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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
Records management plays a critical role in the smooth functioning of any educational institution. It involves the systematic control of records throughout their life cycle, from creation to disposition. In educational institutions, records include student transcripts, admission forms, attendance registers, examination results, staff records, and administrative documents. These records are essential for decision-making, accountability, and future referencing. The efficient management of these records ensures transparency, institutional memory, and compliance with statutory and accreditation requirements. As educational institutions grow in size and complexity, the demand for effective records management practices becomes increasingly important (Sawyer & Owusu-Banahene, 2023).
Traditionally, many educational institutions have relied heavily on paper-based record-keeping systems. While these systems have served their purposes over the years, they present numerous challenges including physical deterioration, space consumption, security issues, and retrieval difficulties. In the digital era, there is a growing need to transition to electronic records management systems (ERMS) that enhance accuracy, security, and speed of access. A growing body of literature reveals that institutions that adopt digital record-keeping practices tend to experience significant improvements in administrative efficiency and service delivery (Nkereuwem & Okon, 2024). Nevertheless, transitioning from manual to electronic records requires investments in infrastructure, training, and policy reform.
Effective records management ensures that critical information is available when needed, thereby supporting academic planning, student administration, and legal compliance. Poor records management practices can lead to information loss, duplication of effort, miscommunication, and non-compliance with data protection regulations. In worst-case scenarios, it can even lead to legal liability due to the inability to produce important documents when required. Educational institutions are expected to uphold standards that require the safeguarding and accessibility of academic and administrative records (Adusel & Adjei, 2023). Hence, improving the effectiveness of records management is both a strategic and operational priority.
Despite the evident importance of records management, many educational institutions particularly in developing countries struggle with implementation challenges. These include a lack of trained personnel, inadequate storage facilities, absence of formal policies, and limited use of technology. Often, records are stored haphazardly, resulting in delays, losses, and inefficient retrieval processes. Furthermore, some institutions lack awareness of the importance of compliance with records retention schedules and archival standards. The consequence is a decline in service quality, loss of institutional memory, and vulnerability to data breaches (Olanrewaju & Eze, 2023). Understanding the root causes of these inefficiencies is essential for sustainable reform.
In recent years, there has been increasing advocacy for the integration of ICT-based solutions in the management of records in schools, colleges, and universities. Technologies such as cloud storage, document management systems, and enterprise resource planning (ERP) platforms are being adopted to modernize recordkeeping. These innovations not only improve security and accessibility but also support real-time data analytics and reporting. However, successful implementation requires more than just technology; it demands leadership commitment, user training, and a supportive institutional culture (Chikoko et al., 2024). Institutions must ensure that both administrative and academic staff are equipped with the skills necessary for digital transformation.
The effectiveness of records management practices in educational institutions is further influenced by government policies and accreditation bodies. National regulatory agencies and ministries of education are increasingly setting standards for data management and requiring institutions to demonstrate compliance during audits and evaluations. Moreover, donor agencies and international education stakeholders also emphasize accountability and transparency, which depend on sound recordkeeping systems. Institutions that fail to maintain accurate records may risk funding losses or academic sanctions. As such, external pressures are playing a vital role in compelling educational organizations to prioritize effective records management (Yeboah & Boateng, 2023).
Given the significance of records to educational planning, student assessment, and institutional governance, there is a pressing need to investigate the current state of records management practices. This study is therefore motivated by the desire to assess the effectiveness of records management in educational institutions, identify existing gaps, and propose practical solutions. The focus will be on determining how records are created, maintained, retrieved, and disposed of, and to what extent these practices align with international standards. The outcomes of this research are expected to inform policy decisions, improve operational efficiency, and enhance educational service delivery in both public and private institutions (Ajayi & Kolapo, 2024).
To account for the goods which have purchased as far as practicable, to trace them through the business until it have been develop and change to the customer or client. To report on stock bases and wastage To report on transaction of office To report on goods tell on ordered in relation to requirements for production and selling programmes. To report on inactive stocks. To provide information for department changing or costing purpose. Computers are now found in every field of human activities from space explanation to literacy studies. There are few or no area in an organization which are likely to escape the impact of computerization since business need for providing information are increasing in volume and complexity. The use of computer as a machine, which can receive, process, present information in to it, at a very speed is essential. It is claimed that application of computer to record management in an office has made record management easier and more reliable. The concern of this study is, therefore to investigate the Role of Effective Record Management Skills in Organizational Information Management System.
1.2	Statement of the Problem  
Educational institutions generate large volume of records daily, ranging from academic to administrative documents. However, improper handling of these records has resulted in various challenges including misplacement of files, delayed retrieval, unauthorized access, and inefficient decision-making processes. Despite efforts to implement modern records management systems, gaps still exist in how records are stored, accessed, and secured.
There is a growing concern that ineffective records management practices are affecting the performance and credibility of educational institutions. This study aims to investigate the current records management practices, identify the challenges encountered, and assess their overall effectiveness in promoting institutional goals.
1.3	Objectives of the Study  
The main objective of this study is to evaluate The Role of Effective Record Management Skills in Organizational Information Management System. The specific objectives are to:  
i. Examine the existing records management practices in the selected educational institution.  
ii. Identify the challenges affecting effective records management.  
iii. Assess the impact of records management practices on institutional performance and decision-making.
1.4	Research Questions  
To guide the study, the following research questions will be addressed:  
1. What records management practices are currently in use in the educational institution?  
2. What are the major challenges faced in managing records effectively?  
3. How do records management practices influence the performance of the institution?
1.5	Significance of the Study  
This study will provide valuable insights into the state of records management in educational institutions and highlight the areas that require improvement. The findings will benefit:  
School administrators, by helping them understand the importance of effective records management and how it can enhance operational efficiency.  
Policy makers, by informing the development of comprehensive records management policies and frameworks.  
Researchers and scholars, by contributing to the academic discourse on administrative practices in education.  
ICT and administrative staff, who will gain practical guidance on improving record-keeping practices.
1.6	Delimitation  
The scope of this study will be limited to The Role of Effective Record Management Skills in Organizational Information Management System, using Kwara State University, Malete as case study.
1.7	Limitations
Due to some financial constraints and time factor, the researcher was not able to carry out the research as extensively as expected. However, a meaningful research work was carried out within the limited available resources. Another difficult faced was data collection as some of the respondents were reluctant in filling the questionnaires.












