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Abstract
This study explores the impact of office equipment and machines on the performance of secretaries within modern organizations, emphasizing how technological advancement has reshaped administrative efficiency and effectiveness. Secretaries, as key facilitators of office operations, rely heavily on tools such as computers, printers, photocopiers, scanners, and communication systems to execute tasks including document processing, data management, scheduling, and correspondence. The research investigates how the availability, functionality, and proper usage of these machines influence the speed, accuracy, and quality of secretarial work. It also examines the challenges faced by secretaries when equipment is outdated, insufficient, or poorly maintained. Furthermore, the study underscores the importance of continuous training and technical support to optimize the use of office machines. Findings reveal that well-equipped offices contribute significantly to increased productivity, reduced workload, and enhanced job satisfaction among secretaries. The study concludes with recommendations for regular equipment upgrades, targeted training, and adequate maintenance policies to ensure optimal performance and support organizational objectives.		
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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
	In accomplishing a splendid brilliant and profitable productivity, office machines and equipment are essential in enhancing successful execution and efficient performance in an organization.  Modern office machines and equipment have prompted extraordinary changes in the typical work of a secretary.
	It is difficult to think about a situation where organizations can perform optimally and efficiently without the utilization of certain office equipment and machines; in particular, equipment, such as computers, scanners, printers, and so on. It is however, extremely difficult to decide whether organizations rely on technology or if technology creates organizational opportunities. Office equipment and machines are connected with positive change – or, more accurately put, improvement - in the duties of a secretary.
	A secretary is the office worker who combines the major skills of shorthand and typing with the other competencies of filing, reprography and telephone technique in the performance of his/her duties.
	A secretary, furthermore, and according to Onifade (2004) is “an assistant to an executive, possessing mastery of office skills and ability, assumes responsibility without direct supervision, which displays initiative, exercises judgment and makes decisions within the scope of her authority”.
	Etymologically speaking, the word, ‘secretary’ derives from the Latin word ‘Secretarius’ which means secret. As we know secret refers to any piece of knowledge or information which is not disclosed or something kept as confidential. By way of semantic implication, hence, a secretary is a person who performs such activities which are confidential in nature. 
	The preceding clarifications in mind, notwithstanding, in these contemporary (modern) times a secretary does not deal with secrets only; s/he carries on correspondence, documentation & recording, meeting related functions, supervision and various administrative jobs (Rasel, 2013).
	In addition to the foregoing, a secretary, as the principal administrative support position in an organization, increases the effectiveness of program staff by coordinating the paper flow of the office and carrying out the day to day administrative support activities required to accomplish the work of an organization.
	Indeed, a Secretary actually doubles as the executive assistant who possesses mastery of office skills. In this wise, the secretary has to be familiar with the manipulation of all types of office equipment and machines which are demanded to enhance her performance efficiently in every organization daily routine. 
	Consequently, office equipment and machines such as electrical typewriter photocopy machine telephone, date stamping machine, voice recording machine etc. help improve the work and duties of a secretary to achieve speed and accuracy. Office equipment and machines enhances the efficient performances of every secretary and increased their productivity through improved access to data input, data processing and communication.
	In the late 19th century, most office works were done manually, secretaries had to go through the tedious process of handling the typewriter, telegram machine etc. making productivity and efficiency quite difficult to attain. However, the advent of the industrial revolution has brought about the introduction of sophisticated machines and modern office equipment to supplement manual labor. These innovative developments have, willy-nilly, led to an increase in the demand for office equipment as offices and business organizations all over the world are eager to efficiently increase its productivity through the use of these office equipment and machines.
	It is right to say that the success of any organization in this 21st century depends on how far the set goals are attained. The attainment of these goals is contingent on a number of factors, among which is an enabling environment for a secretary to carry out her obligation, hence the need for a well-equipped office space. The purpose of an office space cannot be over emphasized; they provide enabling environment for Administrative work, Clerical duty, handling of money, telegraphic and telephone operations.
	Office equipment and machines are those items of furniture and machines which help in the efficient production of office services, communication and records. Office equipment and machines are invaluable aids to office management nowadays when quick, accurate and cost effective data and information are an important factor determining the success or failure of an organization.
	Office equipment is a functional or mechanical item used to facilitate production in the office, such as a fax or copier machine. Less expensive items, such as staplers, are generally classified as office supplies. The contemporary office requires an abundance of office equipment. As of 2010, basic office equipment included a computer for each employee, and a printer and scanner are commonly used in each office space. More advanced office equipment might include a fingerprint or eye scanner, high-tech digital cameras or video recorders, and video conferencing equipment, including a flat screen projector. Office equipment may need to be replaced more often than office furniture, particularly as new technology is debuted and utilized. The more important the office equipment's function is to the office, the more often it will need to be replaced. Office equipment which faces more wear and tear from daily and consistent use, such as a company laptop or cell phone, will have a shorter lifespan and greater maintenance cost. Office equipment maintenance and repair costs should be a separate line item from the office equipment allocation.	
1.2	Statement of the Problem
	The overarching aim of this work is to determine the role of office equipment and machines in the performance of the professional secretary in the office. Thus, the work will look at the contribution of these office equipment and machines to secretarial profession.
	In this connection, this work seeks to examine how these machines have made the professional secretary efficient in her job and how it reduces the use of their physical energy. In the not too distant past (precisely, a couple of centuries ago), manual typewriters were used. As earlier pointed out, this reality had the crucial drawback of slow work-rate and general inefficiency in production and service delivery. To be sure, with the new modern machines and computers that the post-industrial revolution years brought in its wake, work was not only made easier but simultaneously, neater and faster. Despite these advantages, the researcher observed that some organizations were still living in the past; they are not making the best use of office machines and equipment.  It is upon this that the study intends to communicate ‘the impact of office equipment and machines on the efficient performance of a secretary in an organization.’
1.3	Objective of the Study
	The general objective of the study is to assess the impact of office machines and equipment on the efficient performance of a secretary, the specific objectives are to:
1 Determine the extent which office equipment and machines impact the performance of secretary in an organization?
2 Examine the types of office equipment and machine needed for efficient performance of a secretary?
3 Elucidate the way in which the use of office equipment and machines influence the productivity of a secretary?
4 Determine how computer as one of the office machines increase the productivity of sending message from one place to another?
5 Determine the extent the modern office equipment machine could be manipulated by secretary in an organization.
1.4	Research Questions
	The following research questions were raised for the study:
1 To what extent are office equipment and machines influence the performance of secretary?
2 What are the types of office equipment and machine needed for efficient performance of a secretary?
3 In which ways does the use of office equipment and machines influence the productivity secretary?
4 Does the computer help increase the productivity of sending message from one place to another?
5 To what extent is the office equipment machine could be manipulated by a secretary? 
1.5	Significance of the Study
	It is the researchers hope that after this study might have been completed, the findings of the study and the recommendations made will be helpful to readers or those that need to know the effects of these office equipment and machines on the efficiency of their professional secretaries. They would know that using these office equipment and machines could contribute to the increase in their productivities and will make them achieve their goals easily also with less stress.
	It is hoped that this study would help the reader to find out if the machines and equipment they use are meeting their needs and if not, to consider some other ones that would help meet their needs.
	Furthermore, the researcher believes that this study will be of immense benefit to the following set of people:
Secretaries:  This study will help secretaries perform their duties in a smarter and less freeway. Challenging activities that would have demanded tedious manual process can now be done automatically which lead to an efficient will attribute in the working standard of a secretary.
Organizations/Company: This project will create an insight to salient necessities some organizations are not observerant about and also increase their delivery and productivity scale in terms of products and services.
Business owners/Investors: Investment or starting a business is one of the most risky ventures ever imagined. In fact, it is not different from “walking on a rope above the ocean with wild aquatic animals present” hence making a proper estimate of needed equipment to set up a venture is important!
The work will also provide a channel for further research work.
1.6	Delimitation
	It was impossible for the researcher to study all the machines. The researcher delimited the study to some machines such as: dictating machine, computer, addressing machine, telegraphy, facsimile, copying machine, telephone, magnetic media, non-magnetic media, perforator, punch, telex machine etc. No attempt was made to cover any other area apart from those mentioned.
1.7	Limitation
	The time allocated to complete the study was a factor that impacted on the scope of the work. Among several others, the following were singled out for their overwhelming significance:
i.	Researcher had to attend to lectures.
ii.	Financial problems also contributed to the limitation of the researcher, the respondents might not have had sufficient time and authority to supply all the information at their disposal.

















