transport recompense, vehicle advance, trans reward recreational offices, Xmas installment, annuity, extra time and off visiting stipend, a helpful state of administrations and employer stability. The trade guilds which could give some cover to secretaries steadily being failed out. This could be progressed from the government newspaper that affirmed for just and worker's guilds. Recoup the mentality of different boss towards their secretaries’ significant influences the activity execution, the secretaries could be better if their state of work is improved.

1.2    Statement of the Problem

This investigation was fixated on the Analysis of the prospects as challenges of secretaries in educational institutions. In perspective on the predominant issues confronting secretaries in an educational institution, the analyst hence plans to think about the secretary’s work execution as respects to prospect and difficulties accessible in chose business Institution. Likewise in this investigation, the specialist will look at the elements that require high employment execution, agreeable conditions and furthermore to establish that factors that will diminish work execution of secretaries in close educational institution.

The investigation will further look at great working conditions and kinds of incidental advantages.

1.3    Objectives of the Study

The real objective of this investigation was to identify Analysis of the prospect as difficulties of secretaries in instructive institutions the impact of incidental advantages hand on execution of secretaries in educational institution in Kwara state. The specific objectives are to: -
Concept of Secretarial Profession

Recognize the sort of prospects accessible to secretaries in an Institution.

Discover the impact of difficulties of secretaries work execution in chosen institution.

Examine methods for improving by the accessible methodologies to secretaries in an institution.

The proposal for the issues of secretaries.

1.4    Research Questions

The following research questions were raised for the study: -
What is the concept of Secretarial Profession?

What are the provokes faces by secretaries in identifying with execution in an institution?

How would educational Institutions be able to improve their procedures to upgrade secretaries’ execution?

1.5    Significance of the Study

The exhibition of any institution relies upon the predominates hierarchical atmosphere. This investigation is subsequently of incredible noteworthiness in that take a gander at different issues of secretaries that are being looked by the institution or some office. Present day directors particularly those in an institution will discover this investigation valuable since it will enable them to understand secretaries/representatives’ issues as respects to their prospects and difficulties to expand their activity execution. Secretaries specifically will likewise discover this examination engaging sine it will assist them with knowing what is because of them as incidental advantages in the Institutions.

1.6    Delimitation

This investigation centers on the prospects and difficulties of secretary in an educational institution and will not go beyond this scope.

1.7    Limitations

There are certain limitations encountered in the course of carrying out this research they may inside lukewarm attitude of the officials of Nigerian Educational Institution in responding to the questionnaire. Pear of espionage as all vital information is classified at “top secret” because of government protocol.

It should be noted, however that the limitation outlined above does not in any way in validate this research as sufficient data was obained through insider friend and good human relation, therefore the research is still valid.

CHAPTER TWO

REVIEW OF RELATED LITERATURE
2.0 Introduction

The chapter is focused in the review of Literature on the “Analysis of the Prospect as Challenges of Secretaries in Educational Institution”. The chapter will be discussed under the following sub-headings: -
2.1    Concept of Secretary

A secretary is an individual, whose work comprises of supporting administration, including officials, utilizing an assortment of task the board, correspondence, or hierarchical aptitudes. These capacities might be altogether done to help one other worker or might be to support multiple. In different circumstances a secretary is an officer of a general public or institution who manages correspondence, concedes new individuals, and arranges official gatherings and occasions.

A secretary, ordinarily know as a clerical specialist, has numerous authoritative obligations. The title secretary isn't utilized as regularly as in decades past, and duties have developed to substantially more development range of abilities, for example acing Microsoft Office application; Word, PowerPoint, and Excel to give some examples. The obligation may shift as indicated by the nature and size of the educational Institutions or institution, and might incorporate overseeing spending plans, accounting, going to phone all dealing with guest, looking after sites, travel game plans, I getting ready cost reports. Secretaries may likewise deal with the managerial subtleties of running an abnormal state gathering 'ting and be in charge of orchestrating the providing food for meeting. Regularly administrators will request that their take the minutes at gathering and get ready gathering audit. Notwithstanding the minutes, the secretary sees charge of keeping the majority of the official records of an educational Institutions or Institution external communications includes receiving, reading, and responding to any communications from third parties.

