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CHAPTER ONE 
INTRODUCTION 
1.1	Background to the Study 
	For decade now, fast changes have been taking place in all facet of human life including the office environment. This is as a result of technological advancement. Every office in today’s business world, be it government, industry or other human endeavors, require fact and accurate information for quick decision making either nationally or internationally with the use of internet. The office workers, including the secretary, expect certain support from the organization into which he/she is employed. This support can be technological (machines and equipment) and human. In offices of the past, manager’s dictated memos and letters to their secretaries. Versatile secretaries make the best use of their skills in shorthand to do this.
	Recently, business have developed word processing centers and relied on personal computer and even electronic mail in an effort to lessen the need for secretaries’ support and make the employee secretary very productive and effective to such organization.
	Today’s secretaries are exposed to the use of office machines internet with computer services that make work much interesting and easier neat and of good, it is now easier to share messages, information quality without stressing either the manager or any other member of an organization. Secretaries easily link the organization functionaries together for appropriate action at all levels performance of a secretary in an organization cannot be over emphasized team work and makes it possible to communicate information quickly, effectively. Internet provides the basic for new organizational forms to competitive environment. 
	According to Bassey (2013) “the word internet is derived from 2 (two) words: “International” and “Network”. He therefore defined internet as an international computer of network of information available to the public through modem link. 
	Asabere and Enguah (2012) describe “Internet as the tools, facilities, processes, and equipment that provide the required environment with the physical infrastructure and the services for the generation, transmission, processing, storing and disseminating of information in all forms including voice text, data, graphics and video”. Therefore, it is evident that internet is playing an important role in several sectors of world development included the office management where the secretary also contributes as an employee in the organization as well as “the vital role the organization plays in the achievement of her goals and objectives (Justina 2013). 
	Secretarial function is just central in every organization and no office can easily function without a secretary.
	A secretary is a person or executive who has office skill in handling correspondences and has the ability to assume responsibilities without direct supervision to provide communication support services on matters or routine and administrative issues (Cletus 2011) various office workers perform some aspects of secretarial work, but not all office workers are secretarial. Secretaries have more responsibilities for their work. A professional secretary performs task similar to an executive or administrative assistant. Secretarial function is just central in very organization and no office can easily function without a secretary. This brings about the importance of secretaries to the successful growth and development of the organization (Adam 2015).
	Generally secretary coordinates the daily routines of an office and organizes the office schedules and paper work which includes analysis of prevailing situations judgment, technical knowledge and creativity (Adebayo and Akinleye 2012). The number and type of activities are assigned depend whether they are generalists (multifunctional secretaries) or specialist (such as legal or word processing secretaries). Secretaries use many different talents and work with many different people. As an office professional, the secretary has the responsibility to organize the work flow so that the employer will feel that everything is under control, with all project completed when needed (Chrissy, 2012). Modern professional secretaries are now referred to as office managers by some people because of their activities, skill acquisition, knowledge and even expectations from their bosses, customers, clients and even the general public whether called a secretary, a manager or a personal assistant, a professional secretary is no more the man or woman sitting behind the typewriter, taking shorthand dictations and attending to visitors.	
	The introduction and application of modern technology advancements has brought a revolution and greater effectiveness in day to day working of the office due to this procedures have become more simplified and office work has become more interesting and challenging (Asabere and Enguah 2012).
	In his remark Adam (2015), recounted that secretarial practice or rather secretarial profession has remarkably undergone series of modifications as it used to be in the past due to the availability of improved technologies of the modern office.
	In the past, a person who is employed as a secretary must possess typewriting skills, shorthand and good communication skills with good moral conduct and character. Today, secretarial practices have been revolutionized to the use of computers and internet which are in abundance and are available in the offices.
	Evans (2015), recounted that secretarial profession has come a long way from change in gender dominance (female) to technologies that have improved work output and increased job opportunities administrative office roles have remained an integral part of business operations, and all signs indicated that the secretarial profession in here to stay. It is upon this assertion that the researcher intends to look at the role of internet on effective performance of secretary in an organization. 
	The Impact of Internet on the effective performance on the secretarial function in an organization cannot be over-stressed as the role it plays in the life of the secretary and the office at large is very significant. 