CHAPTER TWO
LITERATURE REVIEW
	The research study is on impact of office machines and equipment on the efficient performance of a secretary. The study will be conducted under the following sub-heading:
2.1	Introduction 
2.2 	Office Equipment and Machines 
2.3	Classification of Office Machines and Equipment
2.4	The Computer as an Office Machine/Equipment
2.5	Brief History of Secretary?
2.6	What is the Role of the Secretary?
2.7	Defining the Roles of a Secretary in an Organization
2.8	The Use of some Office Machines and Equipment
2.9	Importance of Office Machines and Equipment
2.10	Advantages of Office Equipment and Machine
2.1	 Introduction
	For decades now, fast changes have been taking place in all facets of human life including that of the office environment, this is as a result of technological advancement. Every office in today’s business world and organizations, be it government, industry or other human endeavors, require facts and accurate information for quick decision-making. Several changes have taken place in private and public offices as regard the roles and functions of the secretary.
	The type of machines and gadgets that were used to produce, duplicate and store information has undergone a great transformation to cope with the fast growing world of technology. The success of any organization relies much on the secretary whose role though supportive is critical to the achievement of organizational goals and objectives.
	Office worker, including the secretary, expects certain support from the organization into which he/she is employed. This support can be technological (machines and equipment) and human. In offices of past, manager’s dictated memos and letters and secretaries typed them. In today’s organizations one of the things that make organizations unique is the use of modern technological gadgets. Both internal and external forces such as market competition, consumer behavior, technology and quality management are the drivers of organizational change in today’s business world, every office requires facts and accurate information for quick decision making (Akpomi, M and Ordu, P, 2009).
	Most recently, business have developed word processing centers and relied on personal computers and even electronic mail in an effort to lessen the need for secretarial support and make the employee-secretary very productive (Osuala, 2009).The skill level and functioning of the traditional secretary involve greater physical and mental ability. The introduction of modern technologies and program has lessened the onerous tasks for the modern secretary. These ranges from production, reproduction, storage and retrieval among others. As a result of changes in technology, the role of secretaries in an organization has changed tremendously from that of typewriting and shorthand dictation, answering of telephone calls and processing of mails. Today’s secretaries are exposed to office technology including the internet that makes work much easier and knowledge more accessible (Edwin, 2008). It is now easier to send messages by telex, electronic mails (e-mails), fax and telephones. Other office gadgets available to the secretary are photo-copy machines, duplicating machines, dictating machines, printers, among others. This is the era of computers and information technology which has become an enabler of greater convenience. However, these new developments brought by technological challenges require even more knowledge and skills beyond being a professional secretary. For the secretary to be abreast with the changing times, face the challenges and overcome the old ways of doing things she or he needs training requirements in recent times to help meet organizational objectives (Adedoyin, 2010).
	Information technology has affected many professions in recent times. The roles of secretarial professionals have been turned around by technology. It has provided the tools that shift the role of secretaries from that of information recorders to business strategists (Appah, E. and Emeh, Y, 2011).Several other authors are of the view that the secretary has to be well equipped to meet the present challenges of a modern office. There are conclusions by experts in the secretarial profession that there need to be changes that will reshape the office (Onifade, 2009) (Igbinedion, 2010).
	Researching into the need for capacity building of secretaries in modern office technology concluded that secretaries should be abreast of the use of modern office technology and recommended the need for periodic training program to be organized for secretaries to update their knowledge on modern office skills (Nonye, 2013). This implies that efficiency is very importance, a professional secretary who is expected to be the life-wire, blood stream, back-bone of the organization would be expected to perform her office work efficiently.
2.2 	Office Equipment and Machines 
	Equipment and machines have become an essential part of a modern office. A large number of appliances and machines are used for speedy, accurate and efficient performance of office activities. With fast technological development, there is mechanization in office operations resulting in increase of efficiency.
	The definition of office equipment is pretty straightforward: it is an umbrella term for the machinery, supplies and other paraphernalia that can be found in an office. This includes everything, from various electronics to mops and thumbtacks.
	Through the ages, the appearance and the contents of a regular office have changed greatly. What was once regarded as state-of-the-art equipment has become obsolete in the modern day world (falae, 2017).
	Office equipment and machines are those items which help in the more efficient production of office services, communication and records. Office equipment and machines are invaluable aids to office management nowadays when quick, accurate and cost effective data and information are an important factor determining the success or failure of an organization.
2.3	Classification of Office Machines and Equipment
	Office equipment and machines can be broadly classified into the following three major categories; they are;
· Information recording machine
· Information communicating machine
· Information processing machine
Information Recording Machine
	Recording data may be from the original source of information, reproduction and retention. Recording of information is of utmost importance because the future growth of a business unit depends amongst other things on the recorded information and data of the pat.
	These are used for reference to assess the present situation and plan ahead for the future. Action is derived from recorded information in form of vertical and horizontal instruction e.g. memoranda, letters, invoice, pay slim etc. Information recording equipment is mostly useful in administrative department, human resources department, public relation department, sales department, account/audit, safety/ security department.
The machine/equipment that are useful for these purpose include,
· Typewriters (manual/electric)
·  Photocopying machines
· Duplicating machines
· Micro-filming
· Diazo
· Offset-lithographic/photo mechanical printing
·  Stencil duplication and spirit duplication among many others.
Information Communicating Machine
	These are machines/equipment used for communicating information. Communication arises from many sources; written information through letters, dictated or typewritten or a memo. It could also be verbal through an external or internal communication system. Some of these equipment/machines are; 
· Dictating machines (magnetic tape and recording media as well as non-magnetic)
· Transcribing machines
· Mail room equipment (addressing machines, letter opening machine, collating machine, time-stamping, numbering and dating machines etc)
· Inter-communication, and external communication equipment 
· Franking machine, they are useful in all departments of organization
Information Processing Machine
	To process information is to change the form of such information into another form for the specific desired purposes. They become more orderly and more refined with added advantages of being more useful in their processed presentation. They help to mechanize most of the office procedures with consequent efficient performance of function with accurate results. Also, they save good man-hour and personnel efforts.
	These machines do the calculations, posting of figures into suitable records. The services of the machines cannot be over-emphasized in offices whose work would invariably involve the four arithmetic processes of adding, subtracting, dividing and multiplying, as well as listing items that will undergo these four basic arithmetic processes: sales department, purchasing, personnel department, procurement, accounts and audit department.
	The machines that are capable of processing data are;
· Adding machines
· Calculating machines
· Punched card machines
· Accounting machines, 
	It is however important to note that there are machines that have the capacity to record Information, communicate Information as well as to process Information. Such machines have the capacity to operate on its own irrespective of the assistance of other machines and can as well accommodate other equipment. A typical example is the Computer system.