The secretary is vital to ensuring successful committee meetings They are responsible for communicating the date, time and place of these meetings to the committee, as well forwarding an agenda for each meeting. During the meeting, secretaries record the minutes, paying particular attention to any motions which are carried or overturned as well as specific decision made. These minutes are to be typed and circulated to the rest of the committee. They must be read at the start of the next meeting.

The secretary assumes an extremely noteworthy job in the life of any institution with the end goal that the person is viewed as the rotate where upon office educational Institutions and the board data is prepared, saved or conveyed for the board choices as when required.

Oladunjoye  G.T. what's more, Nwaokolo P.O. (1992), in acknowledgment of the job of secretaries they have been called by numerous names: the reflection of the workplaces the guard of the workplaces and the existence wire of the workplace'. In addition, Aniagolu (1976) on his part help that “the obligation of a secretary very with size and local of educational Institutions and the term of plan made with them. To separate from certain statutory obligations, law performs not fix the responsibilities of a secretary of an institution. Be that as it may, the proof on records demonstrates that the secretary had arrogated to himself such an extensive amount the capacities relating to the institution that isn’t just going about as the secretary, yet additionally as the sanctioned bookkeeper.

The above attestation was affirmed by one top official who, affirmed that the best thing that at any point transpired was having a secretary who needed to work for an administrator in that the secretary tremendously affected his adequacy (Wirtson 1983).

Moreover, a great secretary can be as critical to an educational Institutions as a decent chief (Coleean, 1983) the expert morals

2.2    Types of Secretaries
Edun, (1986) Azuka (1990) individually opined that there are various sorts of secretaries: these whose obligation for the most part focuses on the executives and plan of approaches, for examples, the uno secretary general, federation secretary general, secretary to the (ss as). They clarified that notwithstanding the activity tile, an educational Institutions secretary does not do secretaries work but rather is it charge of guaranteeing that the firm consents to its legitimate commitments, we manage crafted by the educational Institutions. Then again, there are those whose essential capacities are secretaries. Their optional capacities incorporate office educational Institutions and the board, supervision of junior office specialists and so on, Preceding the common administration change of 1998, these bore of secretaries were alluded to a "classified secretaries”. After the rearrangement, they were upgraded as "Secretarial collaborators" in accordance with the general poor-recognition which does not have officer unit in the common administration renewal of 1998. Decree 43.

2.3    Roles of Secretary

The secretary should attend all training workshops provided by the societies of flow, and make themselves familiar with the relevant handbooks and guidelines. They should make sure the society constitution is up-to-date and be familiar with its conditions. The secretary is responsible for having a current list to committee members names, contact details and student number, and must ensure this list is filed with the societies 'Office. A secretary's End of Year Reports to be prepared as the year draws to a close, detailing the society’s activities for the year.

Secretaries are responsible for the society's communications, both internal and external. Internal communications include keeping committee members informed of meetings, agendas and minutes, as well as making sure the society has an up-to-date calendar of events. Secretarial calling and self-advancement to such an extent morals that the partisan could reason or think at a similar recurrence with the manager for successful outcomes.

As per powell (1975) the two individuals from manager/secretary group ought to hate a comparative rate of reasoning and rhythm of working else; it could be hard to accomplish a great working relationship.

The correct comprehensive job of secretaries to the executives should, in this manner not depict the secretary as a substandard character in the supervisory crew. The person in question is an expert similarly as the official. Everyone assume his or her position and perceives their reliance on each other for successful outcome similarly as Smith (1975) stated “the superior and t fill in as a group; however, he is as yet the boss. I envision his needs yet don't attempt to be one stage in front of him.

Along these lines, the morals of the calling request that the secretary should assume his or her position. Then again, they to be dynamic and successful, and consequently ought to recognize the demonstrable skill of the secretarial calling and to relate with the secretary on Institution premise, as opposed to on ace slave or Predominant second-rate relationship. The dictionary of word related titles condenses the obligation of a secretary as pursues.