CHAPTER TWO
LITERATURE REVIEW
This chapter deals with review of related literature. The review will be conducted under the following sub-headings:  
2.1	Concept of Records Management  
2.2	Objectives of Records Management in Educational Institutions  
2.3	Importance of Effective Records Management  
2.4	Types of Records and Their Uses  
2.5	Components of Effective Records Management  
2.6	Challenges of Records Management in Educational Institutions  
2.7	The Necessity for Records Management  
2.1	Concept of Records Management
Records management refers to the systematic control of records throughout their life cycle from creation or receipt, through their processing, distribution, organization, storage, and retrieval, to their ultimate disposal or permanent retention (ISO 15489, 2016). In educational institutions, records include admission records, attendance registers, examination results, financial records, staff employment records, and minutes of meetings.  
Records management refers to the systematic control of records throughout their lifecycle from creation, receipt, maintenance, and use to disposal. In educational institutions, effective records management ensures that accurate, reliable, and timely information is available to support decision-making, accountability, and academic continuity. Institutions generate large volumes of records including student files, examination results, administrative documents, and staff records. The effective management of such information is critical for operational efficiency and legal compliance (Aliyu & Okon, 2023). Without proper records management, educational institutions face challenges in information retrieval, data integrity, and risk management. The increasing reliance on digital technologies has also brought new challenges and opportunities for managing records effectively. Consequently, educational institutions must adopt robust policies and systems that address both paper-based and electronic records. The role of trained personnel, adequate infrastructure, and governance frameworks cannot be overemphasized. Good records management leads to better planning, transparency, and service delivery.  
The effectiveness of records management is directly tied to the overall efficiency and performance of educational institutions. Sound records practices enable institutions to track student performance, manage resources, and ensure compliance with statutory requirements. Timely access to accurate records reduces duplication of efforts and fosters informed decision-making. According to Eze and Onyema (2024), institutions that implement structured records management systems experience improved service delivery, increased accountability, and better strategic planning.  Effective records management also supports accreditation and quality assurance processes, which are essential in the education sector. Moreover, it protects sensitive information and ensures privacy and data protection laws are adhered to. Institutions without structured systems often suffer from lost documents, inefficient workflows, and compliance issues. Therefore, an investment in records management is an investment in institutional success and stakeholder satisfaction.  
An effective records management system in educational institutions comprises several interrelated components, including policies and procedures, classification systems, retention schedules, access controls, and staff training. These elements must be tailored to the specific needs and size of the institution. The integration of digital tools such as electronic document management systems (EDMS) has revolutionized how records are stored and accessed (Obi & Nwachukwu, 2023).  Classification and indexing facilitate quick retrieval, while retention schedules help determine how long different types of records should be kept. Staff training is critical to ensure adherence to records policies, prevent unauthorized access, and safeguard sensitive data. Access controls prevent unauthorized access to sensitive information, thereby safeguarding student and staff data. Effective systems also require consistent evaluation and updating to adapt to changing institutional needs and regulatory frameworks.  
Despite their importance, records management in many educational institutions faces significant challenges. These include inadequate funding, lack of trained personnel, obsolete infrastructure, and resistance to change. Many institutions still heavily rely on manual systems, which are prone to loss, damage, and unauthorized access. Digital transformation efforts are often hindered by poor ICT infrastructure or lack of policy frameworks guiding electronic records.  
Technology plays a transformative role in enhancing records management in educational institutions. The adoption of electronic records management systems (ERMS) enables automation of record-keeping processes, thus reducing human error and improving efficiency. Cloud-based platforms offer scalable storage solutions and allow real-time access to documents across departments. According to Musa and Umeh (2023), institutions that embrace digital records management report significant improvements in workflow, data security, and compliance. Artificial intelligence and machine learning tools are increasingly used for document classification and predictive analytics. However, the adoption of these technologies must be accompanied by adequate training, cybersecurity measures, and policy development. Digital systems also facilitate disaster recovery and continuity of operations in times of crises, such as during pandemics or natural disasters. The future of effective records management lies in the seamless integration of technology with traditional practices, ensuring a hybrid approach that maximizes benefits while minimizing risks.
Effective records management is vital for the operational efficiency, legal compliance, and strategic growth of educational institutions. It enhances decision-making, preserves institutional memory, and safeguards sensitive information. Despite challenges such as funding shortages and skill gaps, institutions can improve their practices through technology adoption, policy development, and capacity-building. As highlighted by Nnadi and Ajayi (2023), a proactive approach to records management fosters accountability, continuity, and trust among stakeholders. Investing in modern records governance frameworks will yield long-term benefits, including improved service delivery, risk mitigation, and sustainable development in education.
2.2	Objectives of Records Management in Educational Institutions
Effective records management in educational institutions is primarily aimed at ensuring accurate documentation, storage, and retrieval of vital information that supports administrative, academic, and financial operations. The first objective is to promote accountability and transparency by maintaining detailed records of student admissions, staff employment, financial transactions, and academic performance (Dlamini & Maphos, 2022). These records serve as legal and historical evidence that can be used in audits, disputes, or policy development. In a digital era, records management further ensures that institutions comply with data protection regulations and standards. For instance, adherence to national education policies requires schools and colleges to preserve standardized records for inspection and reporting purposes. This organized storage of such records whether physical or electronic minimizes the risk of data loss or tampering. Moreover, effective recordkeeping reduces duplication and enables seamless access across departments. Therefore, efficient records management acts as the backbone of orderly governance in schools and higher institutions (Ogunyemi & Adeoye, 2023).