2.4	The Computer as an Office Machine/Equipment
	What is Computer: Computer is an electronic device that is designed to work with Information. The term computer is derived from the Latin term ‘computare’, this means to calculate or programmable machine. Computer cannot do anything without a Program. It represents the decimal numbers through a string of binary digits. The Word 'Computer' usually refers to the Center Processor Unit plus Internal memory (Thakur, 2011). A computer is not an acronym and sometimes abbreviated as comp or 'puter. The term "computer" was originally given to humans (human computers) who performed numerical calculations using mechanical calculators, such as the abacus and slide rule. The term was later given to a mechanical device as they began replacing the human computers (Muller, 2018)
	A Computer can also be regard as an electronic machine that can solve different problems, process data, store and retrieve data and perform calculations faster and efficiently than humans (Khan, 2013)
	Today's computers are electronic devices that accept data (input), process that data, produce output, and store (storage) the results.
	Charles Babbage is called the "Grand Father" of the computer. The First mechanical computer designed by Charles Babbage was called Analytical Engine. It uses read-only memory in the form of punch cards.
	The Computer today as become an advanced electronic device that takes raw data/information as input from the user and processes these data under the control of set of instructions (called program) and gives the result (output) and saves output for the future use. It can process both numerical and non-numerical (arithmetic and logical) calculations.
	It is important to note that long ago, offices were filled with loud noises from typewriters. Every possible surface was covered with giant heaps of paper. People had to count on calculators or even abacuses. There was no Solitaire or Internet. Life of an office worker was not very fun. With the arrival of the digital age, those problems went away. 
	Computers quickly replaced the outdated and clunky typewriters and calculators, minimized the need for storing information in a physical form and generally made things much easier.
	These days, a computer can do almost anything. When it comes to the office environment, its main functions are recording, calculating and storing important corporate data that can be easily accessed at any moment. If the office has Internet, computers also provide convenient means of communication inside and outside the company, as messages are delivered instantly.
	There is hardly any functional organization or institutional office in our present day that does not make use of the service of a computer system. It has since become one of the most important as well as one of the most used office equipment/machine. The advantages attached to its functionality cannot be over emphasized. 