1.2	Statement of the Problem
	This project studies the Roles of Internet in Enhancing the Effective Performance of Secretary in an Organization. Having internet as part of the means by which information can be processed, created, stored, manipulated, and disseminated; new ways of accessing, interacting, and connecting with people and content. Some of the problems which the researcher intend to find solutions to are, inadequate provision of internet facilities and tools in some organization which slow down the activities of the organizations, lack of internet skills by the staff and inadequate deployment of internet to management functions and information processing. However in the past most messages used to be sent either through face to face, by post office, telephone etc which had some limitations compare to the use of internet. It is on this that the study intends to examine influence of internet on the performance and productivity of secretary.  
1.3	Objectives of the Study
	The general objective of the study is the Roles of Internet in Enhancing the Effective Performance of Secretary in an Organization. The specific objective is:
· To determine to what extent does e-mail competencies have impacted on the effective performance of secretary in an organization 
· To investigate how secretary can use internet to acquire, process, store and disseminate information from within and outside the organization. 
· To examine the extent to which secretaries use internet to bring visitors to organization website.      
· To obtain a position as a secretary in a people oriented and in depth knowledge of Microsoft office suites and internet telephone operations. 
· To investigate how secretary can use internet to employ internet teleconferencing facilities for meeting.    
1.4	Research Questions 
	The followings are the research questions raised for the study.
1. To what extent has internet promoted quick sending and receiving of emails on matters of urgency in an organization?
2. To what extent has secretary make use of internet to acquire process, store and disseminate information from within and outside the organization? 
3. To what extent has secretaries use internet to bring visitors to organization website?
4. To what extent does internet skill improve the secretaries output in the organization by performance of different functions such as making contacts, booking for hotel, making a travelling arrangement etc? 
5. How can a secretary make use of internet to employ internet teleconferencing facilities for meetings?  
1.5	Significance of the Study
	It is the hope of the researcher that the findings of the study will be useful and beneficial to the followings:- 
Secretaries:  It will be more beneficial to the secretarial functions in an organization; it will reduce the stress she has to go through, such as sending of letter, receiving mails, getting information from the internet will be easier and faster.   
Organization: It will also be a great benefit to the organization i.e. it can be use as a method of advertisement, whereby the organization can advertise its product on the internet, receiving of mails, getting information from their customers etc.      
1.6	Limitations 
	Gathering of all needed data in most studies is usually met with a number of limitations and constraints. As a matter of fact, financial barrier is a big constraint during the exercise. Also, getting accurate information when the questionnaire will be distributed to people will be a limitation to the study. 
	However, despite all this constraint the researcher ensure that the effective completion and quality of the work is not affected. 
1.7	Delimitation 
	The investigation of this research work would be limited to a study on the influence of internet on the performances and productivity of secretary. This study is limited to secretary alone in the organization. 