1.  Takes correspondence utilizing shorthand or stenotype machine.

2.  Transcribes correspondence or the recorded data.

3.  Handle individual and significant mail.

4.  Writing routine correspondence all alone activity.

5.  May administer other administrative laborers.

It ought to in any case, be noticed that the obligations of a secretary differ from institution to institution.

2.4    Characteristics of Secretary

Cultivate (1991) emphasize that above everything else, a productive secretary must be a decent coordinator, she should most likely get her own needs right, and to get ready for her boss’s day so the individual puts his or her very own opportunity to the best us Moreover, the capacity to continue ahead with individuals in an incredible resource, particularly when the supervision of other staff is a piece of the activity.

Oladunjoye Nwakolo (1992) illustrated that in a perfect world (expertly) secretaries are specialists in advertising, helping staff, and being the supervisor’s office memory. Able secretaries keep their supervisors educated about advancement that will influence the productivity of the workplace. They ensure that they don't trouble their managers with frivolous issues that they themselves can deal with somewhat through or explore.

Azuka (1990) noticed that a caution examination of secretarial positions uncovers that no two secretarial positions are actually similar, lie said that there are factors, which decide the duster of a secretary, which incorporate.

a.  The size of the business or institution.

b.  The nature of the business or institution.

C.  The status of the secretary prompt manager.

Oladunjoye et al (1992) states that in a perfect world, the characteristics of a decent secretary might be grouped under two classes.

i.  Personal Qualities

ii.  Business Qualities

The individual characteristics incorporate being savvy, dependable, respectful, obliging charming, develop and understanding. While in business it incorporates being successful, dependable sorted out, timely, corchal gifted, prudent, and warm disapproved.

Azuka (1990) and encourage (1990) separately concurred tha the individual characteristic of a secretary incorporates a decent character instinct, reasonability, poise, compassion toward others, tidiness in work and unwavering quality.

Edun, et al (1986) attested that the obligations of the secretary are many fluctuated and energizing.

Fries (1994) opined that mast secretaries perform a significant number of the errand’s stenographers perform however are given extra duties that require more noteworthy capacity to make decisions and exercise activity. Indeed, this is the boundary between the secretary's obligation and those of obligations and those of typists and stenographers.

2.5 Effective Inventory Control as a means of improving an Educational Institutions is performance

Holmes (1987) affirmed that the present impression of the obligations of the secretary is enormously contradicted to the antiquated points of view whereby there is clear refinement among administrative and secretarial job; high less profession movement from one to the next; abnormal state of custom in dress and types of locations and institution with bosses in the institution; accentuation on idealizing handy aptitudes swinging upon guidelines from above; and viewed as a progressively enriching or materialistic trifle by the supervisor.

Against the above old view of what secretaries do; they declare the present point of view of the obligations demonstrate that there is an obscuring of line between the secretarial and the board jobs; open doors for the secretary to additional into the executives/authoritative activity; some portion of group bolster work more opportunity in dress; level of familiarity seeing someone; more secretaries in educational Institutions with supervisors, joint concession to division of work; assignment, utilization of start, substantial and mindful job.

Effectiveness and imagination ought to be their exchange mark. They ought to be adaptable in acclimating to evolving circumstance, and perceive the significance of gathering due dates. Skilled secretaries keep their supervisors educated about advancement that will influence the effectiveness of the work place. They ensure that they don't trouble their supervisors with frivolous issues that they themselves can deal with a little idea or research. All alone Stanwell and Shaw (1978) see a secretary as any staffs who are worried about the readiness, conversation and transmission of a wide range of correspondence just as traditional secretary.

CHAPTER THREE
METHODOLOGY
This chapter explains the method and ways in which data are collected analysis the course of the study. The objective of this chapter is to enumerate the method used in collecting and analysis data on the study. There are specific frameworks of controlling data collection for every research work conducted scientifically. This chapter will be conducted under the following sub-headings:-

3.1    Instrument Used

Questionnaire was designed by the researcher to collect information that is relevant to the topic under consideration because of the wider advantage over other methods. The questionnaire comprises of 20 questions that are relevant to the topic. These questions were scrutinized by the supervisor to ensure that they were relevant to the research topic.

