

CHAPTER ONE
INTRODUCTION
1.1	Background of the Study
The introduction of information and communication Technology (ICT) is promoting efficiency in all areas of human activities. Individual, group and governments all over the world are taking the advantage of this opportunity to transform the activities of various sectors through the development of new skills. Information and communication Technology has been identifies as a major factor for effective service deliver. The use of ICT requires some particular skills that are essential to any activity.
Skill a concept is the ability to use human knowledge effectively in carrying out a given task. A skill is the ability to put into use acquired competencies attitude and behaviours after an exposure to theories and practices fundamental in the field of study.
The term Information and Communication Technology, based office sills are generally referred to the use of integrated computer systems to support administrative procedures in an offices environment. An Information and Communication Technology Skill (ICT) has become a vital engine of growth for organizations.
In today's world the use of adoption of Information and Communication Technology (ICT) in organizations could be helpful in the task of capacity building therefore; negative view in this direction could constitute a draw back to the achievement of our science and technology objectives. Because of the Information and Communication, adoption or use of Information, Information Communication Technology in organizations today, one can communicate in different ways, fully capable of communicating his or her findings from economical enquiry using power points, spread sheets to present graphs of data from around the world, moreover, the evolution of technology can be traced from the earlier days of human existence, when our early ancestors learn the benefits of setting in one area to cultivate farmlands and grow foods rather than wonder from one place to another.
The computer is one of the greatest invention, of the 20th century which has contributed to the services of humanity through its capacity to automate the highly needed respective calculation, earlier invention have necessitated from the history of man existence, it is clear that three has been acuminous search for a way to reduce computational efforts, primitive and mechanical tools to speed LI calculation during the ear of pre-digital electronic computer.
The researcher observed that ICT is not effectively used in our classroom situations; this is partly because most of the employers are not computer literate, therefore making it difficult from to operate ICT materials. The issue of power, which is needed to power the computers, is another problem affecting ICT application in some organizations.
1.2 	Statement of the Problem
The use of Information and Communication Technology in organizations, like any other devices is because of the ability or its capability to store large volumes of data, organize and analyze data accurately in other to produce quality information it has been the rapidly expanding trend could be that there is a problem in the application of the ICT in organizations.
The efficiency and effectiveness of the secretary skills in every business organization depends on the availability of the office technologies as well as the skills and competencies of the secretary.
This study examines the critical Appraisal of the Information and Communication Technology skills necessary for effectiveness of service delivery of Business Organizations. 
1.3 Objectives of the Study
The major objective of this study is to examine the Impact of Information and Communication Technology on the Effectiveness of Secretaries; while this specific objective is to:
i. Access the extent by which organizations use ICT in organization
ii. Identify problems in the use of ICT in manufacturing firm.
iii. Recommend ways of using Information and Communication Technology in organizations. 
iv. Find out the advantages of Information and Communication Technology to organizations. 
v. Identify the likely consequences of not investing on ICT in organizations.
1.4 Research Questions
 The following research questions were raised to discuss the subject matter:-
i. What extent by which organizations utilizes ICT in organization?
ii. What are the problems facing by the manufacturing firms in the use of ICT ?
iii. What are the ways of using ICT facilities in organizations?
iv. What are the advantages of ICT in organizations?
v. What could be the likely consequences if not Investing on ICT in organizations?
1.5 Significance of the Study
Upon the completion of this research work, it will be of great benefit to secretaries in organizations, in particular organizations across the globe in general, both public and private establishment in their secretariat works. This is because, the work of secretary are numerous and it will be very stressful using outdated ICT, this research work will expose them to reasons they should imbibe the culture of using ICT. 
The organization will benefit most because using ICT will enhance the productivity of secretaries and thus ensure the achievement of the organization’s goal at a faster pace.
The future research provides several benefits to researchers, firstly it offers a scientific foundation for the discipline, improving its quality and positioning it better among other sciences. A research significance is a statement that explains why your study matters and what contribution it makes to your field. It is often required in academic proposals, reports and papers to persuade readers, reviewers, and funders that your research is worth pursuing and supporting.
1.6 Delimitation
The investigation of this research work would be limited to a study on Agricultural and Rural management Training institute Ilorin. This study is limited to secretary alone in the organization.