2.5	Brief History of Secretary
	The term secretary is derived from the Latin word secernere, ‘to distinguish’ or to ‘set apart’, the passive participle (secretum) meaning ‘having been set apart’, with the eventual connotation of something private or confidential, as with the English word secret.  A secretary was a person, therefore, overseeing business confidentially, usually for a powerful individual (a king, pope, etc.). As the duties of a modern secretary often still include the handling of confidential information, the literal meaning of their title still holds true (Dr Sebastine N. Ohakwe, 2012). Just when secretaries originated no one knows exactly. The role arose out of the natural need for a prominent person to whom confidential matters could be entrusted and who could act as an assistant for a principal. It is known that secretaries existed in Rome prior to the establishment of the empire. They were usually educated men who took dictation as “scribes,” and oftentimes acted as trusted advisors.
	Before the invention of parchment and reed pens, tools of the trade for scribes ranged from chisels used upon stone to styluses used on clay, wood, or wax tablets. Shorthand became part of the preparation and training of secretaries (and emperors as well, including Julius Caesar and Augustus).In early modern times, members of the nobility had secretaries, who functioned quite similarly to those of the present day. They were always men; most had command of several languages, including Latin, and were required to have what we would consider today as a broad generalized education. As world trade expanded in the 15th and 16th centuries, secretaries often attained an elevated status and held prominent positions. Secretarial status titles frequently included “personal” or “private.”Men continued to dominate the secretarial field until the late 1800s. With the invention of the writing machine, many women entered the office workforce in various clerical roles (Linda., 2008).
	The efficiency and effectiveness of the secretary in every business organization depends on the availability of office technologies as well as the skills and competencies of the secretary. Modern business organizations have come to appropriate the role and importance of the secretary as well as the need to providing the needed and necessary machines and equipment for the efficacy of the secretarial functions. 
	Azubike O.A (2003) explains that “In the 21st century, secretaries uses a large and varied amount of equipment to perform everyday tasks efficiently and effectively” Office equipment runs the gamut from supplies used on a daily basis which need to be replaced frequently to substantial and expensive pieces of equipment which tend to last an office for years, provided they are looked after correctly.  
2.6	What is the Role of the Secretary?
	The role of the Secretary is to support the chief executive in ensuring the smooth functioning of the organization.
	In summary, the Secretary is responsible for:
· Ensuring meetings are effectively organized and keep minute.
1. Liaising with the Chair to plan meetings
2. Receiving agenda items from committee members
3. Circulating agendas and reports
4. Taking minutes (unless there is a minutes secretary)
5. Circulating approved minutes
6. Checking that agreed actions are carried out.
· Maintaining effective records and administration
1. Keeping up-to-date contact details (i.e. names, addresses and telephone numbers) for the management committee and (where relevant) ordinary members of the organization.
2. Filing minutes and reports
3. Compiling lists of names and addresses that are useful to the organization, including those of appropriate officials or officers of voluntary organizations.
4. Keeping a record of the organization’s activities
5. Keeping a diary of future activities
· Upholding the legal requirements 
1. Acting as custodian of the organization’s governing documents 
2. Checking quorum is present at meetings
3. Ensuring elections are in line with stipulated procedures
4. Ensuring organization’s activities are in line with its objects
5. Ensuring charity and company law requirements are met (where relevant, unless there is a separate company secretary)
6. Sitting on appraisal, recruitment and disciplinary panels, as required.
· Communication and correspondence
1. Responding to all committee correspondence
2. Filing all committee correspondence received and copies of replies sent
3. Keeping a record of any of the organization’s publications (e.g. leaflets or newsletters) 
4. Reporting the activities of the organization and future programs to members, the press and the public (unless there is an information or publicity officer).
5. Preparing report of the organizations activities for the annual general meeting.
Other Duties of a Secretary include
· Reception.  In general office positions, secretarial duties involve helping new employees and visitors find their way around. This includes directing visitors to the people they came to meet and showing new employees where to go on their first day. In general, a secretary projects the image of the business by offering a friendly and professional reception to people who come into the office.
· Filing. Secretaries often manage customer files and other records in an office. In a doctor's office, for instance, the secretary pulls each patient's file at the time of the appointment for the nurse or doctor. She replaces it when the appointment is over. Keeping files in alphabetical order and using a filing system for easy storage and retrieval are keys to successful file organization.
· Correspondence. Secretaries are the common liaison for incoming and outgoing phone and mail correspondence. They receive calls from clients, business partners, workers or community members, and either answer questions or forward the calls. They also make calls on behalf of managers to communicate information to customers, to schedule appointments or to follow up on inquiries. Taking notes from a manager, preparing a memo or letter and screening mail are common duties of a secretary.
· Document management. Secretaries copy documents for mailings or for internal distribution. They also must fax documents from the company to clients or customers and receive incoming faxes to pass on to the right person. Some secretaries use email, Word and Excel to create spreadsheets or documents and distribute them to employees or customers. Proofreading documents and drafting emails are other secretarial duties.
· Office Tasks. Especially in small offices, the functions of a secretary may include routine clerical tasks and errands to assist others. This may mean canceling or rescheduling appointments, ordering office supplies, taking notes during meetings and getting drinks for guests.
2.7	Defining the Roles of a Secretary in an Organization
	What this means in practice depends on the style and size of the organization:
Where there are no paid staff members,
	The Secretary themselves will carry out all these duties and may also take a greater role in the day-to-day administration of the organization.  This can become a time-consuming role.  Some management committees have more than one person with formal responsibility for secretarial tasks (e.g. a Minutes Secretary, Correspondence Secretary and Membership Secretary). Others delegate some of the administrative responsibilities to volunteers outside of the management committee to reduce the burden.
Where there are paid staff members,
	Many activities can be delegated (e.g. record keeping, taking minutes, filing correspondence, communication of activities etc).  The Secretary then ensures that their responsibilities are met, but will have less involvement in actually carrying them out.
	Each functional organization will have its own way of doing things, and the way in which work is shared out can also depend on the skills, interests or amount of time that a person has to offer.  Always ensure that the role description for your Secretary matches the current dynamics of your organization. 
2.8	The Use of some Office Machines and Equipment Computer
	Computer is one of the machines introduced into the office in order and as a result of improvement in technology. The uses of computer are as follows:
· It aid in simple statistical calculation
· Storing of information
· Analyzing data
· Sorting information to be used by different users
· Designing of work plan.