3.2    Population of the Study

The population for this research work was staff of the Federal Polytechnic, Offa and the category of the staff covered were Secretaries of the institution. The researcher had to select some faculties as the total population of secretaries in the entire institution may be too much for the study.

3.3    Sample and Sampling Techniques

The respondents of the institution mentioned above were secretaries of various departments and faculties secretaries. The researcher selected 20 secretaries from the entire population so as to be able to carry out thorough research work.

3.4    Distribution and Collection of Data

Twenty (20) copies of questionnaire were distributed to the Secretaries of the case study. The information and data necessary for this research work drawn from secretaries of the Federal Polytechnic Offa, (20) copies of questionnaires were distributed at the case study and returned.

3.5    Method of data Analysis

Simple percentage was used to analyze the data collected for the study. Figures were converted to percentage in order to make the analysis clearer to the reader. Therefore, the Analysis given in the next chapter was based on the data collected.

CHAPTER FOUR
DATA PRESENTATION AND ANALYSIS
4.1    Introduction

This chapter deals with the interpretation of data and findings of the topic of this project. The findings were based on the responses from the respondent through the use of questionnaires completed and returned. As explained in the last chapter, twenty copies of the questionnaire were distributed and fifteen copies were completed and returned from which the following data were obtained.

4.2    Result

Table 1: This research work will help in the discovery of the prospect of secretaries in educational institutions.

	Option 
	No. of Respondents
	Percentage (%)

	Strongly Agree
	16
	80

	Agree
	03
	15

	Strong Disagree 
	00
	0.00

	Disagree 
	01
	05

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 1 above shows that, 16 (80%) of the respondents strongly agreed that this research work will help in the discovering of the prospect of secretaries in educational institutions and 3 (15%) of the respondents agreed, while only 1 (5%) of the respondent disagreed. Therefore, it is safe, to conclude that, this research work will help in the discovery of the prospect of secretaries in educational institutions.

Table 2: Identification of secretaries prospect in an Educational Institutions is of Important.

	Options
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	18
	90

	Agree 
	02
	10

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 2 shows that, 18 (90%) of respondents strongly agreed that, identification of secretaries prospect in educational institutions is of important and 2 (10%) of respondent agreed with the notion statement. None of the respondent either strongly disagrees or disagrees with the statement.

Table 3: Can Educational Institutions System Employed Discover the Prospects of Secretary in an Educational Institution

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	15
	75

	Agree 
	05
	25

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 3 shows that, 10 (75%) of the respondents strongly agreed and 5 (25%) agreed, while none of the respondent strongly disagree or disagree that do you know the system to discover the prospect of secretaries in an educational Institutions.

Table 4: The Kind of Programme set Down by Educational Institutions can Improve Secretaries Prospects in an Educational Institution.

	Option 
	No. of Respondents
	Percentage (%)

	Strongly Agree 
	14
	70

	Agree 
	05
	25

	Strongly Disagree 
	01
	05

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 4 above shows that, 14 (70%) of the respondents strongly agreed what kind of programme can improve prospects of secretaries in an educational Institutions, 5 (25%) of them agreed while 1 (5%) of the respondent strongly disagreed and none of the respondent disagreed with the statement.

It is safe to say that, some kind of programmes can improve prospects of secretaries in an educational Institution.

Table 5: Can Modern Technology Improves Secretaries Prospects in an Educational Institution.
	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	15
	75

	Agree 
	05
	25

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total
	20
	100%


Source: Researcher's fieldwork 2025

Table 5 shows that, 15 (75%) of the respondents strongly agreed that modern technology improve secretaries’ prospects in an Educational Institutions, 5 (25%) of the respondent agreed that modern technology improves the secretary prospect in an educational institution while none of the respondent is either strongly disagree nor disagree with the statement.

Table 6: The Challenges faced by Secretaries in relating to Performance in an Educational Institution can be discovered by the Management.
	Option 
	No of Respondents 
	Percentage (%)

	Strong Agree 
	17
	85

	Agree 
	03
	15

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher’s fieldwork 2025

Table 6 shows that, 17 (85%) of the respondents strongly agreed that the challenges faced by secretaries in relating to performance in an educational Institutions can be discovered by the management, 3 (15%) of the respondent agreed while no responses for strongly disagreed and disagreed.