CHAPTER TWO
LITERATURE REVIEW
	This chapter is a literature review; it will be conducted under the following sub-headings:-
2.1	Meaning of Internet 
2.2	Internet and Worldwide Web
2.3	Definition of Secretary 
2.4	Duties of Secretary
2.5	Internet Services as they relate to Secretary Functions
2.6	Important of Internet to the Organization
2.7	Enhancing the secretary post through the Internet   
2.1	Meaning of Internet    
	The internet is described as global connections of computers of various sizes, capacity and functionality. These networks are often referred to as “information super highway”, where computers are interconnected with the sole purpose of providing resources, services and information for accessing the globe, thus reducing the entire universe into a “global village”. According to Bill Stewart (2014) the internet is the largest and best known computer network that is made up of public, private, business as well as government networks. It carries a wide range of information resources and services. These include; World Wide Web (www), Internet Telephony, Hypertext Markup Language (HTML) Documents, Electronic Mail (E-mail) and File Sharing. Similarly it is perceived as an important tool widely used by academia since the 1980s. It is commercialization bring together virtually every aspect of modern life. It’s usage has grown rapidly in the west from the mid-1990s and from the late 1990s in the developing world.
	Today, it is estimated that more than half of the world population have access to the internet (Statista, 2020). Historically, the internet first came into being in the United State of America in 1969 with the launching of a national computer network known as Advanced Research Project Agency Network (ARPAN). Today, the vast network that interconnects millions of computers worldwide provides availability and accessibility to a variety of resources and services.
	Internet resources (e-resources) are information carrying resources which are made available and accessible to users through the use of computer and similar devices in a networked environment, they include e-books, e-journals, and online database. Internet services refer to all the internet facilities that assist in communication and collaboration, they include e-mail, File Transfer Protocol (FTP), Bulletin Board, Discussion Group, Chart Rooms, Newsgroup, Telnet, and Usenet. The internet is thus a global system of interconnected computer networks that use universally agreed protocol (like TCP/IP) to communicate with each other.
2.2	Internet and Worldwide Web
	The internet is a global system of interconnected computer networks that use the standard internet protocol suites (TCP/JP) to interconnect multiple users worldwide.
	Raji (2013) stated that www is a method of posting interactive multi-media information to the net and allows users all over the world to access a wealth of information quickly and easily.
	Its origin can be traced back to 1960s when the United States government funded a research to build roborts, fault-tolerant, and distributed computers networks. However, not until the 1980s when the same United States government under the body called National Sciences Foundation and the support of private research that the whole concept became a reality. This new reality was then only enjoyed by the military but the worldwide integration only came into existence in the 1990 after commercialization of the backbone infrastructures). As at today, more than 2.9 billion people use the internet, either as service providers or service users in the truth, the services provided in the internet are limitless and these keep on expanding day-by-day.
2.3	Definition of a Secretary
	A secretary is a person or executive who has office skill in handling correspondences and has the ability to assume responsibilities without direct supervision to provide communication support services on matters or routine and administrative issues (Cletus 2014) various office workers perform some aspects of secretarial work, but not all office workers are secretarial. Secretaries have more responsibilities for their work. A professional secretary performs task similar to an executive or administrative assistant. Secretarial function is just central in very organization and no office can easily function without a secretary. This brings about the importance of secretaries to the successful growth and development of the organization (Adam 2015).
	Generally secretary coordinates the daily routines of an office and organizes the office schedules and paper work which includes analysis of prevailing situations judgment, technical knowledge and creativity (Adebayo and Akinleye 2012). The number and type of activities are assigned depend whether they are generalists (multifunctional secretaries) or specialist (such as legal or word processing secretaries). Secretaries use many different talents and work with many different people. As an office professional, the secretary has the responsibility to organize the work flow so that the employer will feel that everything is under control, with all project completed when needed (Chrissy, 2012). Modern professional secretaries are now referred to as office managers by some people because of their activities, skill acquisition, knowledge and even expectations from their bosses, customers, clients and even the general public whether called a secretary, a manager or a personal assistant, a professional secretary is no more the man or woman sitting behind the typewriter, taking shorthand dictations and attending to visitors.  	
	The introduction and application of modern technology advancements has brought a revolution and greater effectiveness in day to day working of the office due to this procedures have become more simplified and office work has become more interesting and challenging (Asabere and Enguah 2012).
	In his remark Adam (2015), recounted that secretarial practice or rather secretarial profession has remarkably undergone series of modifications as it used to be in the past due to the availability of improved technologies of the modern office.
	In the past, a person who is employed as a secretary must possess typewriting skills, shorthand and good communication skills with good moral conduct and character. Today, a secretarial practice has been revolutionized to the use of computers and internet which are in abundance and are available in the offices.
	Evans (2015), recounted that secretarial profession has come a long way from change in gender dominance (female) to technologies that have improved work output and increased job opportunities administrative office roles have remained an integral part of business operations, and all signs indicated that the secretarial profession in here to stay.
	According to Akinola (2012), a secretary is an important officer in any establishment, who is sometimes regarded as the life wire of an organization adding that the contribution and effectiveness of a secretary can either enhance or diminish the efficiency and effectiveness of an organization.
	Aromolaran (2012), described the secretary as the office manager and the administrative officer who co-ordinates and manages both the human and material resources of an organization. The secretary can be seen as a vital link in any organization and one who is in charge of the daily clerical and administrative activities in the organization. She exercises initiative, judgement and makes decision within the scope of here assignment, duties or authority. She also types letters, memos, and performs any other form of data entry into the computer or typewriter and brings out a mailable copy. 
2.4	Duties of a Secretary
	Duties of secretary are varied and diverse with organization and establishment, in volumes, scope and operations with peculiarities through related and similar. Who secretary is best informs you in his/her office with whatever things make available for his/her operation and maintenance of the office and upkeep. 
	The duties of a secretary is quite numerous and varied.  However, the following the most important ones as highlighted by McFarland (1985).
1.	Arranging Meetings: 
	The secretary’s responsibilities concerning meetings of company personnel man include notifying the executives of the time and purpose of fine meeting, arranging for conference halls scheduling equipment needed, and taking notes the meeting.
2.	Travel Arrangement 
	When a company does have a traffic department, the secretary is expected to make the arrangements through a travel agency or directly with airlines motels and hotels, and car rental agencies.
3.	Telephone Use 
	The efficient secretary must be aware of the techniques involved in placing and receiving calls and of the impression she is making each time she uses the telephone. When using the telephone, she should remember that she is creating an image of herself and the company in the mind of other person.
4.	Processing Mail 
	Mail delivered to the office must be process, and the secretary almost always has this responsibility. Processing the mail involves much more than opening envelopes and removing the contents. The process involves first sorting the mail into sacks according to the degree of importance. The secretary needs to know how to handle the mail during the executive absence and need to prepare a mail register so that the executive will be able to readily see what mail came during his or her absence.
5.	Preparing Report 
	The secretary is frequently expected to help collect, analyze, organized, and present the data in a manful form. The secretary is usually totally responsible for making sure each graphic and presented is in an acceptable format and that the entire report is well contacted so that it will make a favorable impression on the reader.
6.	Meeting the Public 
	A secretary meets with the public on a daily basis, because she is the first person or worker most callers come in contact with while visiting the organization. Her company’s reputation will be determines to a large extent by her action. So, it is important that while meeting with the public, a secretary must be courteous and cheerful, she must make the first impression of herself and her organization a favorable one.