1.7 limitation
Gathering of all needed data in most studies is usually met with a number of limitations and constraints. As a matter of fact, financial barrier is a big constraint during the exercise. Also, getting accurate information when the questionnaire will be distributed to people will be a limitation to the study. However, despite all this constraint the researcher ensure that the effective completion and quality of the work is not affected. 

CHAPTER TWO
LITERATURE REVIEW
2.0	Introduction
	This chapter deals with review of related literature. The review will be conducted under the following sub-headings:-
2.1 concept Information and communication technology 
2.2 Role and responsibilities in contemporary organization.                                                                    
2.3 The challenges of ICT/ and office technology secretaries.                                                            
2.4 Solution to challenges posted by ICT on secretaries.                                                                    
2.5 ICT skill require of office technology secretaries.

2.1 Concept of Information and Communication Technology 
Agbamu (2005), see ICT as the use of electronic computers and computer software to convert, store and process, transmit and retrieve information. It is the system of creating, processing, disseminating and use of vocal, pictorial, textual and numerical information. ICT is the combination of electronic and telecommunication so that large amount of data and information can be stored and transmitted Ayo (2001), sees the concepts of ICT as the computer system and telecommunication equipment in information processing using the computer, transmission information using telecommunication equipment and dissemination of information in multimedia.
Okereke and Ndinechi (2005) defined ICT as the processes involved in obtaining, packaging and communicating information. The National Policy on information Technology (2001) defines ICT in two ways: ICT means computer, ancillary equipment, software and hardware and, similar procedures, services (including support services) and. related resources.
ICT includes any equipment or interconnected system or subsystem of equipment that is used in automatic acquisition, storage, manipulation, management movement, control, display, switching, interchange and transmission of reception of data or information.
As a result of the above discussion, one can simply liken ICT to a case of a mechanized farmer who has every machine, equipment, tool, c. chemical and required skill and experience with which he can use in his farm to ensure proper cultivation of land, pest control, etc. that will in turn contribute to effective germination and bountiful harvest of his farm products. ICT also refers to all forms of technologies and tools applied to processing, storing and transmitting information in electronic from that would enable and assist secretaries/ office technology managers to discharge their secretarial and, office functions as effective as possible.
For office technology secretaries to be relevant and continue to be relevant in the world of work, he/she must have adequate knowledge, skills and experiences on how to use and operate most of these ICT tools in who took down dictation. Men dominated secretarial jobs until the late 1880s. However, in the 1930s, women started to dominate the profession. In Nigeria, there were few secretaries in the early 1900s because there were no government established training institutions. Organizations employed typists and stenographers as secretaries. These "secretaries" trained in road-side secretarial institutes.
These institutes did not have qualified instructors and adequate machines. Therefore, those who employed them were skeptical about their administrative competence, thus limiting their activates to routine or chore office job. In the late 1900's the state and federal governments started recognizing the need to employ efficient secretaries and established Federal Training Centre's in Lagos and Kaduna. The state government later established staff Development Centre's. Admission requirements into these centers were low. After, polytechnics were established by both state and federal governments in order to have better trained secretaries. At present, we have a few universities with a secretarial administration department where secretaries are trained. The polytechnics are still regarded as the best place to train secretaries. Secretaries command high respect and they easily get jobs. They are versatile because all organization need them. In the early days of producing secretaries in Nigeria, people regarded those who went to commercial secondary modern or commercial secondary school as dullards. The public regarded those who went to secondary grammar schools as highly intelligent those who become doctor, lawyers, engineers, etc. Things have interestingly reserved as commercial business courses are becoming more versatile than the science courses. We now find doctors and other professionals who write accounting examinations.