Table 7: Can the Challenges Faced by Secretaries be tackled.

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	17
	85

	Agree 
	3
	15

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025
Table 7 shows that, 17 (85%) of the respondents strongly agreed that how can the challenges face by secretaries be tackled. 3 (15%) of the respondent agreed while no responses for strongly disagreed and disagreed.

Table 8: The measures put in place can avoid problems being faced by Secretaries in an Educational Institution.

	Option 
	No of Respondents 
	Percentage 

	Strongly Agree 
	14
	70

	Agree 
	05
	15

	Strongly Disagree 
	01
	05

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 8 shows that, 14 (70%) of the respondents strongly agreed that measures can be put in place to avoid problems being faced by secretaries in an educational Institutions. 5 (25%) of them agreed while 1 (5%) of the respondents strongly disagreed and none of respondent disagreed with the statement.

Table 9: Can modern technology be of help in improving Secretaries Job Performance in an Educational Institution.

	Option 
	No of Respondents
	Percentage (%)

	Strongly Agree 
	09
	45

	Agree 
	04
	20

	Strongly Disagree 
	03
	15

	Disagree 
	04
	20

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 9 shows that, 9 (45%) of the respondents strongly agreed that  modern technology be of help in improving secretaries job performance in an educational Institutions. 4 (20%) agreed, 3 (15%) strongly disagree and 4 (20%) of them disagree that how do you identify the prospect of secretaries in an educational Institutions. With individual opinions on the statement, result shows that, respondent agreed with the statement that, modern technology be of help in improving secretaries’ job performance in an educational institution.

Table 10: The Educational institutional System that is put in Place to Avoid Secretaries Challenges and Increase Performance in an Educational Institution is of great Importance.

	Option 
	No of Respondents 
	Percentage 

	Strongly Agree 
	17
	85

	Agree 
	03
	15

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 10 shows that, 17 (85%) of the respondents strongly agreed that the educational Institutional system that are put in place to avoid secretaries’ challenges and increase performance in an educational Institutions is of great 3 (15%) of the respondent agreed while no responses for strongly disagreed and disagreed.with the statement 

Table 11:  Do you think Technology helped the Performance of Workers in an Educational Institution.

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	15
	75

	Agree 
	05
	15

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 11 shows that, 10 (75%) of the respondents strongly agreed that Technology helped the Performance of Workers in an Educational Institution. and 5(25%) agreed that technology helped the performance of workers in an Educational Institutions, while none of the respondent strongly disagree or disagree with the statement.

Table 12: Does the available Strategy of an educational Institution improve Secretaries Performance. 

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	17
	85

	Agree 
	03
	15

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 12 shows that, 17 (85%) of the respondents strongly agreed that to what length has the available strategy of an educational Institution improves secretary’s performance. 3 (15%) of the respondent agreed while no responses for strongly disagreed and disagreed with the statement. 

Table 13: The Decisions made with Reference to Strategies Available to Secretaries in an Educational Institution help.

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	14
	70

	Agree 
	03
	15

	Strongly Disagree 
	03
	15

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 13 shows that, 14 (70%) of the respondents strongly agreed Management decisions are made with reference to strategies available to secretaries in an educational Institutions. 3 (15%) of the respondent agreed, 3 (15%) of the respondent strongly disagree while no responses for disagreed with the statement.

Table 14: Has Environmental factors being managed effectively improve the Secretaries Performance as a strategy.

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	15
	75

	Agree 
	03
	15

	Strongly Disagree 
	02
	10

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 14 shows that, 15 (75%) of the respondents strongly agreed How effective has environmental factors improve the secretary’s performance as a strategy. 3 (15%) of the respondent agreed, 2 (10%) of respondents strongly disagree with the statement. while no responses for disagreed.

Table 15: The Planning Actions Implemented by Educational Institutions can aid Secretaries Activities in an Educational Institutions.