Typewriter
	Unlike a computer, typewriter is an old machine which is used to type work. In recent times, the introduction of computer has reduced the usefulness of the typewriter but the importance of a typewriter cannot be undermined no wonder, it is still in use although there are electric typewriters which are faster and increase productivity
Shredder
	This is a machine used to tour or tear off confidential documents into pieces. Instead of tearing some documents by hand, a shredder does that. The major importance and/ or usefulness of a shredder are that, it helps in destroying documents (either confidential or non-confidential) into smaller pieces which cannot be assembled back again.
Photocopy machine
	A photocopier is used to reprography a document in its original form. It helps the reproduction of some work or document in their original state.
Calculators/Adding Machines
	These are machines used in the office for adding purposes. They are used in the event of both simple and complex numbers manipulations, it eases its computations instead of using ones brain, it also ‘helps in time economy.



Scanner
	A scanner is an input device that acts like a miniature photocopy machine connected to a computer, copying graphic images into the computer and allowing typewriter pages to be scanned and entered without retyping.
Printers
	Sometimes, having only a digital copy of a file is not enough. Some documents require physical signatures; therefore, they need to be printed out. Also, digital data storage devices are not 100% reliable. That is why every office, no matter how small, needs a printer.
	Printers produce paper output in the form of text and graphics, numerous types of printers are available with high price tags. Some printers are colored which prints graphic in their color forms.
Laminating Machine
	This piece of office equipment is not all that popular, but it is very useful nonetheless. Laminators can preserve important documents, create durable business cards, make ID badges and do other cool things. However, small offices rarely have a need for them.
Telephones
	The telephone was basically an audio communication device that enables ease of communication between people irrespective of distance or location. Over the years technology advancement has transformed the basic use of the telephone; we now have mobile telephones which are handy and come with other unique features. 
2.9	Importance of Office Machines and Equipment
	The importance of Office Machines and Equipment are:
1. Labor saving machine: Office machines and equipment can be used as labor saving devices. Not only do they save human labor but also have the same volume of work which can be done by much lesser number of people and employees. The performance of the current employees will also become better when you use labor saving machines.
2. Saves time: A second reason why we need office machines is because they improve office work and helps you save up a whole lot of time. An example can be used to explain this. If you are into calculating machines, you will be able to calculate them much faster. Therefore it is highly important and essential to keep office machines at your work place.
3. Hardly expensive: Office machines don’t cost much. They save both time and labor effectively. The office operating system costs are also less at the same time. These office machines need heavy investments when it comes to installation but they also tend to save costs so that they can provide all services which are needed at work. Most of them are economical.
4. Good in quality: Office machines boost the quality of work inside your office. This also brings uniformity inside your work place. It will promote the standardization of work quality as well. The work that is done becomes very neat and accurate once you begin using office machines regularly.
5. Accurate: Office machines are needed at work as they boost accuracy at the work place. They can also reduce chances of errors. Machines are also good for working in a regular manner and have consistent speed as well. Most offices these days tend to rely on machines nowadays because of how fast and efficient they are. The tools have definitely made life much easy for everyone.
6. Gets rid of monotony: Another thing about machines is that it effectively reduces monotony. The manual jobs are good at creating a healthy environment and reducing monotony among the employees. They reduce boredom and are of great help for those who get tired physically. Office machines are good for doing jobs repeatedly and reduce monotony effectively.
7. Reduces chances of frauds: Office machines are also good when it comes to reducing the chances of having frauds at the work place. The cheque writing machine reduces unauthorized signatures as well. Franking machines can also reduce the chances of having frauds when it comes to postage stamps. The cash registers will also reduce the chances of cash manipulation in the future.
8. Very efficient: Office machines are also good for boosting efficiency at work place. The performance of these employees also increases at the same time. The cost of office also tends to go down. All complex problems are handled with ease and computers that store important information safely will be able to provide it as speedily as possible.
9. Image: Office machines are known for boosting prestige and the image of most office works. They also provide a very modern look to all offices. The timely services which are efficient may also be used to boost satisfaction among the employees as well as the shareholders.
10. Control: The good thing about office machines is that it boosts more control in the work environment. Real performance of most employees could be compared with the standardized performance. A few corrective actions could be taken for a few gaps during performance.
2.10	Advantages of Office Equipment and Machine
· The use of Office equipment and machine has always helped in facilitating operation by helping the secretaries in accomplishing their daily work in a very efficient manner.
· The good thing about most office equipment and machine is that it makes adjustment much simpler and important tasks that were time-consuming earlier, such as making copies or even archiving have become much easier.
· Fast and improved technology has allowed secretaries to manage their workflow, finish work on time, meet deadlines and boost efficiency. 
· Most of the office secretaries now make use of the computer systems. This is of advantage in the sense that they can calculate fast process and produce data that is required for their organization, hence Reduces burden at work easily:
· The best thing about office machines and equipment is that it keeps workplace fresh and also helps to maintain the productivity of the organization and of the employees from burning out.
· By using proper and good equipment, secretaries will be able to reduce the workload of the organization with ease.
· It will also reduce the need for secretaries to do any monotonous or manual tasks and also allow them to stay focused on their jobs.
· Cost savings: Modern office equipment and machines also help in reducing the workforce size of an organization. Most officers in the past have relied on several employees for filing, categorizing, making copies of data and processing them.
· [bookmark: _GoBack]Office technology today has alleviated the requirement to get bigger workforce. Instead of that, most offices now are at the mercy of their equipment and even rely on it entirely for the basic requirements of the business.







CHAPTER THREE
METHODOLOGY
	This chapter deals with the description of the method and procedure adopted in carrying out the study.
3.1	Instrument used
3.2	Population of the study
3.3	 Sample and sampling techniques
 3.4	Distribution and collection of data
3.5	 Reliability
3.6	Validity
3.7	 Method and data analysis
3.1	Instrument Used
	A questionnaire tagged “the impact of office equipment and machines on the efficient performance of a secretary in an organization” was designed by the researcher which was used as a tool for data gathering for the study. The items in the questions are placed in four point rating scale of “SA- Strongly Agree, A- Agree, D- Disagree, and SD- Strongly Disagree”, respectively.
3.2	Population of the Study
	The population for this study comprised of a total number of secretaries at the University of Ilorin, Ilorin and Guaranty Trust Bank. There are a total number of about 30 secretaries both senior and junior staff selected as case study.
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 nine copies of the questionnaire were distributed to the secretaries at University of Ilorin, Ilorin and one copy was distributed at Guaranty Trust Bank, Ilorin. The researcher went back after one week to retrieve all the questionnaire.
3.5	Reliability
	The researcher first tested the instrument in order to make sure the instrument elicited the desired responses from the respondents. The instruments used in this research work are reliable, as the question method will reveal information from the case study.
3.6	Validity
	Validity is a crucial measurement, it concern itself with whether a test of scales  actually measure what it is supposed to measure in establishing the validity of the aforementioned instrument, the supervisor for the research work, was duly consulted for approval. And the test of the instrument on the same group of subject, which gave correlated scores, confirmed the reliability of the instrument. 