2.2 Roles and  Responsibilities in Contemporary Organization
The secretarial functions, though a supportive function, requires a large amount of initiative, tact and resourcefulness to succeed. Ugiagbe (2002) defined a secretary as an assistant to n executive, possessing mastery of Office stills and ability to assume responsibility without direct supervision, who displays initiative, exercises judgment, and makes decisions within the scope of his/her authority.
Boladele (2002) expressed that a secretary is: warn, endlessly helpful and understanding individual whose sole aim is to alleviate, solve, prevent or soften problem workload and upsets for his/her executive. He/she is the means by which the executive initiates handles and complete a project.
A secretary who is familiar with the company's policies, price list and handbooks should relive the boss of such burden by providing accurate information. He should be able to coordinate the administrative activities and organize the office for efficient performance. He should be able to use the internet and train new staff on the computer. The secretary is a member of a team in the workplace and therefore should always cooperative and supportive. He should be able to write and present reports and disseminate information using website and e-mail. He now shares with the manager and the responsibilities that were hitherto reserved for the manager.



2.3 The Challenges Of ICT and Office, Technology Secretaries
Organizations require from office secretaries high degree of effectiveness, efficiency, accuracy, speed, timely performance and deliver of task, increase productivity and many more. It is therefore imperative and inevitable for prospective, new entrants and. existing secretaries into the world of work to be well prepared in n order to meet and deliver their job performance effectively and efficiently as expected towards contributing to the achievement of organizational objectives.
Secretarial profession has become more vast and highly demanding than it used to be in the past hence, the need to change from the use of archaic and slow manual office equipment and machines to highly sophisticated ones which include ICT resources, internet etc. in order to enhance their productivity and efficiency in the office.
Since secretarial and ICT skills are those abilities that will enable the secretary to perform office duties most effectively, therefore, skills required of office technology, secretaries need regular evaluation for current update wherewithal to meet the changes of time.

2.4 Solutions to Challenges Posted By ICT On Secretaries
The knowledge of training the old. workforce acquired have become obsolete because of changing requirements, the existing work patterns and practices need to be updated more or less continuously to keep pace the with the prevailing technological development.
Babangida (1998) puts it more clearly, 'you should avoid the fatal mistake of proverbial dinosaur which lived on it its past glory, refused to learn new methods, failed to adapt to changing times and which had to face definite extinction." Secretaries need to be on the new techniques in managing information u.ing the latest information and communication technologies. This will go a long way in improving their skills and efficiency. Secretary's trainers in institution of higher learning need to be trained and retrained with the new technology skills on prospective secretaries.