2.5	Internet Services as they relate to Secretary's Functions
	While the services offered on the internet are limitless and are only guided by user’s creativity and technical knowhow. For this study we will only discuss some of them that relate with the secretary's functions. John (2012) stated that secretaries’ function is related to this below;
i. Corresponding with customer and clients or employers 
ii. Sourcing for materials and relevant information 
iii. Online shopping 
iv. Web design and editing technologies 
v. Making of Traveling reservation 
vi. Networking with professional bodies and organization 
vii. Online training, as a student or an instructor 
viii. Communicating with software suppliers to resolve any issues or update.
ix. Running of online database
· Correspondence with customers and clients or employees: One of the basic functions of the secretary is to communicate information to and from, between the company and their clients, and similarly communicate information between the management and the employed staff. Traditionally performing these tasks require the secretary (personally, write or receive hardcopy letters or documents from either the clients or staff of the company. This process requires more energy, time and is less efficient. However, with (the introduction of the internet, the secretary can send and receive letters and documents via the internet. These makes the process easier since it eliminates the issue of physical movement of such documents or letters and thus reduce time of delivery, also re-generating this documents in instances of damage takes longer time and cost more to reproduce, but this has been made easier with the use of internet. Also the internet makes production and delivery of documents to multiple people easy as you just need to produce one and send to as many people as possible. Similarly correspondence has been made more efficient and easier to manage as some messages or information can be pre-automated to deliver at a feature date, and the reminder can be sent to clients or staff reminding them of an important task or function. Thus, reducing the chance of disappointment from either party. 
· Sourcing for materials and relevant information: As already stated in the definition, a secretary, one of the functions of a secretary is to assist the executive research and the ability to make good decisions and to take responsibility when the need arises. Traditionally, the secretary would have to visit libraries in search of material. This could mean, traveling long distance for days, taking accommodation in a nearby hotel if the research extends beyond a day and the rest of that, he/she has to buy books and other materials which usually cost much, however, with the introduction and use of internet many difficulties encountered were resolved. now the secretary need not to travel to research for material, he/she has the highest and the biggest library in the world to research from as supported by the article of Emeagwali (2012) the renowned computer expert. Even this book need no to be sent to him/her via courier because they now have the softcopy version called the book which can be downloaded directly or sent as an email attachment from the site of the supplier. With the internet The secretary has the opportunity to choose, review, compare and listen to other people's experience and also have the opportunity to discuss with the author or the owner of the material and this gives him/her the avenue to ask questions or make submissions about the product This we must say is a big relieve for the secretary.
· E-commerce: This is the act of buying and selling through the internet. This selling or buying is not limited to tangible items alone but includes intangible items like services. Ecommerce is one of the best developments that has happen to man, including the secretary to secretary because of his/her functions usually find himself/herself in the market Sometimes this act of shopping for the needs of the office might require setting out a day or two off to do this shopping. This we must say is a big burden on him/her and the organization they work for However, with the internet, secretaries can now lay a sigh of big relief because they do not need to set aside any special day to do their purchase, rather they will sit at the comfort of their office, make some buying for the things they need and wait for the items to be supplied to them right in their offices. This means multiple advantages, one the stress are taking away, the risk of moving from one market to another are gone, the cost of moving is removed or reduced, the choice of chosen is more, productivity is increased as the secretary can now perform other duties while he or she waits for his/her supply This is evidenced in the of Organization for Economic Co-operation and Development OECD (1999) which showed that the various logistic costs have been reduced with the help of commerce when we compare the traditional system and internet. 
· Web Design and Editing Technologies: With the introduction of internets companies and organizations now have websites that serve as a point of sharing and receiving data with their partners, customers, staff, suppliers and client. While the role of the secretary is not to be a web designer or developer, but she communicates with clients and customers who have problems or complaints about their organizations or customers who have issues on their products and services.
· Making of Traveling reservation: Traditionally, before the advent of the internet, booking of reservations and buying of flight tickets for bosses, clients and colleague are usually done manually by the secretary. This requires the secretary to physically go to the hotel or airport or call an agent and these procedures usually take time and cost more as the agents who act as middle men will charge different fees thus resulting to the company paying high for the trip.
· Networking with professional bodies and organizations: This is another function of the secretary; also, traditionally this is done by exchanging hardcopy letters through the post, this letter exchange usually takes long before they get to their destination. Also, in instance of missing in transits, producing another usually take unending protocol which explains why the secretary normally do not pray this to happen. Furthermore, when these professional bodies want to meet them they usually do this by using office environment or hotels which are usually paid and participants also pay money for traveling and accommodation However, if it is the internet the secretary can now communicate with more members at the same time and at a reduced cost, meeting can be all she needs to do create and mail it to them or send a request to them to go online to fill them.