3.7	Method of Data Analysis
	The data collected through the questionnaire were analyzed using descriptive statistic, it entail the use of tables and percentage to explain the analysis. The analyses are presented in the next chapter.

















CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction 	
	This chapter presents the result of the data analysis for the study. The presentations were organized in tables as presented below. 
4.2	Results
Table 4.1:	The role of a secretary is crucial in all organization
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	27
	90

	Agree
	03
	10

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.1 above showed that 27 (90%) of the respondents strongly agreed while 3 (10%) agreed none of the respondents disagreed and strongly disagreed with the notion. This implied that the role of a secretary is crucial in all organization



Table 4.2:	Every secretary must be skilled with the knowledge of office equipment and machine.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	16
	53.3

	Agree
	10
	33.3

	Disagree
	04
	13.3

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.2 above revealed that 16 (53.3%) of the respondents strongly agreed while 10 (33.3%) respondents agreed that every secretary must be skilled with the knowledge of office equipment and machine while 4 (13.3%) respondents disagreed with the statement This implied that secretary must be skilled with the knowledge of office equipment and machine.







Table 4.3:	Office equipment and machines are easy to operate
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	66.7

	Agree
	06
	20

	Disagree
	04
	13.3

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.3 above revealed that 20 (66.7%) of the respondents strongly agreed that Office equipment and machines are easy to operate, while 6 (20%) agreed while 4 (13.3%) disagreed with the statement that office equipment and machines are not easy to operate. This implied that Office equipment and machines are easy to operate









Table 4.4:	The uses of computer machine are convenient for secretary 
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	09
	30

	Disagree
	07
	23.3

	Strongly disagree
	00
	0.00

	Total
	3
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.4 above showed that 14 (46.7%) of the respondents strongly agreed, while 9 (30%) agreed and 7 (23.3%) disagreed with the statement that uses of computer machine are convenient for secretary. This implied that the uses of computer machine are convenient for secretary to operate. 









Table 4.5:	The introduction of Photocopy machines has made duplicating of document much easier than ever before.	
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	25
	83.3

	Agree
	05
	16.7

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.5 above showed that 25 (83.3%) of the respondents strongly agreed that introduction of Photocopy machines has made duplicating of document much easier than ever before while 5 (16.7%) agreed with the statement and none of the respondents disagreed and strongly disagreed with the notion. 
	This showed that introduction of photocopy machines has made duplicating of document much easier than ever before





Table 4.6:	Office Machine and equipment helps to make jobs easier and more exciting for all professional secretaries.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	66.7

	Agree
	07
	23.3

	Disagree
	03
	10

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.6 above revealed that 20 (66.7%) of the respondents strongly agreed while 7 (23.3%) agreed and 3 (10%) of the respondent disagreed with the statement that office machine and equipment helps to make jobs easier and more exciting for all professional secretaries. This implied that office machine and equipment helps to make jobs easier and more exciting for all professional secretaries.







Table 4.7:	Computer has increased secretary efficiency and productivity.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	18
	60

	Agree
	08
	26.7

	Disagree
	04
	13.3

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.7 above showed that 18 (60%) of the respondents strongly agreed that computer increased secretary efficiency and productivity, while 8 (26.7%) of the respondent agreed and 4 (13.3%) of the respondent disagreed that Computer has increased secretary efficiency and productivity. This showed that computer has increased secretary efficiency and productivity.







Table 4.8:	Office equipment and machines increases the performance of a secretary.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	16
	53.3

	Agree
	09
	30

	Disagree
	05
	16.7

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.8 above revealed that 16 (53.3%) of the respondents strongly agreed that office equipment and machines increases the performance of a secretary, while 9 (30%) agreed and 5 (16.7%) of the respondent disagreed with the statement. This implied that Office equipment and machines increases the performance of a secretary.








Table 4.9:	The use of office equipment and machines can eliminate fraud
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	19
	63.3

	Agree
	07
	23.3

	Disagree
	04
	13.4

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.9 above revealed that 19 (63.3%) of the respondents strongly agreed, while 7 (23.3%) agreed, and 4 (13.4%) of the respondent disagree with the statement that the use of office equipment and machines can eliminate fraud. This implied that the use of office equipment and machines can eliminate fraud.








Table 4.10:	The introduction of office machines and equipment enhances the effectiveness and efficiency of a secretary.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	11
	36.7

	Disagree
	03
	10

	Strongly disagree
	02
	6.6

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.10 above revealed that 14 (46.7%) of the respondents strongly agreed, while 11 (36.7%) agreed, 3 (10%) disagreed and 2 (6.6%) of the respondent strongly disagreed that introduction of office machines and equipment enhances the effectiveness and efficiency of a secretary. This implied that introduction of office machines and equipment enhances the effectiveness and efficiency of a secretary.






Table 4.11:	Office machines and equipment benefit the organization and the outside world.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	15
	50

	Agree
	08
	26.7

	Disagree
	04
	13.3

	Strongly disagree
	03
	10

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.11 above showed that 15 (50%) of the respondents agreed that office machines and equipment benefit the organization and the outside world, while 8 (26.7%) agreed, 4 (13.3%) disagreed and 3 (10%) of the respondent strongly disagreed with the statement. This implied that office machines and equipment benefit the organization and the outside world.