2.5 ICT skill required of office technology secretaries
Modern secretaries are often the employees that hold an office or organization together by making sure staffers and customers are in the right at the right time and have appropriate document and information needed. The type and size of company a secretary works will often dictate what skills are required. However, these are some basic secretarial skills on information communication technology that secretaries should master:
i. Technological skills
ii. Interpersonal skills
iii. Writing skills
iv. Transcription skills
v. Multi tasking skills
vi. Teamwork skills
vii. Attention to Details
viii. Research skills
1. Technological skills: All secretaries need technological skills in order to allow to perform some variety of computer-based task such as spreadsheet, preparing presentations, creating and typing, advanced e-mail abilities, including working and attachment. Therefore, secretaries who are proficient in a variety of computer software applications will have the most career opportunities. Some of the most common technological skills that secretaries must master include, word processing, spreadsheet, presentation, document and managements, desktop publishing and video conferencing.
ii.   Interpersonal Skills: Secretaries must interact daily with their boss, co-workers and customers. Therefore, interpersonal skills and communication skills are essential. In addition to face to face contact, secretaries communicate by e-mail, telephone and teleconference system. It is important for secretaries to be able to clearly communicate and share information with customers and colleagues in variety of ways.
iii.  Writing Skills: In an organization, secretaries are frequently responsible for drafting routine correspondence and filing document as well as proof reading of document, such as pleading brief, discovery and transactional documents. Writing is an integral part of the secretary's job, those who develop strong writing skills will become indispensable to the boss or employer they assist.
iv.   Transcriptional Skills: Transcriptional skills are foundational to secretarial practice. In addition to a fast typing speed (employer minutes), keen listening skills are required to comprehend voice dictation files, string grammar, spelling, as well as understanding some terminologies. In addition, secretaries must be proficient in word processing applications and transcription equipment.
V.   Multi Tasking Skills: Most secretaries work for more than one person or more than one simultaneously. Performing multiple tasks is second nature to a competent secretary. They know how to juggle multiple assignment and competing priorities and how to manage growing workload in today's office where one person frequently perform the job of three.
Vi.   Teamwork Skills: A secretary must have a teamwork spirit because that is the most efficient way secretaries know how to get along with co-workers and collaborate with others in order to get things done.
Vii. Attention to Details: Attention of details is a crucial skill required by a secretary. This skill is critical in the legal profession, for example N60,000, in a settlement instead of N600,000 could result to a problem.
viii.   Research Skills: Secretaries perform internet research for multiple or tasks such as finding directions, gathering client information, researching the competition and locating expert wireless. Many secretaries especially those in small law offices, also perform paralegal duties, including legal research, cite checking and tracking down case law, learning legal research platform such as west law.
To be relevant in today's office, computer and word processing skill is a must for all office technology secretaries because computer has simplified through mechanization and all aspect of office technology function and secretarial procedures. Every computer has word processing facilities.
Ayo (1994) defined computer as an electronic device which accept and processes data by following a set of instructions (programme) to produce an accurate and efficient result (information)! At the end of the present revolution of ICT is the computer which means all other technology's revolve round the computer. It is a powerful tool that can be programmed to do virtually anything imaginable. Computer is a general purpose device that can be applied to various kinds of operations depending on the desire and application software.
Today, many organization in the world have resorted to used of computers in processing documents. A secretary using a computer connected to printer, telephone: line, scanner and other electronic equipment can perform series of tasks just within a twinkle of an eye.
Office technology secretaries rely on ICT in their day-to-day operations. Without the use of ICT, most business organization in both the public arid, private sector would neither be able to development new markets nor expand existing ones. Nukidem (2005), said that the aid of database, information can be inputted, accessed, sorted, extracted and stored in variety of ways by the office technology secretaries.



CHAPTER THREE
METHODOLOGY
3.1 Introduction
This research project is designed to look into the effect of Information and Communication Technology on todays environment.
This chapter states the methods and procedures used in gathering and analyzing data 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 Questionnaire
3.5   Method of Data Analysis

3.1 Instrument Used
A descriptive research design will be adopted to ensure the empirical validity of the research finding because a proper research topic may not he analyzed properly.
Thus, a question will be used in order to draw interference from the opinion of the respondents.

3.2 Population of the Study 
The population for this research work was drawn from the workers of Ministry of environment , Ilorin Kwara State were Twenty (20)

3.3 Samples and Sampling Techniques 
The sampling of this project work was made up of the  Ministry of environment, Ilorin Kwara State as the organizations chosen as the case study. Twenty (20) questionnaire were sent out and Twenty (20) were completed and returned to the researcher. The result derived from the analysis in this chapter was based on the number of questionnaires returned.

3.4  Distribution and Collection Of Data
Distribution and collection of data are classified to the motive of the researcher's objectives or type of research.
Twenty copies of the questionnaire it is concerned with the discovery of the nature of the problem and the variable related to it under the explanation of the research design and methods the explanatory research was through literature idea from magazine, professional journals, and textbooks reconstruct this content. 

3.6 Methods of Data Analysis
All the data collected were manually processed with the aid of a calculating machine. In order to make the data easier, figures were converted to percentages which portray the result to the readers at a glance. Fables were also drawn to indicate the places, the numbers and the percentages of the respondents.




CHAPTER FOUR
DATA ANALYSIS
4.0  Introduction 
This chapter presents the analysis of data collected from 20 Ministry Of Environment in Kwara State, Effects of Information and Communication Technology on Today’s Business Environment. Each table includes response totals and is followed by a clear and meaningful interpretation. 

4.1 Data Analysis
Table 1: ICT has improved communication among staff in the Ministry.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	10
	50

	Agree
	10
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that all 20 respondents (100) either strongly agreed (50) or agreed (50) that ICT has improved communication among staff in the Ministry. This reflects a unanimous agreement on the positive impact of ICT on internal communication.