· Online training, as a student or an instructor: Internet technologies are very dynamic with new methods and processes coming day-after-day With these updates, every user including the secretary need to constantly train and retain themselves, else they will be left behind while the secretary might need this training, the internet offers him/her the opportunity to get trained with the flexible online training which is comparable to campus training Thus, he/she can do at a convenient time and schedule. Also, with internet training, training of fellow staff can now be made easier. For instance, a secretary in the Head office can prepare training for other staff of the same organization at the different branches across the world, without the need to travel that distance. All that is needed to be done is just the training manual and then place it on the company's website and the students can go online anytime and download the information sometimes; this training can be made as interactive, medium, depending on the technicality of the instructor.
· Communicating with the Software suppliers to resolve any Issue or update: The use of internet comes with his cons of which is the learning of software to maximize the use of internet Sincerely, there is nothing one will do on the internet without the use of software and due to some software issues like updates licensing and others It is important for the secretary to understand this terminology, workings and also how to apply it to its specific organization while big organizations might need yearly enterprise licensing for its online database software like oracle or IBM, small companies might go for the less secured open source software like MySQL to handle its database. So it is the duty of a secretary that use this system to know the licensing plans of every software installed on its system and he or she should watch for updates Also, most organizations use Antivirus and Spam guard software to protect their systems, while it is very good to have this software not updating is sometimes worst than not having it. This is because when it is installed on the system, users might wonder into any site or unsecured area believing that their system is protected but would surprise that their system has compromised. However, if no antivirus is installed, users know that it is not saving and would not venture into performing sensitive transaction on the system. However the best advice is to install antivirus and spy guard in our systems and we should know that no system is completely save and we should do everything to discourage easy access to our systems.
· Running of online database: Database serves as a reservoir of information where anybody with the right permission to access (they is allowed to fetch out information from them add or update the information in them. Database helps us in a lot of ways: it helps us in the area of data analysis, with it we can compare data of different years, months hours or days in the view to analyze them and postulate some results which can aid us in different fields like filing of documents, records keeping, crime prevention, banking reconciliation, showing history of events to mention a few. As a secretary, you can create an online database of your suppliers or customers, their purchase, their debts, events of things in the office and many more the benefit of this is that you can access them from anywhere as long as you have internet connection.
2.6	Importance of Internet to the Organization
	An internet is a set of content shared by a well- defined group a single organization Rajib (2013). The following are the importance of internet to an organization;
a.	An internet allows an organization to put day-to-day information on the network. Such as a company phone of external contact of suppliers and customers. It can also be instantly updated and the staff can view the changes immediately.
b.	Company   information   and   other   details   needed   by   all employees about their job, can be made readily available on the internet. For example benefit and pensions, health and safety information, internal vacancies, annual reports and company newsletters. Training and introductory materials for new staff can also be published on the intranet.
c.	Intranet within an organization allows easy access to information Staff will no longer have to find and wade through paper manuals, catalogues and phone books. It allows staff to access all Kinds of information from different sources within the company on a computer.
d.	Customers' information, product specification, streak level, prices and   current discount could also be paid on the internet.
e.	Most frequently requested form of an organization can also be placed on the intranet so that staff can print them as at when needed.
f.	It also gives employees access to company's document, distribute   software, enables group scheduling and let individuals and departments know the information they need to communicate to the rest of the organization. 
2.7	Enhancing the Secretarial Post through the Internet
	To understand how internet can affect the effective performance of the secretary you might just consider the filing section alone, while the traditional means of storing documents is the paper files and racks. In today's world of internet these same files are stored in the database where clients can access these files at a touch of the mouse anytime and anywhere- even when the offices have closed, thus removing the office hour's barrier. Also, the space occupied by this files have been greatly reduced and this means less cost for rent, more space and manpower who normally would be present to check, issue and collect back the files when the customers are through with it Also the secretary in the area of sharing information to boss, office members and even the public with the help of the internet can now do this as the speed of light and to more people at once Just by clicking a mouse messages are sent to millions of people at once. This is really a great capacity of operation haven’t said all this, it must be said that there are some factors that need to be considered if we intend to maximize the effective performance of the secretary, some of this includes training, job expectations, reward for good work: personal skills and decision making. These few factors will be elaborated further;
Training:  Cole (2012) stated that training implies preparation for an occupation or for specific skills while development suggests a broader view of knowledge and skill acquisition  Regular training is necessary for anybody using the internet, not to say less of the secretary this is because the internet is in continuous revolutionary process, day-after-day new programs, application update and techniques are released out every day old applications are been replaced while new once that are incompatible with older ones are released.
Job Expectations: While it is the duty of the employer to assign duties to the secretaries, research has shown that better results obtained when these duties are communicated well with the employee. Reasonable efforts must be shown to the employee to express consideration from the employer or authority involved. 
Reward for good work: The secretary just like every employee will definitely perform better when well-motivated. This can inspire him/her to self-training and all this will increase the effective performance.
Personal skill: While training is essential, one cannot rule out the function, and personal skill, employee must learn to know staff capability and learn to consider this when assigning duties.
Policy making: just like the normal African adage that says He who wears the shoes knows where it pains most' the secretary should be carried along in some of these decisions.



