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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
The world today is shaped by the advancement and improvement, in the field of information and communication technology (ICT). The relevance of ICT to the development of corporate organization and the entire world cannot be over emphasized. For instance, Nigeria has come to realize the fact that no modern economy can be sustained without integral ICT and has adopted the technology towards the growth of its economy.
The introduction of new technologies has led to higher level of production, improved communication and more effective and efficient process management. It is also been able to improve decision making, increase citizen participation in economic development, support a modern workforce, enhance social well being and narrow the digital devices.
However, information is the output element of data processing activity. It is the conversion of data processing operation into a useful form for its purpose.  Information is therefore a processed data that has been transformed from its raw state into finished product for people to make use of it. Database is the heart of every information services. The uses of database make it possible to provide access to the same information using different channel, not only via internet, but also via online database, call centers or in print version. The most familiar example is telephone. A large number of call center can be reached by telephone, professional organization provide their information and services in this way. Another well known example is personal computer (PC). The PC allows people to use internet services, online database and so on.
Communication on the other hand is the process of exchanging information and meaning between or among individual through a common system of symbols, single and behavior. There are various forms of communication services and application that are relevant to organization. An important distinction that can be drawn in this respect is between synchronous and asynchronous application. Synchronous communication involves the sirnultaneous presence of the participant in the communication process. Examples of these are chatting and computer conferences. Chat is an application that enables two person connected to the same network to exchange information. Computer conferencing can be compare to a teleconference: a situation where person can communicate simultaneously with the aid of personal computer (PC) and network infrastructure.
In the case of asynchronous communication, there is a certain time interval between the messages and a reaction to that message i.e. delayed communication: such as exchange of letters. Example of asynchronous communication application is email or electronic mail.


1.2	Statement of the Problem
The adoption of Information and Communication Technology (ICT) in Nigeria banking sector are to develop certain skills, knowledge and retraining of employee on and off the job, increase in productivity and profitability of the organization in the course of attaining organization efficiency and effectiveness.
However, Information and Communication Technology (ICT) to an extent have not been able to relief the complexity to manual aspect of organization activities. This is due to the fact that some stored data on the system can be lost if not manually documented. Despite the fact that introduction of Information and Communication Technology (ICT) has made the organization to be simple and faster, it has not been able to eradicate fraud and irregularities that occur in the organization. The application of Information and Communication Technology (ICT) has also lead to fear of equipment by workers, information overload, increase work pressure etc. The fear of equipment by workers a times displace them from work, this is because the adoption of new technology will usually reduce the labour force trend in any organization. For instance, organizations with a high level of technology make use of ROBBOT instead of people to perform certain task. The application of Information and Communication Technology (ICT) enables organization to displace workers with inappropriate skills and experience.


1.3	Objective of the Study
The main objective of this study is to examine the Relevance of Information and Communication Technology Skills on the Performance of Secretaries in an Organization. Other specific objective includes:
i. To examine whether Information and Communication Technology (ICT) contribute to employee job satisfaction.
ii. To examine how productivity can be enhanced through the application of information and communication technology.
iii. To investigate whether the adoption of information and communication technology reduces Organization cost and save time.
iv. To determine if the use of Information and Communication Technology (ICT) will curb the rate of fraud at irregularities in the organization.
v. To analyze the area of improvement in the information and communication technology as it concern organization performance.
vi. To also examines how information and communication technology could help in improving knowledge and skills.
1.4	Research Questions
The following research questions were formulated for this study:
1. How can Information and Communication Technology contribute to employee job satisfaction?
2. How does productivity can be enhanced through the application of information and communication technology? 
3. To what extent is the adoption of information and communication technology reduces Organization cost and save time?
4. To what extent is the use of Information and Communication Technology (ICT) will curb the rate of fraud at irregularities in the organization?
5. To what extent the area of improvement in the information and communication technology as it concern organization performance?
6. How does information and communication technology could help in improving knowledge and skills?
1.5	Significance of the Study
The result of this study will provide basis of revealing the importance of ICT on the organization performance and to also develop a skilled labour. Another major factor that needs to be considered is the identification and appraisal of the factors that contribute to how effect and efficient workforce will yield productivity by the way of managing lCT innovation. It is also believed that the findings of this study will enable workers to know that the advent of ICT will make them have access to easy and accurate information which will undoubtedly increased the level of the productivity.
1.6	Delimitation
This study will focus mainly on the Relevance of Information and Communication Technology Skills on the Performance of Secretaries in an Organization by Union Bank Plc, Ilorin. No attempt would be made to go beyond this scope.
1.7	Limitations
Carrying out a research work may be tasking and could also involve spending so much on acquisition of materials and also time constraints. In Nigeria today, majority of the companies area always reluctant to give out information about their operation for the fear of intrusion, insecurity and negative impact of competition of their product and services. The major limitations of this study are time and cost constraints in terms of transportation, browsing in internet, photocopying of materials, and these could hinder the research l00% accuracy.