Table 2: The use of ICT has enhanced employees’ productivity.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	11
	55

	Agree
	9
	45

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that all respondents (100) agreed that ICT has enhanced productivity—55 strongly agreed, and 45 agreed. This indicates a clear consensus on the role of ICT in boosting work efficiency.



Table 3: ICT helps in reducing the time spent on administrative tasks.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)
	

	Strongly Agree
	13
	65
	

	Agree
	7
	35
	

	Disagree
	00
	0.00
	

	Strongly Disagree
	00
	0.00
	

	Total
	20
	100
	


Source: Researcher’s Fieldwork, 2025
The table above shows that 100 of the staff agree that ICT reduces administrative task time, with 65 strongly agreeing and 35 agreeing. This points to the efficiency ICT tools bring to workflow management.




Table 4: ICT improves the accuracy of office operations.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	15
	75

	Agree
	5
	25

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that all respondents agreed—75 strongly and 25 moderately—that ICT enhances accuracy in office operations. This implies that digital systems are viewed as reliable for minimizing errors.



Table 5: Staff members are adequately trained to use ICT tools.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	11
	55

	Agree
	9
	45

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 55 of respondents strongly agree and 45 agree that staff are adequately trained, making a full 100 agreement. This indicates a solid training foundation, though continuous skill upgrades may still be beneficial.



Table 6: The Ministry regularly updates its ICT infrastructure.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	12
	60

	Agree
	8
	40

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 60 strongly agree and 40 agree that the Ministry regularly updates its ICT infrastructure. This suggests regular updates are occurring, though more effort may be needed to keep pace with technological advancement.



Table 7: ICT has improved decision-making processes in the Ministry.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	16
	80

	Agree
	4
	20

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that all respondents agree that ICT enhances decision-making—80 strongly agree and 20 agree. This demonstrates the value of ICT in providing timely and data-driven insights.



Table 8: ICT makes it easier to retrieve and store documents.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	18
	90

	Agree
	2
	10

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 90 of respondents strongly agree and 10 agree that ICT simplifies document retrieval and storage. This reflects widespread satisfaction with digital record-keeping systems.



Table 9: Power outages and poor internet service limit the use of ICT in the Ministry.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	14
	70

	Agree
	6
	30

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that all respondents agreed that infrastructural issues like power outages and poor internet are barriers to ICT use, with 70 strongly agreeing and 30 agreeing. This highlights a critical challenge in ICT implementation.



Table 10: ICT helps in delivering timely services to the public.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	12
	60

	Agree
	8
	40

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 60 of respondents strongly agree and 40 agree that ICT supports timely service delivery. This underlines the external impact of ICT on public satisfaction and service efficiency.








Table 11: ICT makes internal communication more effective (e.g., emails, memos).
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	13
	65

	Agree
	7
	35

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that all respondents agree that ICT enhances internal communication, with 65 strongly agreeing and 35 agreeing. This confirms effective use of platforms like emails and shared drives.



Table 12: The Ministry has reliable ICT technical support.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	10
	10

	Agree
	10
	10

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 50 strongly agree and 50 agree that technical support is available, totaling 100 agreement. This implies existing support systems are helpful, though continuous improvement may still be needed.



Table 13: Use of ICT tools has reduced paperwork.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	17
	85

	Agree
	3
	155

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 85 of respondents strongly agree and 15 agree that ICT has reduced paperwork. This supports the shift from manual to digital processes in documentation.



Table 14: Supervisors and managers encourage ICT use for daily tasks.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	15
	75

	Agree
	5
	25

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 75 strongly agree and 25 agree that ICT use is encouraged by supervisors and managers. This indicates leadership is actively promoting digital integration in daily operations.



Table 15: ICT contributes positively to collaboration among departments.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	17
	85

	Agree
	3
	15

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 85 strongly agree and 15 agree that ICT enhances inter-departmental collaboration. This suggests better communication and teamwork through digital tools.



Table 16: Lack of technical skills among staff affects ICT usage.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	8
	40

	Agree
	12
	60

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 40 strongly agree and 60 agree that lack of technical skills affects ICT use. This points to a need for further capacity building and regular training programs.