Lastly, records management in educational institutions aims to preserve institutional memory and support strategic planning and policy development. Institutional records ranging from meeting minutes to performance reports serve as a repository of knowledge that helps maintain continuity even as staff members retire or transition (Bhebhe & Mutsau, 2022). This accumulated data provides insights into past challenges, successes, and decision-making processes, allowing future planning to be informed by empirical evidence. Records also serve as a basis for accreditation processes, funding applications, and partnerships with stakeholders. With properly maintained records, institutions can measure performance against strategic goals and adjust accordingly. Educational policies must be informed by reliable data, which can only be sourced from well-maintained and organized records. Historical data also helps in identifying areas of improvement and innovation in teaching, research, and student support services. Moreover, the ability to analyze longitudinal data is crucial for academic research and institutional ranking. Effective records management ensures that such information remains available and intact over time, thereby supporting the continuity and advancement of institutional objectives. Therefore, beyond administrative utility, records management directly contributes to long-term sustainability and growth in the education sector (Mukherjee, 2023).
The primary objectives of effective records management include:  
· Ensuring quick and easy retrieval of information.  
· Supporting decision-making processes.  
· Ensuring legal and regulatory compliance.  
· Facilitating accountability and transparency.  
· Preserving institutional memory.  
· Protecting sensitive and confidential information.
2.3	Importance of Effective Records Management
Effective records management in educational institutions ensures administrative efficiency, academic integrity, and operational transparency. It helps in improving service delivery, reducing redundancy, supporting accreditation processes, and enabling continuity in administration. Institutions that implement sound records management practices are better equipped to respond to audits, litigations, and requests for information (Akussah & Asante, 2011).  
Effective records management plays a crucial role in enhancing administrative efficiency and decision-making within educational institutions. Proper handling of student records, staff data, academic reports, and financial documents ensures easy retrieval, secure storage, and compliance with regulatory standards. Educational institutions often generate vast amounts of information that, if not properly managed, can lead to data loss, inefficiencies, and legal liabilities. An organized records system allows for systematic storage and quick access to records, aiding both administrative functions and academic research. According to Boadu and Adjei (2022), educational institutions that implement structured records management systems significantly reduce data redundancy and improve service delivery. Furthermore, effective records management supports accountability and transparency by providing documented evidence of institutional activities and decisions. 
Finally, effective records management fosters institutional growth, planning, and academic excellence. Accurate and accessible records allow for data-driven decision-making in areas such as curriculum development, student performance tracking, and resource planning. When records are well maintained, academic staff can better assess learning outcomes, resource allocation, and institutional progress. Researchers can rely on credible data, supporting institutional research and development. According to Adewale et al. (2024), institutions that integrate records management into their strategic planning demonstrate measurable improvements in operational efficiency and educational outcomes. Records also facilitate institutional research, quality assurance assessments, and alumni engagement. Moreover, effective recordkeeping enhances institutional branding by showcasing achievements and milestones. Inadequate records management, on the other hand, hampers strategic growth, results in poor data analysis, and affects institutional reputation. Therefore, effective records management is essential for achieving long-term success and sustaining educational excellence.
2.4	Types of Records and Their Uses
The aim of any school record is to preserve information. If school records are properly kept, they serve as an information bank from which the principal and his staff can recall stored information when needed. For this purpose, the records must be honestly and faithfully kept in order to make them reliable and to serve as a means of diagnosing individual student’s problems and recording his achievements. The ability to recall stored information depends on the availability of records, easy access to the records, a good filing system which guarantees that no pages are gutted out. There are two types of records namely: administrative or statutory records and teacher professional records. This paper is however concerned with administrative records only.  
Available literature shows that some of host common statutory records include:-  
1. A register of admission, progress and withdrawals  
2. A register of attendance and fees  
3. A log book  
4. A time-table  
5. Weekly diaries  
A register of Admission, Progress and Withdrawals: This is simply referred to as admission register. It is used to record serially all admissions made into the school whether as new students or as transfer students. The admission number of the student is usually entered here. The principal must ensure that the book is well kept and withdrawals of students carefully entered.
Educational Funding: The recently passed revenue act of the federal republic of Nigeria has a clause which emphasizes the use of school population in the distribution of federal funds (statutory allocation) to states (Statesman, Dec. 10, 2020). This means that the states with the largest number of children in school will benefit most from his heading. The Imo State House of Assembly is also in support of using school enrollment is one of the criteria in the distribution of funds to the local government areas. This goes to emphasize the need to keep this record up to date for equitable and just distribution of federal and state funds for education. The admission register shows at a glance the growth of the school in terms of the number of pupils admitted from year to year. As it contains the names and addressed of parents or guardians, it serves as a source of contacting parents in times of illness and emergency (Ozigbo, 2021). The headmaster or principal of a school can ascertain the progress of each student academically by studying carefully the section on progress report of the pupils or students. 