CHAPTER TWO
LITERATURE REVIEW
This chapter focuses on review of related literature. This will be discus under the following sub-headings:
2.1	Concept of Information and Communication Technology
2.2	Role of Information and Communication Technology (ICT) in Modern Organizations
2.3	Benefit of Information and Communication Technology to an Organization
2.4	Information and Communication Technology (ICT) Tools and Their 
Applications in the Workplace
2.5	The Effects of Information and Communication Technology on the Efficiency and the Effectiveness of an Organization
2.6	Advantages of Employees that utilize Information Communication
2.1	Concept of Information and Communication Technology
Information and Communication Technology (lCT) may be viewed in different ways, The World Bank defines lCT as The set of activities which facilitate by electronic means the processing, transmission and display of information" (Rodriguez and Wilson 2012) (ESCAP, 2010) 1CT "refers to technologies people use to share, distribute and gather information to communicate through computer and computer networks". ICT can be described as a complex varied set of goods, applications and services Used for producing, distributing. Processing transforming information, (including, telecoms, TV and radio broadcasting, hardware and software, computer services and electronic media".
Although information and communication technology is often considered an extended synonym for Information technology (IT) its scope is broader.
Information and communication technology has more recently been used to describe the convergence of several technologies and the use of common transmission lines carrying very diverse data and communication types and formats. And also the converging technologies that exemplify information and communication include the merging of and visual, telephone and computer networks through a common cabling system.
In a similar view, Kofi (2012) says that; the new technologies that are obviously our world are not panacea or a magic bullet. But they are obviously effective enormous tools for societal development. They can create job they are transforming education system health care, commerce, politics and more. They can also help in the delivery of humanitarian assistance and contribution to peace and security.
Fayemi (2012) stated that Information Communication Technology involves the process of expressing idea views and believes between individuals or group of individuals through the use of modern equipment information and Communication Technology as the 'scientific way of acquiring Information and communicating such information to enhance or increase the expected output.
Information and Communication Technology is the scientific way of carrying out a task and automating manual works such that they will be performed automatically by modern equipment's.
Information and communication technology is an extremely important resource for both individuals and organization: it is highly accurate and useful for secretary in an organization. The acronym review the various information need in an organization.
Information and communication technology is the method of creation, manipulation, storage, dissemination of information. Information serve as rudiments and activities that one needs to know in an organization, communication is passing this information from one place to other while technology enhances the smooth flow of the information, it is also a device that allows a hitch free passing of information and communication therefore encompasses the systematic flow of information communication technology in an organization.
There is a vogue for everything today; the vogue in the information technology is power that is with information and one is free from political ignorance, poverty and conscious enslavers. Information Technology (IT) is the bedrock national survival and development in rapidly changing global environment. This therefore challenges every reasonable human being to devise bold and courageous initiative to address a host of vital socio-economic issues, skilled resources, open government and other essential of capacity building which consequently constitute the fundamental tools and means of assessing, planning, managing and developmental strategies for achieving sustainable growth.
2.2	Role of Information and Communication Technology CT in Modern Organizations
Information and Communication Technology (ICT) plays a fundamental role in the functioning and advancement of modern organizations. It serves as a key driver of innovation, efficiency, and competitiveness across all sectors. ICT encompasses a wide range of tools such as computers, the internet, mobile devices, and software systems that facilitate the processing, storage, and dissemination of information. The following are the roles of ICT in today’s organizational settings:
1. Enhancing Communication
ICT enables fast, clear, and effective communication within and outside the organization. Tools like emails, video conferencing, and instant messaging support real-time communication, allowing employees to collaborate efficiently across departments and geographical locations.
2. Supporting Decision-Making
With access to accurate and up-to-date data through ICT systems like Management Information Systems (MIS) and Business Intelligence (BI) tools, organizations are better equipped to make informed and strategic decisions. ICT aids in analyzing market trends, forecasting demand, and evaluating performance.