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree 
	17
	85

	Agree 
	03
	15

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total
	20
	100%


Source: Researcher’s fieldwork 2023

Table 15 shows that, 17 (85%) of the respondents strongly agreed What are the planning actions that can aids secretaries’ activities in an educational Institutions. 3 (15%) of the respondents agreed while no responses for strongly disagreed and disagreed. with the statement.

Table 16:  Can Government Agencies be of help of in enlightening Secretaries to discover their Prospectively.

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree
	17
	85

	Agree 
	03
	15

	Strongly Disagree 
	00
	00

	Disagree 
	00
	00

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 16 shows that, 17 (85%) of the respondents strongly agreed those governments agencies are of help of in enlighten secretaries to discover their prospects 3 (15%) of the respondents agreed while no response for strongly disagreed and disagreed. with the statement 

Table 17: The Seminar and Workshop organized by Educational Institutions is what can help in Discovery Secretaries Prospect.

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree
	15
	85

	Agree 
	05
	15

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total
	20
	100%


Source: Researcher's fieldwork 2025

Table 17 shows that, 17 (85%) of the respondents strongly agreed that the seminar and workshop organized by educational Institutions is what can help in discovery secretaries’ prospect. 3 (15%) of the respondents agreed while no responses for strongly disagreed and disagreed.

Table 18: In Avoiding the Problems of Secretaries in an Educational Institution, the Discipline Measures Being Employed by Educational Institutions is what determined their Attitudes to work.

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree
	10
	50

	Agree 
	06
	30

	Strongly Disagree 
	03
	15

	Disagree 
	01
	05

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 18 shows that, 10 (50%) of the respondents strongly agreed that In avoiding the problems of secretaries in an educational Institutions, the discipline measures being employed by educational Institutions is what determined their attitudes to work, 6 (30%) of them agreed while 3 (15%) of the respondents strongly disagreed and 1(5%) of them disagreed. with the statement.

Table: 19 Environmental Factors Contribute much to Secretaries Performance in an Educational Institution.

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree
	09
	45

	Agree 
	02
	10

	Strongly Disagree 
	04
	20

	Disagree 
	05
	25

	Total 
	20
	100%


Source: Researcher's fieldwork 2025

Table 19 shows that, 9 (45%) of the respondents strongly agreed that Environmental factors contribute much to secretaries performance in an educational Institutions, 2 (10%) agreed, 4 (20%) strongly disagree and 5 (25%) of them disagree that how do you identify the prospect of secretaries in an educational Institutions.

Table 20: The Experience Gain by Secretaries in his/her Additional Education or Certificate Programs Helps Secretaries Performance.

	Option 
	No of Respondents 
	Percentage (%)

	Strongly Agree
	16
	80

	Agree 
	04
	20

	Strongly Disagree 
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100%


Source: Researcher’s fieldwork 2025

Table 20 shows that, 16 (80%) of the respondents strongly agreed that The experience gain by secretaries in his/her additional education or certificate programs helps secretaries performance 4(20%) of the respondent agreed while no responses for strongly disagreed and disagreed with the statement.

CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1    Summary

In view of the findings from the investigation about the study of effect fringe benefits on the job performance of secretaries in selected business educational Institutions. It becomes imperative for the researcher to elaborate on the findings in order to make more understanding.

The finding was made from the analysis of each research question', it was discovered that the type of fringe benefits available to secretaries were sick payment, redundancy payment and weeks bonus system. The second findings were made from research question which shows that improved performance, decreasing absenteeism and high productivity are the impact of fringe benefits was made from research question, which show the ways by which selected educational Institutions can improve their fringe benefits to enhance secretaries’ performance. Training and medical service were indicated as some of the ways by which selected educational Institutions improves its motivation to secretaries.

Thirdly, the researcher find out that lack of equipment reduces secretary’s performance. The researcher also find out that given secretaries services of training services as one of the fringe benefits.