Table 17: Security of digital data is effectively managed through ICT systems.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	9
	45

	Agree
	11
	55

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 45 strongly agree and 55 agree that ICT systems ensure secure data management. While confidence is high, there remains a need for constant upgrades to maintain security standards.



Table 18: Online platforms are regularly used (email, intranet, shared drives).
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	16
	80

	Agree
	4
	20

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025

The table above shows that 80 strongly agree and 20 agree that online platforms are regularly used. This reflects high adoption rates of digital tools in daily office functions.



Table 19: ICT improves transparency and accountability in operations.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	7
	35

	Agree
	13
	65

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 35 strongly agree and 65 agree that ICT improves transparency and accountability. This demonstrates that digital records and audit trails support ethical operations.







Table 20: Continued investment in ICT will enhance the Ministry’s performance.
	RESPONSES
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly Agree
	14
	70

	Agree
	6
	30

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s Fieldwork, 2025
The table above shows that 70 strongly agree and 30 agree that continued ICT investment will improve performance. This underscores the belief in ICT as a key enabler of future growth and transformation.



CHAPTER FIVE
SUMMARY, RECOMMENDATIONS AND CONCLUSION
This chapter deals with giving of summary, conclusion and recommendations on the research topic "The Effect of Information and Communication technology on todays environment. based on data collection.

5.1 Summary
Information and communication technology has been generally agreed by the respondents to the application of technology into information and communication system. This research work also revealed that the impact of information and communication technology in enhance the career prospects of a secretary. It was also gathered from the respondents that secretaries in the old office Perform less compared to secretaries in the new office. The respondent as well agreed that the level of information and communication technology knowledge of secretaries will go a long way in determining their efficiency of the job.
The respondents also agreed that the introduction of information and communication technology has reduced time consuming and repetitive work by the secretary in the office. The work of secretaries is now more enjoyable than before.
Finally, it was discovered that secretaries can only be enhance efficient and productive on their job when they have frequent on-the-job training due to the level of advancement in technology.

5.2 Recommendations
From the summary and conclusion of this study, the following recommendations are made:
i. It is recommended that all accredited secretarial institutions should incorporate into their programme the use of office gadgets, both the practical and the theoretical aspect of it should be taught to would be secretaries in order for them to be able to handle these machines more efficiently and enhance when they get to the labour market.
ii. It is also recommended that secretaries should handle the office machines with care and make sure that they are adequately serviced and well protected in order to prolong their life span

5.3 Conclusion
The acquisition of information and communication technology competencies is essential in order to be part of the current revolution in all aspects of human endeavor affecting the social, cultural, political and religious lives of people and corporate entities.
Information and communication technology has impacted greatly on the office job. It is easier for the secretary to handle documents with much speedy and can transmit information to users at different locations at the same time with ease. Information is the major aspect of office task, be it large or small and the development of information and communication technology has made huge impact on business communication.
Information and communication technology has made information handling very simple for the secretaries. The process of going to the post office to deliver letters all the time has been reduced because of the use of computerized services. Advance technology in the office has created specialized the career prospects and this has improved the bosses and secretary's relationship.
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APPENDIX I
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Ma,
                             RESEARCH QUESTIONNAIRE
          I am a student of Kwara State Polytechnic, Ilorin carrying out a research on the topic "The Effect of information and communication technology on todays business environment.
          This research work is in partial fulfillment of the requirement for the award of National Diploma (ND) in Office Technology and Management. The questionnaire is therefore part of the final assessment for data collection for the research. Please tick the correct answer to the questions that proceed.
Thanks for your cooperation.
Yours faithfully,

AJIBOYE OLABODE TEMITOPE
ND/23/OTM/FT/0002
APPENDIX II
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Ma,
QUESTIONNAIRE
      I shall be grateful if you could kindly complete the questionnaire designed for data collection on research title: The Effect of information and communication technology on todays business environment. You are requested to tuck ( ) the correct answer in the appropriate place provided. All information supplied will kept confidential as the data is for academic purpose only.
 Thanks for your cooperation.
                                                    