3. Improving Operational Efficiency
ICT streamlines organizational processes through automation and system integration. Functions such as inventory management, customer service, accounting, and human resources are made more efficient with the help of software applications and integrated platforms like ERP systems.
4. Promoting Innovation and Competitiveness
Information and communication technology facilitates research and development, product design, and service innovation. By leveraging data and technology, organizations can create new business models, reach broader markets, and respond quickly to changing customer needs.
5. Enabling Remote Work and Flexibility
With the rise of digital tools and cloud-based platforms, ICT supports remote work, flexible schedules, and virtual collaboration. This not only increases employee satisfaction and productivity but also ensures business continuity during disruptions.
2.3	Benefit of Information and Communication Technology to an Organization
Information and Communication Technology (ICT) is a general expression for a variety of different computer, information and communication devices, applications, networks and service. Information and communication technology has become important in our daily lives. Both individuals and business use communication technology to get what they need. However, it also has its downsides. Information and communication technology in an organization involves things like voice mail, email, teleconferences and compressed video, GDSS, computer assisted decision making and virtual reality.
All these forms of communication will assist in the growth of an organization, but they also have their downsides. Below are the listed of advantages of information and communication technology.
1. Speeds the Sending of Information
Information and Communication Technology tools like electronic mail and text messaging systems, speed up the sending of information within an outside of the organization. Also with the use of decentralized computing systems, sharing of information within an organization is very first because all data is accessed from one central unit Database" and it is shared across different departments within the organization.
2. Improves Organizational Communication
Information and Communication Technology helps in the creation of a shared information environment in an organization. Organization information is organized in one central location, allowing any one access that information as they need. Also technologies like electronic mail will enable low level employees communicate with the manager without any need of having a dedicated time for meeting. This allows information to flow easily from the bottom to the top without any barriers.
3. Speeds Decision making in an Organization
Since Information and Communication Technology speeds the transfer of information, employees in an organization can easily consult each other and analyze information in a shortest period and make a decision. Also with the use of (OLAP) Online Analytical Processing, employees can perform queries on a database to get data about a specific client or matter and make a quick decision basing on the data retrieved from the database about that specific client or matter.
4. Increases Participation in Organizational Process 
Every employee will have a specific task to complete and all this can be monitored remotely by the manager. Employees who are shy to ask for advice and help will use tools like electronic mail or instant text messaging services to ask for help from their workmates within the organization, they can also use the same medias to participate in decision making and creative design challenges.
5. Structure Organizational Life 
Information and Communication Technology puts everything were it is supposed to be. No need to see papers and files everywhere in the office. All data is stored on the database, and you will have less paper work in the organization which makes life easier at work. Also the organization will spend more time on other productive section since the time to organize their data is saved by technology.