5.2 Conclusion
In line with the finding of accommodation, medical service, recreational facilities, canteen services should be provided to the secretaries, it will increase secretaries/ performance drastically. Secondly, the researcher also finds out that if secretaries are given fringe benefits, it will reduce, the rate of absenteeism, and on the other hand increase productivity. Furthermore, if adequate working conditions are provided to the, secretaries it will increase their job performance. Conclusively, if secretaries undergo training it will help to be more versed in their job-related areas.

5.3 Recommendations
Based on the findings of the study the following recommendations are made:

There is the need for Institution such as colleges of Education and universities to train Secretarial Education Student with Computer based word processing knowledge in order to make them relevant in the modern business Offices.

There is the need for Secretarial Education Teachers to acquire technologies in that they can be able to teach Secretarial Students using relevant equipment.

Adequate training should be given to secretaries in order to be more versed in their job related areas.

There is the need for Federal and State Ministries of Education to provide Facilities for Information and Communication Technology in Institution of learning so that Secretarial Education Graduates can be trained and equipped to face the challenges of modern business Offices.

Assess the training and skill development opportunities available for secretaries in educational institutions. Look into certifications, workshops, and courses that can enhance their abilities and make them more valuable to the institution.

Consider how continuous learning and up skilling are essential for secretaries to remain competitive in the job market.
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APPENDIX

KWARA STATE POLYTECHNIC, ILORIN.

INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY

DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Sir/Ma,

REQUEST FOR COMPLETION OF PROJECT QUESTIONNAIRE

I am a Student from the Department of Office Technology and Management, Institute of Information and Communication Technology, Kwara State Polytechnic, Ilorin pursuing a National Diploma. I am conducting a research Project titled "ANALYSIS OF THE PROSPECT AS CHALLENGES OF SECRETARIES IN EDUCATIONAL INSTITUTION" I will be glad if you can go through and responded to the enclosed questionnaire designed for data collection. The Study is strictly for academic purpose and information provided will be used for research please tick ( ) the correct option to the question where necessary, please write in full. At the same time, individual’s responses will be kept confidential.
QUESTIONNAIRE

1. This will help in the Discovery of the Prospects of Secretaries in an Educational Institutions Help

(a) Strongly Agree   ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

 2.  Identifying the Types of Prospects Available to Secretaries in an Educational Institutions is of Important

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

3. Can Educational Institutions System Employed Discover the Prospects of Secretary in an Educational Institution

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

4. The kind of programme set down by Educational Institutions can improve Secretaries prospects in an Educational Institutions.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

 5. Can Modern Technology Improves Secretaries Prospects in an Educational Institution.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

6. The Challenges Faced by Secretaries in relating to Performance in an Educational Institutions can be discovered by the Management.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

 7. Can the Challenges Faced by Secretaries be tackled.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

8. The measures put in place can avoid problems being faced by Secretaries in an Educational Institutions.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

9.  Can Modern Technology be of Help in Improving Secretaries Job Performance in an Educational Institutions.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

10. The Educational institutional System that is put in Place to Avoid Secretaries Challenges and Increase Performance in an Educational Institutions is of great Importance.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

11. Do you think Technology helped the Performance of Workers in an Educational Institutions.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

 12. Does the available Strategy of educational Institutions improve Secretaries Performance.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

13. The Decisions made with Reference to Strategies Available to Secretaries in an Educational Institutions help.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

14. Has Environmental Factors being managed effectively improve the Secretaries Performance as a strategy.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

 15.  The Planning Actions Implemented by Educational Institutions can aid Secretaries Activities in an Educational Institutions.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

16.  Can Government Agencies be of help of in enlightening Secretaries to discover their Prospects.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

17.   The Seminar and Workshop organized by Educational Institutions is what can help in Discovery Secretaries Prospect.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

18. In Avoiding the Problems of Secretaries in an Educational Institutions, the Discipline Measures Being Employed by Educational Institutions is what determined their Attitudes to work.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

 19. Environmental Factors Contribute much to Secretaries Performance in an Educational Institution.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree

20. The Experience Gain by Secretaries in his/her Additional Education or Certificate Programs Helps Secretaries Performance.

(a) Strongly Agree     ()   (b) Agree () (c ) Strongly Disagree ()  (b) Disagree
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