Use of the Register of Attendance and Fees: Pupils’ accounting - the attendance register is mainly used for pupils accounting. A mere look at the register will indicate the pupils who are regular and those who are irregular in class, Reaves (2022) states that absence on the part of a pupil is carefully investigated and reports of unnecessary absence are made to attendance officers or visiting teachers whose primary function is to predict the loss of school opportunities to pupils through irregular attendance. There is no doubt that a student who habitually is absent from school loses some educational opportunities and the parents should be alerted and immediate remedies found. A child’s inability in some school subjects may be traced to frequent irregularity in attendance. Apart from pupils accounting, a register of attendance, helps the principal to identify the students who owe school fees. He may decide to invite the parents in order to appeal to them to pay.  
A Log Book: All important events in the school are recorded in the log book. It is often seen as the history of the school. Uses of the log book include visits of supervisors, inspectors and managers. Names of teachers and the classes they teach are recorded in the log book. Any failure to carry out ones duties, absence from duties, illness or any epidemic disease that may lead to closure of the school must be entered in the log book. From the entries made one realizes that the log book is a history book of a school. A new principal can study the development of the school by reading the entries in it. He may even identify the behaviour of staff and students in this school after studying comments in the log book made about them by his predecessors in office.
Time-table: This is expected to be approved by the Ministry of Education. It is drawn by experts. Subjects taught in each class, total number of periods each subject is taught in a week, how much time is spent on each lesson period, number of lesson periods in a day, time of daily opening and closing time for prayers, for registration and for extra-class activities are shown on the time-table. Each subject on the time-table is given its due weight through the number of period allocated to it. Generally, English language and mathematics are taught daily and at a time, double periods are allocated to them. They are usually done within the second and third periods when the students are most attentive and poised to tackle problems in English language and mathematics. Thus, the time table has shown the great emphasis on these two school subjects as stated by Weekly Diaries: A school diary has two parts, namely scheme of work and record of work. The scheme of work is usually drawn from the school syllabus whereas the record of work should be seen as the opposite of the scheme of work, in the sense that the scheme of work is a proposition of work to be done. Thus, the record of work shows work that is already done. Scheme of work indicates on a weekly basis the mapped out themes to be covered in a subject area. In order to be effective, it should be drawn in advance of the academic session. 
2.5	Components of Effective Records Management
Effective records management in educational institutions hinges on several key components that ensure the systematic handling of records throughout their lifecycle. According to Ohio State University Libraries, these components include: records inventory and classification, retention scheduling, records storage and conversion, vital records program, disaster prevention and recovery planning, and disposition. A comprehensive records inventory and classification system allows institutions to identify, categorize, and locate records efficiently, which is crucial for both administrative and academic purposes. Retention scheduling involves establishing clear policies on how long different types of records should be kept, based on legal, fiscal, and administrative needs. Proper storage and conversion ensure that records are preserved in formats that facilitate easy access and long-term usability. Implementing a vital records program safeguards essential documents critical to the institution’s operations. Disaster prevention and recovery planning prepares institutions to protect and recover records in case of unforeseen events, thereby minimizing data loss. Finally, a well-defined disposition process ensures that records are securely destroyed or archived when they are no longer needed, in compliance with legal and regulatory requirements.  
Effective records management in educational institutions typically includes:  
· Record Creation and Capture: Ensuring that all relevant activities are documented.  
· Classification and Indexing: Organizing records to allow easy access and retrieval.  
· Storage and Maintenance: Storing records safely in physical or electronic formats.  
· Retention and Disposal Schedules: Establishing how long records are kept and how they are disposed of.  
· Security and Confidentiality: Ensuring access control to sensitive information.  
· Training and Capacity Building: Ensuring staff understand records management policies and systems.
2.6	Challenges of Records Management in Educational Institutions  
Educational institutions face numerous challenges in managing records effectively, impacting the overall effectiveness of their records management practices. One significant issue is information overload, where the sheer volume of data generated from student records to administrative documents becomes overwhelming. This influx of information can lead to difficulties in categorization, retrieval, and storage, thereby hindering efficient access and utilization of records. Despite its importance, educational institutions often face several challenges in managing records effectively:  
· Inadequate infrastructure and storage facilities.  
· Lack of trained personnel or archivists.  
· Absence of clear records management policies.  
· Poor ICT integration for digital records.  
· Security threats, especially for electronic records.  
· Budget constraints and poor funding.  
(Ocholla & Ngulube, 2019) note that many institutions in developing countries struggle with poor recordkeeping due to these systemic challenges.
2.7	The Necessity For Records Management
Maintenance of firm records is very paramount and vital because of the usefulness of records and information on firm management are very important to the continued existence and survival of a business firm or an organization. The following are the reasons why it is necessary to maintain the records of a firm or an organization according to:  
1. Legal Purpose: Records serve as a legal purpose. It provides documented evidence in case of problems. These include property titles, civil rights, and other legal matters needed by a firm or an organization.  
2. Administrative Purpose: Records are helpful tools for the purpose of decision-making. It provides necessary data for managerial planning and policy-making of the firm or an organization. Records are of utmost importance for an organization’s administrative function and performance of daily activities.  
3. Information Purpose: Records provide the database for MIS—Management Information System. The achieves as well as records organization departments are generally recognized as the primary source of materials for information and research into the history of society.  
4. Financial Purpose: Records of financial information of a firm or an organization needed to be kept in a safeguard place for the future references. This should be in the form of long-term documentary evidence of the way in which funds were obtained, allocated, controlled, and expanded.  
In every organization, it is necessary to keep records because decision are made towards future plan of work. So every business must address well-defined objectives which will add value, either directly or toward the achievement of the organization’s goals and objectives.