2.4	Information and Communication Technology (ICT) Tools and Their 
Applications in the Workplace
Information and Communication Technology (ICT) tools have become indispensable in modern workplaces, enhancing the speed, efficiency, and effectiveness of operations. These tools enable organizations to streamline processes, improve communication, and provide better services, making them crucial to day-to-day business activities. The following are some of the most widely used ICT tools and their applications in the workplace:
1. Email and Instant Messaging Systems 
Email remains one of the most essential ICT tools for workplace communication. It allows for quick and formal communication, both internally and externally, and provides a reliable means for sharing documents, schedules, and updates. Instant messaging tools like Slack, Microsoft Teams, and WhatsApp enable real-time communication, facilitating fast decision-making and immediate collaboration among teams.
2. Collaborative Platforms and Document Sharing Tools 
Platforms like Google Workspace (Docs, Sheets, Slides) and Microsoft 365 (Word, Excel, PowerPoint) enable teams to collaborate in real-time, editing documents simultaneously, storing files in the cloud, and ensuring easy access to shared resources. These tools foster teamwork, even when employees are working remotely, allowing seamless collaboration and eliminating the need for physical meetings.
3. Enterprise Resource Planning (ERP) Systems
Enterprise Resource Planning systems like SAP, Oracle, and Microsoft Dynamics integrate core business functions such as finance, human resources, supply chain, and customer relationship management into a single platform. These systems streamline operations by providing real-time data and automating tasks, allowing employees to work more efficiently and make data-driven decisions.
4. Project Management Tools: 
Project management software like Asana, Trello, and Monday.com helps teams plan, track, and manage tasks and projects effectively. These tools allow users to assign tasks, set deadlines, track progress, and communicate within the platform, ensuring that projects are completed on time and within budget.
5. Customer Relationship Management (CRM) Systems
Customer Relationship Management tools such as Salesforce, HubSpot, and Zoho CRM enable organizations to track and manage customer interactions, sales leads, and marketing campaigns. These tools help businesses maintain strong relationships with their clients, increase customer satisfaction, and ultimately improve sales and retention rates.
2.5	The Effects of Information and Communication Technology on the Efficiency and the Effectiveness of an Organization
Information and communication technology has greatly increased their efficiency and effectiveness of an organization in the following ways.
I. The Internet
The internet is a very powerful communication tools inexpensive, easily available open throughout the day every week, every month and the year round the world, one can be use the internet to view artwork, listen to music and access library catalogues and databases. Ohakwe (2011) described the internet as the greatest development and great input in technology revolutions. The internet has turn the world into a global village which allow a lot of computers to connected to each other and allowed world-wide to access information from anywhere in the world. The internet is an indispensable tool for communication and a lot of things such as e-banking, e-commerce education. job findings people's articles.
The earnest need for very effective and efficient ways of communication cannot be over-emphasized as communication remains to be the major sustenance of world existence. Invariably without good communication the world would be a very difficult place to live. The internet simply stands for INTERNATIONAL NETWORKING and it can be defined as the global information system that provides uses or makes accessible either publicity or privately. It can also be described as a worldwide connection of computer network. It is a global network connecting million of computer around the world together to a share the same resources and allow users to send and received information from one another.
II. Extranet
As business organizations continue to use open internet technologies (extranet) to improve communication with customers and partners, they can gain competitive advantages along the way in product development cost savings, marketing, distribution and leverages their partnership. Extranet are networks that connect companies with their customers and partners. When it comes to extranets, a company has to work with other organization on the network so that its available to specific people or group outside the organization. An extranet is a set of content shared by a well defined group.
III. Intranet
With the growth of the internet many organization began to realize what a valuable information tools. Some regard to create a platform for their business partners and information about their product and services company also found that all employees can interact with their business partners. Intra means “internal or within”, so an intranet is an internal or private network that can only be accessed within the confines of a company which uses Internet technologies to enable users to find, use and shared information. It is a network within an organization that uses internet protocol to create a miniatures internal version of the internet within an organization. A set of content accessed by members of a single organization is an intranet.
IV. World Wide Web
World Wide Web (w.w.w) is the greatest services from the internet, it is hypertext base information that link multimedia database in different part of the world which a lot of information's such as interaction journals, view paper and software are available on the web, news group, news net and discussion been form on the internet. It is the conferences where one or more speakers are deliberately speak at end of which other participant we direct questions and comment to the speakers and participant are form different part of the world.
World Wide Web (w.w.w) can be described as a collection of host machine which deliver information to users via internet which can easily accessed through special link that provides the structure for publishing large volume of richly formatted information. It is the hottest and most widely used internet services.
V. Electronic Mail (E-mail)
Electronic mail (e-mail) is a form of message that is conveyed electronically from one computer to another. Electronic communication is a means by which we can communicate easily instantly from offices organization. An e-mail programme enables you to send, received and manage electronic message (text. sound, video and graphics) as the best way of communicating electronically with their various customers, many of them believed that e-mail electronic mail gives them a advantages these are:
a) Fast
b) Inexpensive
c) Readily available
d) Independent of the reliever pressure
e) Reduces the amounts and cost of paper distributed in industry
VI. World Processor 
The world processor is an indispensable tool in hospitality industry. It is designed to handle typing, editing storage and transmission of textual information. Information and communication technology has therefore enhanced the efficiency and effectiveness such that word processor through the computer can perform the word processing task in way that information typed on it can be edited, stored and easily retrieved. The world processor allows one to work with letters, word paragraphs and document.
Bolade (2012) affirmed that "computer technology allowed the processing of word from quill to the mechanical typewriter to electric typewriter and to word processor". The above quotations revealed that various improvement have taken place in the computer technology; that is from mechanical typewriter to word processor which is designed to efficiently process word with greater speed.
2.6	Advantages of Employees that utilize Information Communication
In recent years most of the secretarial works are affected by technological innovation, most especially in the area of information processing. The existence of Information and Communication Technology has produced changes in the traditional work performed may decide to enter and correct documents themselves.
Azuka (2012) opined that: change is bombarding the Employees from all sides. The office environment is embracing new technology. The attitudes of management are creating more authority and responsibility in the secretarial role.
One major advantage is enhanced efficiency and productivity. ICT tools allow employees to automate repetitive tasks, access information quickly, and collaborate in real-time, thus reducing delays and boosting output. Additionally, improved communication—both internally and externally—ensures that information is shared clearly and promptly, minimizing misunderstandings and improving team coordination.
Another significant benefit is increased adaptability and competitiveness. Employees who are ICT-savvy can easily adapt to new technologies, workflows, and digital transformations within their organizations. This adaptability not only increases their job security but also opens up opportunities for promotions, remote work, and cross-functional assignments.
Moreover, ICT utilization promotes continuous learning and professional development through access to online courses, webinars, and digital knowledge resources. As a result, such employees remain current with industry trends and innovations.
According to Bolade (2012) information can be stored sequentially or randomly in the memory or on the media. Information that is stored on the random access storage media can be retrieved faster. With information being stored in computer files and also accessed by the use of the computer, large volumes of files cabinets are therefore eliminated thus rendering the traditional Employees functions of filling obsolete. 