Table 4.12:	The introduction of computer gives access to amending, correcting of document before final printing.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	25
	83.3

	Agree
	05
	16.7

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.12 above revealed that 25 (83.3%) of the respondents strongly agreed that introduction of computer gives access to amending, correcting of document before final printing while 5 (16.7%) agreed and none of the respondents disagreed and strongly disagreed with the notion.	This depicted that introduction of computer give access to amending, correcting of document before final printing.






Table 4.13:	The introduction of computer increases the efficiency and effectiveness of a secretary in an organization.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	20
	66.7

	Agree
	07
	23.3

	Disagree
	03
	10

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.13 above depicted that 20 (66.7%) of the respondents strongly agreed while 7 (23.3%) agreed and 3 (10%) of the respondent disagreed with the statement that introduction of computer increases the efficiency and effectiveness of a secretary in an organization. This depicted that introduction of computer increase the efficiency and effectiveness of a secretary in an organization.






Table 4.14:	Professional Secretary should know how to operate all office machines and equipment appropriately.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	17
	56.7

	Agree
	08
	26.7

	Disagree
	03
	10

	Strongly disagree
	02
	6.6

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.14 above showed that 17 (56.7%) of the respondent strongly agreed while 8 (26.7%) agreed, 3 (10%) of the respondent disagreed and 2 (6.6%) of the respondent strongly disagreed with the statement that Professional Secretary should know how to operate all office machines and equipment appropriately. 
	This depicted that Professional secretary should know how to operate all office machines and equipment appropriately.





Table 4.15:	Office equipment and machines enables efficient performance of an organization.	
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	19
	63.3

	Agree
	08
	26.7

	Disagree
	03
	10

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.15 above revealed that 19 (63.3%) of the respondents strongly agreed, 8 (26.7%) agreed while 3 (10%) of the respondent disagreed with the statement that office equipment and machines enables efficient performance of an organization.	This depicted that office equipment and machines enables efficient performance of an organization.








Table 4.16:	Office equipment and machines is preferable to human labor.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	15
	50

	Agree
	07
	23.3

	Disagree
	05
	16.7

	Strongly disagree
	03
	10

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.16 above showed that 15 (50%) of the respondents strongly agreed, 7 (23.3%) agreed, while 5 (16.7%) and 3 (16.7%) of the respondent strongly disagreed that office equipment and machines is preferable to human labor. This implied that office equipment and machine is preferable to human labour.








Table 4.17:	The advantage of office equipment and machines is higher than its disadvantages.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	25
	83.3

	Agree
	05
	16.7

	Disagree
	00
	0.00

	Strongly disagree
	00
	0.00

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.17 above depicted that 25 (83.3%) of the respondents strongly agreed that advantage of office equipment and machines is higher than its disadvantages, while 5 (16.7%) agreed and none of the respondents disagreed and strongly disagreed with the notion. This depicted that the advantage of office equipment and machines is higher than its disadvantages.







Table 4.18:	The advancement in technology as a tremendous change /role/impact in the performance of a secretary.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	16
	53.4

	Agree
	10
	33.3

	Disagree
	04
	13.3

	Strongly disagree
	00
	0.00

	Total
	35
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.18 above revealed that 16 (53.4%) of the respondents strongly agreed that advancement in technology as a tremendous change/role/impact in the performance of a secretary, while 10 (33.3%) agreed and 4 (13.3%) disagreed. 
	This depicted that advancement in technology as a tremendous change / role / impact in the performance of a secretary.







Table 4.19:	Office equipment and machine expands the capacity of a secretary.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	17
	56.7

	Agree
	09
	30

	Disagree
	03
	10

	Strongly disagree
	01
	3.3

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.19 above depicted that 17 (56.7%) of the respondents strongly agreed that office equipment and machine expands the capacity of a secretary, while 9 (30%) agreed, 3 (10%) of the respondent disagreed and 1 (3.3%) of the respondent strongly disagreed with the statement. This implied that Office equipment and machine expands the capacity of a secretary.







Table 4.20:	Organizations are not making best use of office machines and equipment.
	Option
	No. of Respondents
	Percentage (%)

	Strongly Agree
	04
	13.3

	Agree
	02
	6.7

	Disagree
	16
	53.3

	Strongly disagree
	08
	26.7

	Total
	30
	100%


Source: Researcher’s Fieldwork, 2025
	Table 4.20 above showed that 4 (13.3%) of the respondents strongly agreed that organizations are not making best use of office machines and equipment, 2 (6.7%) agreed while 16 (53.3) of the respondent disagreed and 8 (26.7%) of the respondent strongly disagreed. This depicted that organizations are making the best use of office machines and equipment.







CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
 	The indispensability of the impact of office equipment and machines in an organization cannot be overstressed. 
	In this chapter, attempt will be made to recapitulate some of the important findings on the subject matter of this research work.
	As an end result of the data collected, the following summaries were made. 
	This study is on the impact of office equipment and machine on the efficient performance of a secretary in an organization. The statement of the problem the pointed out, this reality had the crucial drawback of slow work-rate and general inefficiency in production and service delivery. To be sure, with the new modern machines and computers that the post-industrial revolution years brought in its wake, work was not only made easier but simultaneously, neater and faster.
	Chapter Two reveals that, Secretaries, office equipment and machines occupies a very central position in the organization. It is affirmed that the secretary is responsible for the major administrative duties in an organization, it talks about the roles of a secretary in an office and as well as the importance and relevance of office equipment and machines.
	Chapter Three deals with the instrument, population, and sampling techniques used in conducting this research
	Chapter Four presents the result of the data analysis, It was deduced from the despondence received by the researcher that the introduction of modern technologies and programs has lessened the task for modern secretary and as well increased their efficiency.
	Furthermore, the secretary's capacity is been expanded in diverse dimensions as they learn to work with different office equipment and machines and this keeps them at the top of their game.
	It was revealed that, secretaries should be abreast of the use of office technology and recommended the need for periodic training program to be organized for secretaries to update their knowledge on modern office skills.
5.2	Conclusion
	This study concludes that the availability and the use of office machines and equipment will inevitably affect the activities and output of the secretary in offices and business organizations. The roles duties and responsibilities of a secretary in an organization has greatly reduced with the advent of office machines and equipment. The use of office machines and equipment have help to reduce various errors which may occur in the day to day activity of a secretary, subsequently their use as also enhance productivity efficiency and effectiveness. 
	The introduction of office machines and equipment has lessened the onerous tasks on the secretary. These range from production, reproduction, storage and retrieval of information among others. As a result of changes in technology, the role of secretaries in an organization has changed tremendously from that of typewriting and shorthand dictation, answering of telephone calls and processing of mails. The use of computer, photocopy machines, scanner, printer, mobile phones, laminating machines among many others in the office have come to stay.
	Also, it should be noted that no other person can replace a secretary in any organization; therefore secretaries should be treated with pride and care. They should be honored and taken care of so that they can perform to their optimum advantage. 
5.3	Recommendations
	The following recommendations were made based on the findings from this study 
· Organizations should create for budget to procure as many modern office machines, equipment and other gadgets as are available in the market to enable secretaries increase their productivity.
· Secretaries without new skills in the use of modern office technological gadgets should be trained to fit into the trend of current advancement.
· Secretaries should be given the opportunity and chance to perform/carry out other administrative functions.
· Organization should invest more into further development of office machines and equipment because technology is graduating on a daily basis. 
· Acquisition of skills is an essential tool for the progress a secretary. Therefore, the knowledge of shorthand only cannot be of help to the secretary in the operation of office machine and equipment. Secretaries should be trained and retrained on how to operate various types of modern office machines and equipment in organization to optimality as well as acquire relevant skills in this field.
· The use of ancient office gadget such as the manual type should be discouraged
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APPENDIX 1
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 IMPACT OF OFFICE EQUIPMENT AND MACHINE ON THE PERFORMANCE OF A SECRETARY IN AN ORGANIZATION.
	The exercise is important in partial fulfillment of the requirements for the award of Higher 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


						RAMON AKEEM AJAPE
						ND/23/OTM/FT/0095


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 “IMPACT OF OFFICE EQUIPMENT AND MACHINES ON THE PERFORMANCE OF A SECRETARY IN AN ORGANIZATION.” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.


						Yours Faithfully


						RAMON AKEEM AJAPE
						ND/23/OTM/FT/0095





QUESTIONNAIRE
1. The role of a secretary is crucial in all organization  (a) Strongly Agree (   ) (b) Agree (    )  (c) Disagree (   ) (d) Strongly Disagree(   )
2. Every secretary must be skilled with the knowledge of office equipment and machine (a) Strongly Agree (   ) (b) Agree (    )  (c) Disagree (   ) (d) Strongly Disagree (   )
3. Office equipment and machines are easy to operate (a) Strongly Agree (   ) (b) Agree (    )  (c) Disagree (   ) (d) Strongly Disagree (   )
4. The uses of computer machine are convenient for secretary (a) Strongly Agree    (   ) (b) Agree (    )  (c) Disagree (   ) (d) Strongly Disagree (   )
5. The introduction of Photocopy machines has made duplicating of document much easier than ever before.  (a) Strongly Agree (   ) (b) Agree (    )  (c) Disagree (   )  (d) Strongly Disagree (   )
6. Office Machine and equipment helps to make jobs easier and more exciting for all professional secretaries. (a) Strongly Agree (     ) (b) Agree (    )   (c) Disagree (   )  (d) Strongly Disagree(   )
7. Computer has increased secretary efficiency and productivity.  (a) Strongly Agree (   ) (b) Agree (    )  (c) Disagree (   ) (d) Strongly Disagree (   )
8. Office equipment and machines increases the performance of a secretary. (a) Strongly Agree (  ) (b) Agree (   )  (c) Disagree (   )   (d)Strongly Disagree ( )
9. The use of office equipment and machines can eliminate fraud (a) Strongly Agree (   ) (b) Agree (    ) (c) Disagree (   )	 (d) Strongly Disagree (   )
10. The Introduction of Office Machines and equipment enhances the effectiveness and efficiency of a secretary. (a) Strongly Agree (   ) (b) Agree (    )  (c) Disagree (   ) (d) Strongly Disagree (   )
11. Office machines and equipment benefit the organization and the outside world.  (a) Strongly Agree (       ) (b) Agree (      )  (c) Disagree (     ) (d) Strongly Disagree (   )
12. The introduction of computer gives access to amending, correcting of document before final printing. (a) Strongly Agree (   ) (b) Agree (    )  (c) Disagree (   )  (d) Strongly Disagree (   )
13. The introduction of computer increases the efficiency and effectiveness of a secretary in an organization. (a) Strongly Agree (   ) (b) Agree (    )  (c) Disagree (   ) (d) Strongly Disagree (   )
14. Professional Secretary should know how to operate all office machines and equipment appropriately.  (a) Strongly Agree (       ) (b) Agree (    )  (c) Disagree (   ) (d) Strongly Disagree (   )
15. Office equipment and machines enables efficient performance of an organization. (a) Strongly Agree (     ) (b) Agree (      )  (c) Disagree (   ) (d) Strongly Disagree (   )
16. Office equipment and machines is preferable to human labor. (a) Strongly Agree (   ) (b) Agree (    )  (c) Disagree (   ) (d) Strongly Disagree (   )
17. The advantage of office equipment and machines is higher than its disadvantages. (a) Strongly Agree (       ) (b) Agree (    )  (c) Disagree (   )  (d) Strongly Disagree (   )
18. The advancement in technology as a tremendous change/role/impact in the performance of a secretary. (a) Strongly Agree (      ) (b) Agree (    )  (c) Disagree (   ) (d) Strongly Disagree (   )
19. Office equipment and machine expands the capacity of a secretary. (a) Strongly Agree (  ) (b) Agree (  )  (c) Disagree (   ) (d) Strongly Disagree (   )
20. Organizations are not making best use of office machines and equipment. (a) Strongly Agree (  ) (b) Agree (  )  (c) Disagree (   ) (d) Strongly Disagree (   )