CHAPTER THREE
METHODOLOGY
	The research methodology for this study involved the collection of all necessary data and information that will make the research work, authentic and reliable. This chapter will be conducted under the following sub-headings: 
3.1	Instrument Used
3.2	Population for the Study 
3.3	Sample and Sampling Techniques 
3.4	Distribution and Collection of Data
3.5	Method of Data Analysis 
3.1	Instrument Used
	The instrument used for the collection of data for this study was questionnaire tagged “Roles of Internet in Enhancing the Effective Performance of Secretary in an Organization. The questionnaire was used because the researcher believed that it would afford the researcher the opportunity to obtained facts from a large number of people which could facilitate analysis. The items in the questionnaire are placed in four point rating scale of “SA – Strongly Agree 4, A = Agree 3, D = Disagree 2, and SD = Strongly Disagree 1” respectively



3.2	Population of the Study 
	The aim of the study was to critically look at “Roles of Internet in Enhancing the Effective Performance of Secretary in an Organization”. Therefore, secretary from Kwara State Ministry of Finance, Ilorin were used as the target population. This secretary comprise of 23 secretaries.   
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. Twenty three copies of the questionnaire were distributed to the secretaries at Kwara State Ministry of Finance, Ilorin, and the researcher went back after one week to retrieve all the questionnaire. 
3.5	Method of Data Collection 
	The information collected were classified and manually analyzed with the aid of a calculator, figure collected were converted into percentages to make the analysis clearer. Therefore, the analysis was based on the data collected from the respondents and this will be presented in the next chapter.



CHAPTER FOUR 
DATA ANALYSIS
4.1	Introduction
	This chapter dealt with data analysis. The chapter will be conducted and presented as follows.  
4.2	Results
Table 4.1:	Secretaries make use of internet to increase the number of visitors in an organization
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	18
	78

	Agree
	05
	22

	Disagree 
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 1 above showed that, 18 (78%) of the respondents strongly agreed, and 5 (22%) agreed that secretaries make use of internet to increase the number of visitors in an organization. There were no responses on disagreed and strongly disagreed. 
	This implied that secretaries make use of internet to increase the number of visitors in an organization.
Table 4.2:	Email competencies contributed to the effective performance of secretary in an organization.
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	15
	65

	Agree
	05
	22

	Disagree 
	03
	13

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 2 showed that, 15 (65%) of the respondents strongly agreed, 5 (22%) agreed, while 3 (13%) of the respondents disagreed with the notion. 
	It is therefore saved to conclude that email competencies contributed to the effective performance of secretary in an organization.


Table 4.3:	A secretary use internet to acquire, process, store and disseminate information from within and outside the organization
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	14
	60

	Agree
	07
	30

	Disagree 
	02
	10

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 3 revealed that, 14 (78%) of the respondents strongly agreed, 7 (30%) of the respondents agreed while 2 (10%) of the respondents disagreed with the notion that a secretary use internet to acquire, process, store and disseminate information from within and outside the organization. 
	The above analysis affirmed that secretary use internet to acquire, process, store and disseminate information from within and outside the organization.


Table 4.4:	Enlighten people and organization on how secretary make use of internet to obtain position in an organization
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	10
	45

	Agree
	08
	34

	Disagree 
	05
	21

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 4 above showed that, 10 (78%) of the respondents strongly agreed, 8 (34%) of the respondents agreed while 5 (21%) of the respondents disagreed with the statement. 
	From the above table, this showed that you can also make use of internet to obtain position in an organization. 


Table 4.5:	Enlighten people and organization on how secretary can use internet to employ internet telecommunication facilities for meeting
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	12
	53

	Agree
	07
	30

	Disagree 
	04
	17

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 5 revealed that, 12 (53%) of the respondents strongly agreed, 7 (30%) of the respondents agreed, while 4 (17%) of the respondents disagreed with the notion. 
	This showed that it is useful for secretary to make use of internet to employ internet teleconference facilities for meetings. 


Table 4.6:	Secretaries can perform their duties effectively without internet
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	17
	74

	Agree
	05
	22

	Disagree 
	01
	4

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 6 above showed that, 17 (78%) of the respondents strongly agreed, 5 (22%) of the respondents agreed, while 1 (4%) of the respondents disagreed with the statement that secretaries can perform their duties effectively without internet. 
	The table above showed that secretaries can perform their duties effectively without internet.


Table 4.7:	The use of internet leads to unemployment in the office
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	00
	0.00

	Agree
	03
	13

	Disagree 
	08
	34

	Strongly Disagree
	12
	53

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 7 showed that, 3 (13%) of the respondents agreed, 8 (34%) disagreed, while 12 (53%) of the respondents strongly disagreed with the notion. It is therefore saving to conclude that use of internet leads to unemployment in the office. 


Table 4.8:	Without invention of internet their will not be improvement on the effective performance of secretary in an office work
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	10
	45

	Agree
	08
	34

	Disagree 
	05
	21

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 8 above showed that, 10 (78%) of the respondents strongly agreed, 8 (34%) of the respondents agreed while 5 (21%) of the respondents disagreed with the statement. 
	From the above table, this showed that without invention of internet their will not be improvement on the effective performance of secretary in an office work.


Table 4.9:	Internet saves time and human energy
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	20
	86

	Agree
	03
	14

	Disagree 
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 9 showed that, 20 (86%) of the respondents strongly agreed, while 3 (14%) of the respondents agreed, and no respondents for disagreed and strongly disagreed. This implied that internet saves time and human energy.