CHAPTER THREE
METHODOLOGY
This chapter deals with the method and procedures for data collection that was used in carrying out the study. The chapter was presented 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
A questionnaire tagged: "Relevance of Information and Communication Technology Skills on the Performance of Secretaries in an Organization" was designed by the researcher which was used as a tool for data gathering for the study. The items in the questionnaire are placed on four points rating scale of "SA-Strongly Agreed 4, A-Agreed 3, D-Disagreed 2 and SD-Strongly Disagreed 1" respectively.
3.2	Population of the study
The population for this study comprised of staff of Union Bank Plc, Ilorin. The total number of twenty (20) staff from Union Bank PLC, Ilorin were selected.


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 questionnaire designed was distributed by hand personally by the researcher. A total number of twenty (20) questionnaires were distributed to staff at Union Bank Plc; Ilorin. The researcher got back all the completed questionnaire.
3.5	Method of Data Collection
The data collected would be analyzed manually and expressed in percentage as will be seen in chapter four. This is to enable readers to have a clear understanding of the analysis.


CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
This chapter deals with the presentation, analysis and interpretations of data collected from the respondents on the Relevance of Information and Communication Technology Skills on the Performance of Secretaries in an Organization.
This is presented in tables with interpretations and brief discussions for the illustration of data.
4.2	Results
Table 4.1:	The use of Information and Communication Technology can leads to job satisfaction in an Organization.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	16
	80

	Agree
	04
	20

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 16(80%) of the respondents strongly agreed, 4(20%) agreed with the statement that, the use of information and communication technology leads to job satisfaction in an organization, while none of the respondents responded to disagreed and strongly disagreed respectively. 

Table 4.2:	Workers survive without the use of information and 
communication technology.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	15
	75

	Agree
	02
	10

	Disagree
	02
	 10

	Strongly Disagree
	01
	   5

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.2 above indicated that, 15(75%) of the respondents strongly agreed with the notion that workers survive without the use of information and communication technology, 2(10%) agreed while 2(10%) of the respondents disagreed and 1(5%) respondents strongly disagreed respectively. 
Therefore, one can say workers survive without the use of information and communication technology.