CHAPTER THREE
METHODLOGY
The 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 of 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  
Questionnaires are used as an instrument for the collection of data. The data collection was as a result of researcher's findings through some textbooks, magazines and journals that deal with secretarial studies. The items in the questionnaire are placed in four point rating scale of “SA – Strongly Agree 4, A – Agree 3, D – Disagree 2, and SD – Strongly Disagree 1” respectively.  
3.2	Population of the Study  
The population of the study comprises of staff in Kwara State University, Malete. The 25 staffs were selected in Kwara State University, Malete.  


3.3	Sample and Sampling Techniques  
The researcher used all the total population as sample size. The total number of population is sizeable to manage for the study.  
3.4	Distribution and Collection of Data  
The researcher with the assistance of some associates (secretaries) distributed the questionnaire to the secretaries used as respondents. The researcher administered the twenty five questionnaires at Kwara State University, Malete; the researcher returned to collect them back after one week.  
3.5	Method of Data Analysis  
All the data collected from the respondents were interpreted and analyzed in tabular for. The data were manually analyzes with the aid of a calculator.  
For case understanding of the study, figures were converted to percentage which portrays results to readers at a glance. The conclusions drawn were based on the data collected through questionnaires.  







CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction  
This chapter dealt with data analysis. The chapter will be conducted and presented as follows.  
4.2	Results
Table 4.1:	The institution has a clear and comprehensive records management policy.  
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	19
	76