Yours faithfully,

AJIBOYE OLABODE TEMITOPE
ND/23/OTM/FT/0002
QUESTIONNAIRE
1.	Information and Communication Technology Simply Means the Application of Technology into Information and Communication System.
(a)Strongly agree ( ) (b)Agree ( ) (c)Strongly disagree ( ) (d)Disagree ( )
2.	Modern office equipment can maintain their position in the modern office.
(a)Strongly agree ( ) (b)Agree ( ) (c)Strongly disagree ( ) (d) Disagree ( ) 
3.	The attitude of worker towards the use of modern office machines is significant.
(a)Strongly agree( ) (b)Agree( ) (c)Strongly disagree( ) (d)Disagree( )
4. 	Orientations and training acquired by the moderns worker are enough to enable them make use of information communication technology. 
(a)Strongly agree (%) (b)Agree(%) (6)Strongly disagree(%) (d)Disagree(%)
5. 	Modern office equipment helps workers to be more effective and efficiency.
(a)Strongly agree ( ) (b)Agree( ) (c)Strongly disagree( ) (d)Disagree( )  
6.	Modern secretaries who are not computer literate be employed in a modern office.
(a)Strongly agree( ) (b)Agree( ) (c)Strongly disagree( ) (d)Disagree( )
7. 	The advent of computer affected the demand for worker.
(a)Strongly agree( ) (b)Agree( ) (0)Strongly disagree( ) (d)Disagree(b)
8. 	The modern office machines were invented to reduce monotony and increase the efficiency of works done by secretary.
(a)Strongly agree(%) (b)Agree(%) (c)Strongly disagree(%) (d)Disagree(%)
9. 	Technological changes have tremendously transformed the traditional role of worker in office.
(a)Strongly agree(%) (b)Agree(%) (c)Strongly disagree(%) (d)Disagree(%) 
10.	Modern office machine has made possible for crude methods of performing task to give away to a easier way of carrying out various office routine duties.
(a)Strongly agree(%) (b)Agree(%) (c)Strongly disagree(%) (d)Disagree(%) 
11. 	The advent of modern office equipment in power holding company of Nigeria poses the greatest challenges to the worker since the origin of corporate service,
(a)Strongly agree(%) (b)Agree (%) (c)Strongly disagree(%) (d)Disagree(%)
12. 	Modern office machine indeed brought about radical change in the way a worker handles are duty.
(a)Strongly agree(%) (b)Agree(%) (c)Strongly Disagree (%) (d) Disagree (%)
13. 	Teleconference as one of the modern office machine is important to modern worker.
(a)Strongly agree(%) (b)Agree(%) (c)Strongly disagree(%) (d) Disagree (%)
14. 	The continues growth of computer in modern business world would make worker without computer literacy be conveniently employed.
(a)Strongly agree(%) (b)Agree(%) (c)Strongly disagree(%) (d)Disagree(%)
15. 	Machines should be selected on the basis of Fund available and its benefit for office.
(a)Strongly agree(%) (b)Agree(%) (c)Strongly disagree (d)Disagree(%)
16. 	Information and communication technology simply means the application of technology into information and communication system.
(a)Strongly agree(%) (b)Agree(%) (c)Strongly disagree(%) (d) Disagree(%))
17.	The utilization of information and communication technology has tremendously increased the efficiency of the secretaries in an organization.
(a)Strongly agree(%) (b)Agree(%) (c)Strongly disagree(%) (d)Disagree(%)
18. 	Computer is believed to the "heart" of information and communication technology. 
(a)Strongly agree(%) (b)Agree(%) (c)Strongly disagree(%) (d)Disagree(%)
19. 	Acquiring appropriate office equipment will enable the professional worker to achieve high productivity.
(a)Strongly agree(%) (b) Agree(%) (c)Strongly disagree(%) (d)Disagree(%)
20.	Secretaries need ICT skills to browse and download information in the internet.
(a)Strongly agree (	) (b)Agree(%) (c)Strongly disagree (%) (d)Disagree(%)
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