Table 4.3:	The organization that utilizes Information and Communication Technology has great advantages over those that ignore it.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	16
	80

	Agree
	04
	20

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.3 above revealed that, 16(80%) of the respondents strongly agreed with the statement that the organization that utilizes information and communication technology has great advantages over those that ignore it, 4(20%) respondents agreed with the notion while none of the respondents responded to disagreed and strongly disagreed respectively. 
It is safe to conclude that the organization that utilizes information and communication technology has great advantages over those that ignore it.





Table 4.4:	Use of Information and Communication Technology opens more employment opportunity in an Organization.
	Options
	No. of Respondents
	    Percentages%

	Strongly Agree
	15
	75

	Agree
	03
	15

	Disagree
	02
	 10

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.4 above showed that, 15(75%) of the respondents strongly agreed with the notion that use of information and communication technology opens more employment opportunity in an organization, 3(15%) respondents agreed, while 2(10%) disagreed and there was no respondents for strongly disagreed. 
This implies that use of information and communication technology opens more employment opportunity in an organization.








Table 4.5:	Speed and accuracy are achieved by office worker who used Information and Communication Technology.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	15
	                    75

	Agree
	02
	10

	Disagree
	03
	 15

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.5 above revealed that, 15(75%) of the respondents strongly agreed with the notion that speed and accuracy are achieved by office worker who used information and communication technology, 2(10%) respondents agreed, while 3(15%) disagreed with the statement and there was no respondents for strongly disagreed. 
One can say that, speed and accuracy are achieved by office worker who used information and communication technology.









Table 4.6:	The use of Information and Communication Technology 
improving Communication.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	14
	                    70

	Agree
	03
	15

	Disagree
	02
	10

	Strongly Disagree
	01
	 5

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.6 above indicated that, 14(70%) of the respondents strongly agreed with the notion that the use of information and communication technology improving communication, 3(15%) agreed while 2(10%) of the respondents disagreed and 1(5%) respondents strongly disagreed respectively. 
Therefore, one can say the use of information and communication technology improving communication.








Table 4.7:	Information and Communication Technology can be utilized for Entrepreneurship.

	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	18
	90

	Agree
	02
	10

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.7 above revealed that, 18(90%) of the respondents strongly agreed with the statement that information and communication technology can be utilized for entrepreneurship, 2(10%) respondents agreed with the notion while none of the respondents responded to disagreed and strongly disagreed respectively. 
It is safe to conclude that information and communication technology can be utilized for entrepreneurship.








Table 4.8:	Information and Communication Technology provide better service to customers through faster response to enquire.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	16
	80

	Agree
	04
	20

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.8 above showed that, 16(80%) of the respondents strongly agreed with the statement that information and communication technology provide better service to customers through faster response to enquire, 4(20%) respondents agreed while none of the respondents disagreed and strongly disagreed respectively. 
This implies that conclude that information and communication technology provide better service to customers through faster response to enquire.








Table 4.9:	The productivity of Information and Communication Technology cannot be compare to man.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	17
	85

	Agree
	03
	15

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.9 above revealed that, 17(85%) of the respondents strongly agreed, 3(15%) agreed with the statement that the productivity of information and communication technology cannot be compare to man, while none of the respondents responded to disagreed and strongly disagreed with the notion. 
It is obvious to conclude that the productivity of information and communication technology cannot be compare to man.
.







Table 4.10:	Information and Communication Technology reduce the length time require to do work if done manually.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	16
	                    80

	Agree
	03
	15

	Disagree
	01
	  5

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.10 above showed that, 16(80%) of the respondents strongly agreed with the notion that information and communication technology reduce the length time require to do work if done manually, 3(15%) respondents agreed, while 1(5%) disagreed with the statement and there was no respondents for strongly disagreed. 
One can say that, information and communication technology reduce the length time require to do work if done manually.









Table 4.11:	Information and Communication Technology has brought changes in the work performance in an organization.

	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	17
	                    85

	Agree
	03
	15

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.11 above revealed that, 17(85%) of the respondents strongly agreed, 3(15%) agreed with the statement that information and communication technology has brought changes in the work performance in an organization, while none of the respondents responded to disagreed and strongly disagreed with the notion. 
It is obvious to conclude that information and communication technology has brought changes in the work performance in an organization.







Table 4.12:	Information and Communication Technology provide quick reflexes that cannot business strategy with organization responds.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	20
	                    100

	Agree
	00
	0.00

	Disagree
	00
	  0.00

	Strongly Disagree
	00
	 0.00

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.12 above indicated that, 20(100%) of the respondents strongly agreed with the statement that information and communication technology provide quick reflexes that cannot business strategy with organization responds, while none of the respondents responded to agreed, disagreed and strongly disagreed respectively.
Therefore, it is safe to conclude that information and communication technology provide quick reflexes that cannot business strategy with organization responds.






Table 4.13:	Information and Communication Technology increase the profit level of an organization.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	13
	                    65

	Agree
	05
	25

	Disagree
	02
	 10

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.13 above showed that, 13(65%) of the respondents strongly agreed with the notion that information and communication technology increase the profit level of an organization, 5(25%) agreed while 2(10%) of the respondents disagreed and there was no respondents for strongly disagreed. 
It is obvious to conclude that information and communication technology increase the profit level of an organization.








Table 4.14:	Information and Communication Technology enhanced staff performance and productivity is increased.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	14
	                    70

	Agree
	02
	10

	Disagree
	04
	20

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.14 above showed that, 14(70%) of the respondents strongly agreed with the statement that information and communication technology enhanced staff performance and productivity is increased, 2(10%) agreed while 4(20%) of the respondents disagreed and there was no respondents for strongly disagreed. 
It is clear to conclude that information and communication technology enhanced staff performance and productivity is increased.








Table 4.15:	Information and Communication Technology reduces a worker’s workload.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	16
	                    80

	Agree
	04
	20

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	   0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.15 above revealed that, 16(80%) of the respondents strongly agreed, 4(20%) agreed with the notion that information and communication technology reduces a worker’s workload, while none of the respondents for disagreed and strongly disagreed respectively. 
It is safe to conclude that information and communication technology reduces a worker’s workload.








Table 4.16:	Information and Communication Technology is an indispensable tool for every organization.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	15
	                    75

	Agree
	05
	25

	Disagree
	00
	   0.00

	Strongly Disagree
	00
	   0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.16 above showed that, 15(75%) of the respondents strongly agreed, 5(25%) agreed with the statement that information and communication technology is an indispensable tool for every organization, while none of the respondents for disagreed and strongly disagreed respectively. 
It is obvious to say that information and communication technology is an indispensable tool for every organization.









Table 4.17:	Information and Communication Technology has become an integral part of every Organization.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	12
	                    60

	Agree
	08
	40

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.17 above showed that, 12(60%) of the respondents strongly agreed, 8(40%) agreed with the statement that information and communication technology has become an integral part of every organization, while there was no respondents for disagreed and strongly disagreed respectively. 
This implies that information and communication technology has become an integral part of every organization.








Table 4.18:	Information and Communication Technology are the bedrock for the survival and development of any organization in a rapidly changing global environment.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	10
	                    50

	Agree
	10
	50

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.18 above indicated that, 10(50%) of the respondents strongly agreed with the statement that information and communication technology are the bedrock for the survival and development of any organization in a rapidly changing global environment, 10(50%) agreed while none of the respondents responded to disagreed and strongly disagreed respectively. 
It is safe to conclude that information and communication technology are the bedrock for the survival and development of any organization in a rapidly changing global environment.




Table 4.19:	There are significant changes in an organization that can be traced to Information and Communication Technology.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	11
	                    55

	Agree
	09
	45

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.19 above revealed that, 11(55%) of the respondents strongly agreed, 9(45%) agreed with the notion that there are significant changes in an organization that can be traced to information and communication technology, while none of the respondents responded to disagreed and strongly disagreed respectively. 
One can say that there are significant changes in an organization that can be traced to information and communication technology.







Table 4.20:	Information and Communication Technology has made it possible to quickly find and distribute information within and outside of an organization.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	11
	                    55

	Agree
	05
	25

	Disagree
	04
	20

	Strongly Disagree
	00
	 0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.20 above showed that, 11(55%) of the respondents strongly agreed with the statement that information and communication technology has made it possible to quickly find and distribute information within and outside of an organization, 5(25%) agreed while 4(20%) of the respondents disagreed and there was no respondents for strongly disagreed. 
It is clear to conclude that information and communication technology has made it possible to quickly find and distribute information within and outside of an organization.




CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
This project was designed to look at the Relevance of Information and Communication Technology Skills on the Performance of Secretaries in an Organization. In order to accomplish the task, various related literature were review. The literature review centered on Information and Communication Technology in today's office and their impact. The opinions of the staff of Union Bank Plc, Ilorin were sought with the aid of a questionnaire to abet the research work.
The researcher gathered relevant data from the respondents through the use of a questionnaire in order to find answers to the research questions. The questionnaire consists of twenty (20) easy to answer questions for quick understanding.
Being a business enterprise, twenty copies of the questionnaire were distributed to the entire junior and senior staff.
The questionnaire was collected back after one week and further procedure was made. The data collected was recorded according and processed manually using the percentage scoring techniques.
The researcher further interprets the data collected and illustrates them in table with brief discussions for quick and easy understanding.


5.2	Conclusion
	Since technology is advancing day in day out different information are discovered on a regular basis on the pattern which office workers adopt in order to attain their goals and objectives and to perform daily routines effectively and efficiently.
	Based on the findings of summary the following conclusions are drawn by the researcher:
· Use of Information and Communication Technology leads to job satisfaction for the office workers.
· A worker cannot survive without the use of Information and Communication Technology.
· Information and Communication Technology reduce worker’s workload.
· Information and Communication Technology opens more employment opportunities for the workers
· Speed and accuracy are achieved by the office worker who uses information and communication technology.
· Information and Communication and Technology helps in improving communication in an Organization.



5.3	Recommendations
	Based on the conclusion drawn from the findings, the recommendations are made:
I. It is highly recommended that government should make information and communication technology part of the curriculum for tertiary institution.
II. It is recommended that all organizations, big and small should equip their office with information and communication technology for efficiency and quality of work.
III. Since Information and Communication Technology has a lot of advantage for the office workers. It is therefore, recommended that office workers who were not trained previously in their use, should try as much as possible to maintain on how to use information and communication technology. 
It is recommended that all organization should look into subject for office technology students and eliminate those that are not really relevant and replace them with comprehensive course on information and communication technology. 
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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 “RELEVANCE OF INFORMATION AND COMMUNICATION TECHNOLOGY SKILLS ON THE PERFORMANCE OF SECRETARIES 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
     
BABALOLA QUADRI OPEYEMI
ND/23/OTM/FT/0124







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 “RELEVANCE OF INFORMATION AND COMMUNICATION TECHNOLOGY SKILLS ON THE PERFORMANCE OF SECRETARIES IN AN ORGANIZATION”.
Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.

Yours faithfully

BABALOLA QUADRI OPEYEMI
ND/23/OTM/FT/0124


QUESTIONNAIRE
1. The use of Information and Communication Technology can leads to job satisfaction in an Organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
2. Workers survive without the use of information and communication technology.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
3. The organization that utilizes Information and Communication Technology has great advantages over those that ignore it.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
4. Use of Information and Communication Technology opens more employment opportunity in an Organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
5. Speed and accuracy are achieved by office worker who used Information and Communication Technology.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
6. The use of Information and Communication Technology improving Communication.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
7. Information and Communication Technology can be utilized for Entrepreneurship.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
8. Information and Communication Technology provide better service to customers through faster response to enquire.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
9. The productivity of Information and Communication Technology cannot be compare to man.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
10. Information and Communication Technology reduce the length time require to do work if done manually.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
11. Information and Communication Technology has brought changes in the work performance in an organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
12. Information and Communication Technology provide quick reflexes that cannot business strategy with organization responds.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
13. Information and Communication Technology increase the profit level of an organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
14. Information and Communication Technology enhanced staff performance and productivity is increased.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
15. Information and Communication Technology reduces a worker’s workload.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )

16. Information and Communication Technology is an indispensable tool for every organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
17. Information and Communication Technology has become an integral part of every Organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
18. Information and Communication Technology are the bedrock for the survival and development of any organization in a rapidly changing global environment.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
19. There are significant changes in an organization that can be traced to Information and Communication Technology.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
20. Information and Communication Technology has made it possible to quickly find and distribute information within and outside of an organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