	Agree
	06
	24

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 19(76%) of the respondents strongly agreed with the statement that the institution has a clear and comprehensive records management policy, 6(24%) respondents agreed with the statement, while none of the respondents responded to disagreed and strongly disagreed with the notion.
	This implied that the institution has a clear and comprehensive records management policy.
	Table 4.2:	Staff members are well-trained in records management procedures.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	60

	Agree
	06
	24

	Disagree
	04
	16

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.2 above revealed that, 15 (60%) of the respondents strongly agreed with the notion that Staff members are well-trained in records management procedures, 6(24%) respondents agreed, while 4(16%) respondents disagreed and there was no respondents for strongly disagreed.
	Therefore, one can say that Staff members are well-trained in records management procedures.





Table 4.3:	The institution uses efficient technology for managing records.  
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	17
	68

	Agree
	04
	16

	Disagree
	04
	16

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.3 above indicated that, 17(68%) of the respondents strongly agreed with the notion that the institution uses efficient technology for managing records, 4(16%) respondents agreed, while 4(16%) respondents disagreed and there was no respondents for strongly disagreed.
	It is obvious to conclude that the institution uses efficient technology for managing records.





Table 4.4:	Records are easily accessible to authorized personnel when needed.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	60

	Agree
	05
	20

	Disagree
	05
	20

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.4 above showed that, 15(60%) of the respondents strongly agreed with the notion that Records are easily accessible to authorized personnel when needed, 5(20%) respondents agreed, while 5(20%) of the respondents disagreed and there was no respondents for strongly disagreed.
	It is clear to conclude that records are easily accessible to authorized personnel when needed.





	Table 4.5:	The institution regularly audits its records management practices.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	10
	40

	Agree
	08
	32

	Disagree
	05
	20

	Strongly Disagree
	02
	8

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.5 indicated that, 10 (40%) of the respondents strongly agreed, 8(32%) respondents agreed with the statement that the institution regularly audits its records management practices, while 5(20%) disagreed and 2(8%) of the respondents strongly disagreed with the notion.
	This implied that the institution regularly audits its records management practices.




	
Table 4.6:	Confidential records are stored securely within the institution.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	18
	72

	Agree
	07
	28

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.6 revealed that, 18(72%) of the respondents strongly agreed, 7(28%) respondents agreed with the notion that confidential records are stored securely within the institution, while none of the respondents responded to disagreed and strongly disagreed respectively.
	It is safe to conclude that technology confidential records are stored securely within the institution.





Table 4.7:	Records are organized in a manner that supports quick retrieval.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	60

	Agree
	08
	32

	Disagree
	02
	8

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.7 showed that, 15(60%) of the respondents strongly agreed with the notion that records are organized in a manner that supports quick retrieval, 8(32%) respondents agreed with the notion, while 2(8%) disagreed and there was no respondents for strongly disagreed with the statement.
	Therefore, it is obvious to conclude that records are organized in a manner that supports quick retrieval





Table 4.8:	There is a clear process for the disposal of records that are no longer needed.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	14
	56

	Agree
	05
	20

	Disagree
	06
	24

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.8 revealed that, 14(56%) of the respondents strongly agreed with the notion that there is a clear process for the disposal of records that are no longer needed, 5(20%) respondents agreed with the notion, while 6(24%) respondents disagreed and there was no respondents for strongly disagreed.
	This implies that there is a clear process for the disposal of records that are no longer needed.





Table 4.9:	The institution has policies in place to handle records during emergencies or disasters.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	64

	Agree
	05
	20

	Disagree
	04
	16

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.9  indicated that, 16(64%) of the respondents strongly agreed with the statement that the institution has policies in place to handle records during emergencies or disasters, 5(20%) respondents agreed with the notion, while 4(16%) of the respondents disagreed and there was no respondents for strongly disagreed with the notion.
	It is obvious to conclude that the institution has policies in place to handle records during emergencies or disasters
.



Table 4.10:	The records management system is updated regularly to meet the institution's needs.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	22
	88

	Agree
	03
	12

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.10  showed that, 22(84%) of the respondents strongly agreed with the statement that the records management system is updated regularly to meet the institution's needs, 8(16%) respondents agreed, while none of the respondents disagreed and strongly disagreed respectively.
	Therefore, one can conclude that the records management system is updated regularly to meet the institution's needs.