Table 4.10:	Internet makes work easier for secretaries to process, store information within an organization
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	15
	65

	Agree
	05
	22

	Disagree 
	03
	13

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 10 revealed that, 15 (65%) of the respondents strongly agreed, 5 (22%) agreed, while 3 (13%) of the respondents disagreed with the statement and no respondents for strongly disagreed. 
	It is therefore save to conclude internet makes work easier for secretaries to process, store information within an organization


Table 4.11:	Internet contributes to increase productive of an organization
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	17
	74

	Agree
	05
	22

	Disagree 
	01
	4

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 11 above showed that, 17 (78%) of the respondents strongly agreed, 5 (22%) of the respondents agreed, while 1 (4%) of the respondents disagreed with the statement that internet contributes to increase productive of an organization. 
	The table above showed that the use internet contributes to increase productive of an organization.


Table 4.12:	Secretaries make the use of internet in the organization
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	17
	74

	Agree
	05
	22

	Disagree 
	01
	4

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 6 above showed that, 17 (78%) of the respondents strongly agreed, 5 (22%) of the respondents agreed, while 1 (4%) of the respondents disagreed with the statement that secretaries make the use of internet in the organization. 
	The table above implied the emails make it easy for secretaries to send message instantly without interrupting the recipient.


Table 4.13:	Use of internet eradicates the stoppage of office work, change in office work in an organization
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	10
	45

	Agree
	08
	34

	Disagree 
	05
	21

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 13 above showed that, 10 (78%) of the respondents strongly agreed, 8 (34%) of the respondents agreed while 5 (21%) of the respondents disagreed with the statement. 
	From the above table, this shows that use of internet eradicates the stoppage of office work, change in office work in an organization.


Table 4.14:	Organization should recommend the training of internet for newly secretaries
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	12
	53

	Agree
	07
	30

	Disagree 
	04
	17

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 14 revealed that, 12 (53%) of the respondents strongly agreed, 7 (30%) of the respondents agreed, while 4 (17%) of the respondents disagreed with the statement. 
	The above table showed that it is necessary to employed trained secretaries to handle internet or effectiveness of secretary. 


Table 4.15:	Internet reduces stress and makes work easier for secretaries
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	20
	86

	Agree
	03
	14

	Disagree 
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 15 revealed that, 20 (86%) of the respondents strongly agreed, while 3 (14%) of the respondents agreed, and no respondents for disagreed and strongly disagreed. 
	The table above implied that internet reduces stress and makes work easier for secretaries.


Table 4.16:	Secretaries use internet of facilitate for teleconferencing meeting
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	18
	78

	Agree
	05
	22

	Disagree 
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 16 above showed that, 18 (78%) of the respondents strongly agreed, and 5 (22%) agreed that secretaries use internet of facilitate for teleconferencing meeting. There was no responds on disagreed and strongly disagreed. 
	The table above showed that secretaries use internet of facilitate for teleconferencing meeting.


Table 4.17:	The presence of internet has effectiveness on the productivity of secretaries
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	20
	86

	Agree
	03
	14

	Disagree 
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 17 showed that, 20 (86%) of the respondents strongly agreed, while 3 (14%) of the respondents agreed, and no respondents for disagreed and strongly disagreed. 
	The table above implied that presence of internet has a lot of effect on productivity of secretaries. 


Tab1e 4.18:	Internet is use to increase the number of client in an organization
	Options
	No. of Respondents
	Percentage %

	Strongly Agree
	10
	45

	Agree
	02
	8

	Disagree 
	04
	17

	Strongly Disagree
	07
	30

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 18 above showed that, 10 (45%) of the respondents strongly agreed, 2 (8%) of the respondents agreed, 4 (17%) of the respondents disagree while 7 (30%) of the respondents strongly disagreed with the statement internet is use to increase the number of client in an organization. 
	From the above table showed that internet is use to increase the number of client in an organization.


Table 4.19:	Secretaries to make use of internet in the organization
	Options
	Respondents
	Percentage %

	Strongly Agree
	20
	86

	Agree
	03
	14

	Disagree 
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 19 showed that, 20 (86%) of the respondents strongly agreed, while 3 (14%) of the respondents agreed, and no respondents for disagreed and strongly disagreed. 
	The table above showed that it is important for secretaries to make use of internet in the organization.


Table 4.20:	Email makes it easy for secretaries to send information at once around the world
	Options
	Respondents
	Percentage %

	Strongly Agree
	20
	86

	Agree
	03
	14

	Disagree 
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	23
	100


Source: Researcher’s fieldwork, 2025
	Table 20 showed that, 20 (86%) of the respondents strongly agreed, while 3 (14%) of the respondents agreed, and no respondents for disagreed and strongly disagreed. 
	The table above showed that emails make it easy for secretaries to organize daily correspondence.



CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
	This chapter consists of the summary of the work that has been done so far, it also includes the conclusion and recommendation of the study.
5.1	Summary
	This study is on Roles of Internet in Enhancing the Effective Performance of Secretary in an Organization. The statement of the problem indicated that without internet in past, communication flow is very slow and stressful for secretaries. It highlighted the impact of the technology on secretaries and how it has enhanced the image of the organization in the eyes of the client and increased the effectiveness of a secretary.
	Chapter two of this study focuses in consulted literatures that bordered on the concept and function of secretary in an organization. Also the chapter dwells on how can secretaries use internet to acquire, process, store and disseminate information within and outside the organization, importance of teleconferencing, other issues reviewed include Influence of Internet on the Performance and Productivity of Secretary as well as what extent can a secretaries use internet in the organization.
	Chapter three of this study deals with methodology. This include instrument used which gives the population of junior and senior secretaries in Kwara State Ministry of Finance; the sample size of twenty-three secretaries administer the questionnaire which gives room for reaction before answers supplied.
	Chapter four basically is on the presentation using tables and simple percentages for interpretation and analysis of data collected.
5.2	Conclusion 
	Based on the findings, the following conclusions are made:
	The uses of internet add to the quality of work carried out in an organization by secretaries. The use of internet has really improved effectiveness and skills in recent times. Moreover, we are in the world of computer these of computer facilities quick and neat job. In fact, without internet, the job of secretaries in an organization would have been very time consuming and tedious but the invention of the technology has eradicated the fatigue experiences by the secretaries in the course of their jobs.
	Speedily, it is of utmost important that secretaries should be conversant with the latest office technology; this will help her to be familiar with this technology especially (internet) and when call upon to operate it, it will not look strange to her, apart from this, it is a prestige on her own part.
	Another point needed to be considered is how to make internet to be more productive to you as a secretary and to the organization, with the introduction of internet, internet has improved the skills of secretaries.
	Therefore, secretaries should be trained to improved performance and to increase effectiveness and productivity of such an organization by the secretary.
	Finally, with the introduction of internet, work has been more effectively done and the uses of internet add more to the effectiveness of secretary.
5.3	Recommendations 
	Based on the finding of this study, the following recommendations are made:
1.	It is recommended that the secretary should attend workshop, organized by the various professional to help her to enhance her performance. They should be allowed to take various courses relating to the use of modern technology (internet)
2.	As said earlier, the secretary should be considered while planning an office; they should endeavor to give them (secretaries) continuous training to enable them update their knowledge and skills on internet for more effectiveness.
3.	Secretary should be considered while planning an office; they should endeavor to give them (secretaries) continuous training to enable them update their knowledge and skills on internet for more effectiveness.
4.	Secretary should be given a sound training on the operation of the internet so as to avoid mishandling of internet function based on their profession duties and also to meet the required standard demanded by today’s office secretaries.
5.	Finally, the secretary should be given a sound training on the operation of the internet so as to avoid mishandling of internet function based on their profession duties and also to meet the required standard demanded by today’s office secretaries.
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APPENDIX I

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 OF INTERNET ON EFFECTIVE PERFORMANCE OF SECRETARY
	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

					
					AKINBOWALE DANIEL OMONIYI
					ND/23/OTM/FT/0001



APPENDIX II

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 OF INTERNET ON EFFECTIVE PERFORMANCE OF SECRETARY” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.

					Yours Faithfully


					AKINBOWALE DANIEL OMONIYI
					ND/23/OTM/FT/0001



QUESTIONNAIRE
1.	Secretaries make use of internet to increase the number of visitors in an organization. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
2.	Email competencies contributed to the effective performance of secretary in an organization. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
3.	A secretary use internet to acquire, process, store and disseminate information from within and outside the organization. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
4.	Enlighten people and organization on how secretary make use of internet to obtain position in an organization. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
5.	Enlighten people and organization on how secretary can use internet to employ internet telecommunication facilities for meeting. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
6.	Secretaries can perform their duties effectively without internet. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
7.	The use of internet leads to unemployment in the office. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
8.	Without invention of internet their will not be improvement on the effective performance of secretary in an office work. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
9.	Internet saves time and human energy. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
10.	Internet makes work easier for secretaries to process, store information within an organization. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
11.	Internet contributes to increase productive of an organization. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )


12.	Secretaries make the use of internet in the organization. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
13.	Use of internet eradicates the stoppage of office work, change in office work in an organization. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
14.	Organization should recommend the training of internet for newly secretaries. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
[bookmark: _GoBack]	(c) Disagree (   ) 				(d) Strongly disagree (    )
15.	Internet reduces stress and makes work easier for secretaries. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
16.	Secretaries use internet of facilitate for teleconferencing meeting. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
17.	The presence of internet has effectiveness on the productivity of secretaries. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )


18.	Internet is use to increase the number of client in an organization. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
19.	Secretaries to make use of internet in the organization. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
20.	Email makes it easy for secretaries to send information at once around the world. 
	(a) Strongly Agree (  ) 			(b) Agree (   ) 
	(c) Disagree (   ) 				(d) Strongly disagree (    )