	Table 4.11:	The records management system is updated regularly to meet the institution's needs.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	80

	Agree
	04
	16

	Disagree
	01
	4

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.11 revealed that, 20(80%) of the respondents strongly agreed with the statement that the records management system is updated regularly to meet the institution's needs, 4(16%) of the respondents agreed while 1(4%) respondents disagreed and there was no respondents for strongly disagreed with the statement.
	It is clear to conclude that the records management system is updated regularly to meet the institution's needs.





Table 4.12:	The current records management system contributes positively to the smooth running of the institution.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.12 indicated that, 25(100%) of the respondents strongly agreed with the statement that the current records management system contributes positively to the smooth running of the institution, while none of the respondents responded to agreed, disagreed and strongly disagreed respectively.
	Therefore, one can say that the current records management system contributes positively to the smooth running of the institution
.




Table 4.13:	Staff are aware of the importance of proper records management in ensuring institutional efficiency.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	00
	0.00

	Agree
	20
	80

	Disagree
	05
	20

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.13 revealed that, 20(80%) of the respondents agreed with the notion that staff are aware of the importance of proper records management in ensuring institutional efficiency, 5(20%) respondents disagreed with the statement, while there was no respondents for strongly agreed and strongly disagreed respectively.
	It is safe to conclude that staff are aware of the importance of proper records management in ensuring institutional efficiency.





Table 4.14:	The institution’s records management system allows for proper monitoring and tracking of records.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	19
	76

	Agree
	06
	24

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.14 showed that, 19(76%) of the respondents strongly agreed, 6(24%) respondents agreed with the statement that the institution’s records management system allows for proper monitoring and tracking of records, while none of the respondents responded to disagreed and strongly disagreed respectively.
	Therefore, one can say that the institution’s records management system allows for proper monitoring and tracking of records.





Table 4.15:	Physical records (paper-based) are well-organized and safely stored
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	22
	88

	Agree
	03
	12

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.15 revealed that, 22(88%) of the respondents strongly agreed, 3(12%) respondents agreed with the statement that Physical records (paper-based) are well-organized and safely stored, while there was no respondents for disagreed and strongly disagreed respectively with the notion.
	This implies that Physical records (paper-based) are well-organized and safely stored.





Table 4.16:	The digital records management system is user-friendly and easy to navigate
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	21
	84

	Agree
	04
	16

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.16 revealed that, 21(84%) of the respondents strongly agreed with the statement that the digital records management system is user-friendly and easy to navigate, 4(16%) respondents agreed with the statement, while none of the respondents disagreed or strongly disagreed respectively.
	It is obvious to conclude that the digital records management system is user-friendly and easy to navigate.





Table 4.17:	Staff follow proper procedures for managing both paper and electronic records.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	80

	Agree
	05
	20

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.17 showed that, 20(80%) of the respondents strongly agreed with the notion that staff follow proper procedures for managing both paper and electronic records, 5(20%) respondents agreed, while there was no responds from disagreed and strongly disagreed respectively.
	One can conclude that staff follow proper procedures for managing both paper and electronic records.





	Table 4.18:	Records are regularly backed up to prevent data loss.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	60

	Agree
	10
	40

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.18 revealed that, 15(60%) of the respondents strongly agreed with the statement that Records are regularly backed up to prevent data loss, 10(40%) respondents agreed while none of the respondents responded to disagreed and strongly disagreed respectively. 
	This implies that Records are regularly backed up to prevent data loss.






Table 4.19:	The records management system supports the institution’s overall goals and objectives
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	60

	Agree
	10
	40

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.19 indicated that, 15(60%) of the respondents strongly agreed with the notion that the records management system supports the institution’s overall goals and objectives, 10(40%) respondents agreed, while none of the respondents responded to disagreed and strongly disagreed with the notion respectively. 
	It is safe to conclude that the records management system supports the institution’s overall goals and objectives.




Table 4.20:	The institution invests enough resources into improving its records management practices.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.20 showed that, 25(100%) of the respondents strongly agreed with the notion that the institution invests enough resources into improving its records management practices, while none of the respondents responded to agreed, disagreed and strongly disagreed with the statement respectively. 
	This implies that the institution invests enough resources into improving its records management practices.





CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATION
5.1	Summary
The Role of Effective Record Management Skills in Organizational Information Management System plays a crucial role in ensuring the proper storage, retrieval, and utilization of academic and administrative documents. A case study of Kwara State University, Malete, examines how well-organized record-keeping systems enhance institutional operations. The study highlights the importance of efficient records management in facilitating decision-making, promoting transparency, and ensuring compliance with regulatory standards. By implementing modern records management practices, the institution can ensure timely access to necessary information, improve operational efficiency, and reduce errors associated with manual record-keeping. The research underscores the need for continuous training, adequate resources, and the establishment of clear policies to realize the full benefits of an effective records management system, ultimately enhancing the overall functioning of the academic and administrative sectors.  
5.2	Conclusion
In conclusion, the Role of Effective Record Management Skills in Organizational Information Management System at Kwara State University, Malete, plays a critical role in ensuring the smooth operation and administrative efficiency of the institution. The study highlights that proper records management is essential for maintaining accurate and timely documentation, which directly impacts decision-making processes, accountability, and compliance with regulatory requirements. The research demonstrates that while the institution has made significant strides in improving its records management practices, challenges such as inadequate training, limited resources, and resistance to change still exist. Addressing these challenges through continuous investment in technology, staff development, and policy enforcement will be vital for achieving an optimal records management system.   has implemented various records management practices, there are still challenges in terms of resource allocation, staff training, and the integration of modern technology to streamline processes.  
Moreover, the study identifies the effectiveness of records management practices is not solely dependent on the availability of physical and digital tools but also on the commitment of staff and management to adhere to established policies. Effective record-keeping requires a collaborative effort, and this research emphasizes the importance of continuous staff training, regular audits, and the establishment of clear guidelines to enhance the overall efficiency of records management systems. Furthermore, it suggests that the Polytechnic could benefit from greater investment in automated systems, which would reduce the risks of human error and ensure better accessibility and security of institutional records.  
The study concludes that when records management systems are effectively managed, they contribute to better organizational performance, transparency, and the achievement of institutional goals.  
5.3	Recommendations
Based on the result or findings of this research, the following recommendation is made:  
1. To enhance accessibility and retrieval of records, educational institutions should adopt comprehensive digital records management systems. This will not only streamline the storage and organization of records but also ensure that they are secure, easily accessible, and compliant with legal standards.  
2. Continuous training should be provided to staff responsible for records management. This will help them stay updated on the latest record-keeping technologies, best practices, and legal compliance requirements, ultimately improving the overall efficiency of record management within the institution.  
3. Developing and enforcing standardized procedures for creating, storing, retrieving, and disposing of records is crucial.  
4. It is important to create clear retention and disposal policies for various types of records. Policies should specify how long different records should be kept and when they can be legally disposed of. This will help institutions manage space effectively and comply with relevant regulations.  
5. Protecting sensitive information is critical. Institutions should implement strong security measures, such as password protection, encryption, and access control mechanisms, to safeguard both physical and digital records from unauthorized access or loss.  
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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 “THE ROLE OF EFFECTIVE RECORD MANAGEMENT SKILLS IN ORGANIZATIONAL INFORMATION MANAGEMENT SYSTEM”.
The exercise is important in partial fulfillment of the requirements for the award of National Diploma in Office Technology and Management of the institution.
Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.
Yours faithfully

AJISOPE ROKEEBAT AJOLAYO
ND/23/OTM/FT/0122






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 “THE ROLE OF EFFECTIVE RECORD MANAGEMENT SKILLS IN ORGANIZATIONAL INFORMATION MANAGEMENT SYSTEM”.
Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.


Yours faithfully

AJISOPE ROKEEBAT AJOLAYO
ND/23/OTM/FT/0122

QUESTIONNAIRE
1. The institution has a clear and comprehensive records management policy.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
2. Staff members are well-trained in records management procedures.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
3. The institution uses efficient technology for managing records.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
4. Records are easily accessible to authorized personnel when needed.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
5. The institution regularly audits its records management practices.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
6. Confidential records are stored securely within the institution.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree


7. Records are organized in a manner that supports quick retrieval.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
8. There is a clear process for the disposal of records that are no longer needed.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
9. The institution has policies in place to handle records during emergencies or disasters.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
10. The records management system is updated regularly to meet the institution's needs.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
11. The current records management system contributes positively to the smooth running of the institution.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree



12. Staff are aware of the importance of proper records management in ensuring institutional efficiency.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
13. The institution’s records management system allows for proper monitoring and tracking of records.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
14. Physical records (paper-based) are well-organized and safely stored.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
15. The digital records management system is user-friendly and easy to navigate.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
16. Staff follow proper procedures for managing both paper and electronic records.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
17. Records are regularly backed up to prevent data loss.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
18. The institution’s records management practices comply with legal and regulatory requirements.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
19. The records management system supports the institution’s overall goals and objectives.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree
20. The institution invests enough resources into improving its records management practices.  
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree

