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CHAPTER ONE
Introduction 
1.1.  Background Of The Study 
The issue of the crowded working environment is the cause of deterioration in work performance and affects workers' health. This eventually involves losses that offset any financial benefit. The office physical settings have significant effects on employees‟ attitudes and behaviors. It is important to have quality office spaces as it creates comfort, satisfaction and productivity, and health of office employees. The physical workplace environment and a substantial influence on employees‟ performance.
The working environment is often related to a place where a job is completed, and typically it involves other factors relating to the workplace, such as the quality of the air, noise level, visual distraction, additional perks, and benefits of employment. Therefore workplace should be defined as "the environment" where people are connected, interact socially, and come together for the work to be done
        A good reputation for an organization should be built for it before the outside world for it to be recognized in the business environment to achieve this; the organization has to put together both human and material resources to achieve efficiency. But efficiency does not just come the organization has to motivate the workers for optimal efficiency. Motivation at times is only restricted to monetary incentives being given to workers. 
The interior environmental components and dimensions from noise, visual privacy, lighting, thermal comfort, plants, colors, furniture, and interior decoration were also examined. Those sensibilities in understanding the term environment are the transient characteristic that is affected by time (Manning, P., 2019). The term workplace or working environment is used to describe the working condition where the employee works. He further pointed out that workplace environment usually can be associated with the physical conditions from the sick building syndrome often due to poor ventilation or off-gassing of chemicals used during construction. This consideration is composed of physical conditions such as office ventilation systems, and equipment like computers and printers.
However, workers are to be motivated not only by monetary incentives but also by a conducive working environment when conducive， the workers will like to stay in the office to enjoy the facilities and equipment provided by the employee. A good design working place is a booster of morale to the employee who will be selling to invite an outsider to come and transact business with the organization， then the organization must take cognizance of this factor and improve on the design layout and the facilities provided in the office for the employee. It is worth noting that performance could be liked to a conducive or unconducive working environment so big names business organizations move offer than they move with the pave of technology in the office automatically and orgasmic, thereby making the workplace alternative and conducive to the workers and dents alike.
Human behavior is dynamic and can easily change to what he sees workers complain about the types of office environment in which they work, they make them spend little time in the office jumping from pillar to post, late coming long conversations in the wretched office, and good atmosphere outside the workplace through the organization are now beginning to understand the fact that workers must be comfortable in the office and even within the work environment. And this ergonomic is being given prominence today due to certain laws that established standards for organizations to follow in relishing a conducive workplace.
A conducive working environment is a workplace that promotes employee safety, growth, and goal attainment. These environments are most conducive to a successful workforce as they encourage employees to perform to their highest ability. Companies can achieve a positive working environment by focusing on their overall culture, supporting employee growth, and making employees feel safe and comfortable. Positive working environments provide several benefits for both employees and employers. 
This is because this type of environment can lead to employee success and happiness both personally and professionally. Here are four reasons why a positive work atmosphere is important in the workforce, having a conducive working environment is a great way to increase your work output. When you're happier, you may be more productive and more equipped to complete your tasks efficiently. This can also help you become a better employee, which leads to raises and promotions.
1.2	Statement Of The Study 
Visits to certain organizations have revealed that workers are made to work under certain unfavorable and unconducive environmental conditions while high performance is expected from them.
This research work is there to sensitize a conducive environment for the workers to enhance productivity and the image of the organization to the outside world.
1.3	Objective Of The Study 
The main objective is to examine Impact of Conducive Environment as aCriterium for Optimum Performance of Workers in an Organization.
i. Find out the importance of a conducive office environment in an organization.
ii. Examine the problems facing both organizations and workers that have inadequate office settings.
iii. Identify likely consequences of poor office settings and environment.
iv. Know how a conducive environment can improve workers motivation.
v. Examine the factors that contributed to the poor working environment
1.4	Research Questions 
	i.	What is the importance of a conducive office in an organization?
	ii.	What are the problems facing both the organization and workers that have 			inadequate office settings?
	iii.	What are the consequences of poor office settings that affect employees?
	iv.	How do a conducive environment and good office settings serve as motivation in 		the organization?
	v.	What are the factors that contributed to the poor working environment?
1.5	Significant Of The Study 
The study is designed to highlight individuals and organizations that are likely to benefit from this research work upon it's completion.It gives organizations insight on how a conducive environment can grow the organization positively.
It makes it easier for future researchers to take up on this research work by showing them the importance of conducive environment for a good performance of job.A conducive environment can give office workers the zeal to do their work without panicking.The management can also be influenced by a conducive environment.
1.6	Delimitation 
      This project is focused on the impact of a conducive office environment as a criterion for optimum performance of workers in an organization. No attempt would be to go beyond this topic.
1.7	Limitations 
There were no problems, challenges, constraints, or limitations encountered during writing this very chapter of this study.





CHAPTER TWO
Review Of  Related Literature 
2.0	Introduction 
This research is on the impact of a conducive environment as a criterium for optimum performance of workers in an organization. This study will be conducted under the following, subheadings.
2.1Theconceptofanofficeenvironment
2.2Theimportanceofaconduciveofficeinanorganization
2.3Problemsfacingboththeorganizationandworkersthathaveinadequateofficesettings
2.4ConsequencesofpoorofficesettingstotheEmployees
2.5Impactofaconduciveenvironmentandgoodofficeinanorganization
2.6 Factorsthatcontributedtothepoorworkingenvironment

2.1 The Concept Of  An Office Environment.
The term workplace or working environment is used to describe the working condition where the employee works. He further pointed out that workplace environment usually can be associated with the physical conditions from the sick 
building syndrome often due to poor ventilation or off-gassing of chemicals used during construction. This consideration is composed of physical conditions such as office ventilation systems, and equipment like computers and printers. The working environment is often related to a place where a job is completed, and typically it involves other factors relating to the workplace, such as the quality of the air, noise level, visual distraction, additional perks, and benefits of employment. Therefore workplace should be defined as “the environment” where people are connected, interact socially, and come together for the work to be done. This broader definition will lead workplace development to include the determination of:
 • A job that needs to be done at: (an office, home, restaurant, in a plane or car, in a 	seminar or conference), 
• In the processes (such as transaction processing, innovating, communicating, 	learning, etc.) will define the work to be done,
• Using technology as a tool for works to be carried out (such as data access, 	groupware, mobile ware, etc.)
• Require a conducive physical environment to support the work (such as office 	design and layout, furniture, equipment, temperature, light, etc.) • A place where 	people interact to exchange knowledge and information
A conducive office environment is important for an organization because it can help increase employee productivity and engagement. Here are some tips on how to make the office space more productive for your employees:
· Keep the Space Clean & Tidy: A clean office space can bring many benefits, including higher employee productivity, a healthier workforce, and leaving a lasting impression on potential clients.
· Lighting Matters: Poor lighting can cause problems like eye strain, fatigue, and headaches, lowering productivity. Ensure that the office is well-lit and allow natural light to flow into the office where possible.
· Invest in Office Plants: Research has shown that having living plants in the office reduces stress and increases productivity and happiness. Moreover, they are also effective in reducing dust particles in the air and improving air quality.
· Stock up the Pantry: Stocking the pantry with goodies and snacks can increase your employees’ productivity and allow them to take a breather when necessary. Having a well-stocked pantry also gives employees a reason to hang out and bond with fellow colleagues, improving employee engagement.
· Choose the Right Furniture: Non-ergonomic furniture could result in health issues like back and neck pain, which will put a damper on productivity levels as well. Consider furnishing the office with ergonomic chairs and desks to help employees work comfortably throughout the day.
· Have a Mix of Working Spaces: Everyone has different working styles and preferences. Having different working spaces can help employees choose where they feel most comfortable working.

2.2	The  Importance Of AConducive Office  In An  Organization 
 A good reputation for an organization should be built for it before the outside world for it to be recognized in the business environment to achieve this; the organization has to put together both human and material resources to achieve efficiency. But efficiency does not just come the organization has to motivate the workers for optimal efficiency. Motivation at times is only restricted to monetary incentives being given to workersManning, P (2015).
However, workers are to be motivated not only by monetary incentives but also by a conducive working environment when conducive, the workers will like to stay in the office to enjoy the facilities and equipment provided by the employee. A good design working place is a booster of morale to the employee who will be selling to invite outsiders to come and transact business with the organization, then the organization must take cognizance of this factor and improve on the design layout and the facilities provided in the office for the employee. It is worth noting that performance could be liked to a conducive or unconducive working environment so big names business organizations move offer then they move with the pave of technology in the office automatically and orgasmic. Thereby making the workplacealternative and conducive to workers and dents alike(Saari, A., 2016).
Human behavior is dynamic and can easily change to what he sees workers do complaint about the types of an office environment in which they work, making them spend little time in the office jumping from pillar to post, late coming long conversations in the wretched office, and good atmosphere outside the workplace though the organization is now beginning to understand the fact that workers must be comfortable in the office and even within the work environment. And this ergonomic is being given prominence today due to certain laws that established standards fororganizations to follow in relishing a conducive workplace (Morrow, P.C., 2022).
The office is a very important part of every organization or business. Without the existence or presence of an office in a business or organization, so many things cannot go on smoothly. Many businesses all over the world would come to a standstill if they didn’t have offices (Saari, A., 2016).
According to (Saari, A., 2016).The importance of office in an organization is numerous, among these numerous importance include the following:
An office acts as a center of information. As an information center, the office provides pertinent and sufficient information to customers, clients, and prospective customers and clients. The office can also receive information from customers and clients regarding the organization’s products or services. These pieces of information are very crucial to the success of every organization or business entity.
The office serves as a connection between all the various parts or sections of the organization. In other words, the office links the various departments of an organization or business to one another in order to allow for the smooth flow of information between these departments. This is very important because when various departments are able to connect with one another and share information, it allows for the smooth running of the organization.
The office also serves as an intermediary or middleman between the organization and its customers. Thanks to the office, customers are able to communicate with the organization and receive answers to any pressing questions they might have regarding anything. This is very essential as it helps boost customer confidence in the organization and also makes these customers loyal. Basically, the office strengthens relationships between the organization and its customers.
The office of an organization is the records center of the organization. All records of an organization are stored in the organization’s office. Some of these pertinent records include employee records and business transaction records. These records are very important for the smooth running of an organization. Any business or organization that does not keep records or have access to its records cannot grow. The office comes in and acts as a reliable storehouse where records are kept and can be accessed at any time.
The office controls the whole organization. Without the presence of an office in an organization, then management cannot properly manage the affairs of the organization. It is from the office that plans are set and policies made for the proper control of the entire organization. When an organization or business is controlled well, then it can develop and become successful.

2.3	Problems Facing Both The Organization And Workers That Have Inadequate Office Settings 
The issue of the crowded working environment is the cause of deterioration in work performance and affects workers’ health. This eventually involves losses that offset any financial benefit. The office physical settings have significant effects on employees‟ attitudes and behaviors It is important to have a quality office space as it creates comfort, satisfaction and productivity, and health for office employees (Mahdavi, A., U. Unzeitig, 2015).
There are many challenges that come with working in an office. From the sometimes overwhelming feeling of being overworked to the hidden stressors such as having to be “on” all day, it’s not always easy for employees. However, there are ways to overcome these obstacles and get more out of your workday.
According to (Mahdavi, A., U. Unzeitig, 2015), stated the problems facing organizations with low or inadequate office settings, which they are:
i. Insufficient Training:
A lack of training leads to a number of workplace issues. The most obvious one is that employees aren’t able to do their jobs as well as they would like, but it goes deeper than this.
Poor training is a leadership challenge in the workplace that can also lead to increased frustration because employees don’t know what it takes to improve their performance or excel in their roles. If left unchecked, this can lead to employee burnout, which can be very damaging for the employee and the business. Eventually, this may turn into the biggest challenge at work.
ii.Schedule Inflexibility
People live complicated life that don’t always fit with the Monday to Friday, 9-5 work schedule. While some businesses need their employees to work a fixed schedule, there are many that don’t.
Scheduling inflexibility can lead to higher stress levels, and affect your workers’ ability to do their best work.
iii. Poor Work-Life Balance
If you have a work-life balance problem, it is the biggest challenge at work. We all know balancing work-life balance is tricky. From the CEO down to the new entry-level employee, we can all find it tricky to get this right.
As a business owner and manager, important thing to remember is that more time spent at work doesn’t necessarily mean you get more work done, and it certainly doesn’t guarantee quality. If you’re expecting your employees to spend all their hours at work and rarely grant time off, then it’s going to start to affect their health and their performance.
iv. Lack of Motivation
Motivation isn’t something you can just magic up. There will always be some days where your employees feel motivated and others where they don’t.
What is a problem when there’s a persistent lack of motivation across your entire workforce?
Motivation is a common workplace challenge, and thankfully there are lots of solutions to it.
v. Lack of Communication
A lack of communication is a common problem in the workplace. But without communication, it’s difficult for employees to know what’s expected of them. It also means that other problems go unreported, rather than getting fixed, they begin to stack up.
Poor communication will hurt productivity and lead to more errors, so it’s important that businesses find ways to improve in this area.
vi. Trust Issues
When it comes to workplace challenges and solutions, trust issues can be one of the most difficult to solve. This is because trust is generally eroded over a period of time, and it takes time to win it back.
If employees feel like their employers can’t be trusted, or that they’re not trusted to do their job, then it’s a recipe for unhappiness.

2.4	Consequences Of Poor Office Settings To The Employees 
A well-designed, employee-friendly office can boost productivity by as much as a quarter, the latest research has suggested, Good workplace design can make a big difference in staff satisfaction, attraction, motivation, and retention, it argued. It can also affect the level of knowledge and skills of workers, how innovative and creative they are, how they respond to business and technological change, and how effective the organization is at attracting and retaining customers. Poor workplace design, by contrast, is linked to lower business performance and higher levels of stress experienced by employees.
Work-life in an office is already a relatively sedentary one, which on its own can cause health issues to develop in the long run. When poor office ergonomics further exacerbates a predominantly sedentary work environment, the harmful effects on employee wellness are magnified.
According to EDWARDS & HILL (2016) state that few of the negative effects of poor posture and office ergonomics on workers, plus some tips to remedy the situation.
· Bad Mood and Stress
	Sitting in a workspace with bad office ergonomics, can negatively impact an employee’s mood and mental strain. Sitting hunched over at their office desk for extended periods slows down internal processes and lowers energy levels. This is because too much sitting, and poor posture to boot, cause our cardiovascular systems and metabolic systems not to perform their functions properly. Overall, this contributes to workers feeling more irritability, depression, anxiety, and undue stress in the long term.
· Physical Toll
More bodily and visible signs of adverse well-being can be experienced with poor office ergonomics. Sitting with bad posture causes muscle and joint pains office workers are all too familiar with. The prolonged bad posture compresses on lungs and digestive organs, which cause breathing issues and stomach discomfort. These physical effects play a role in creating the mental and emotional harm previously mentioned. Other physical signs of bad ergonomics and prolonged sitting are bruises on wrists and forearms, as well as the formation of varicose veins due to poor circulation.
· Diminished Work Performance
	There’s no question that these physical and mental strains on workers will diminish their work performance and output. Poor productivity can further hurt employee self-esteem and burnout quickly. Moreover, employers won’t be happy with reduced productivity. They can see their workforce grow more tired and unmotivated, even though it appears nothing has changed operationally. Poor office ergonomics is a silent productivity killer.

2.5	Impact Of A Conducive Environment And Good Office In An Organization 
In the last 20 years, the modern office has gone through a number of evolutions. The early 2000s saw the death of cubicle farms and the rise of open floor plans, and 2015 brought waves of ping pong and foosball tables to offices everywhere. While office trends come and go, one thing that does not change is the impact that the office environment has on employee health and well-beingAlan Kohll (2017).
A quality workspace design leads to a less stressful and more productive atmosphere. It’s essential that employers take the physical work environment of their employees into consideration. Employees need to feel comfortable and calm in their physical work settings to produce their best work.
According to the Fellowes (2019) Workplace Wellness Trend Report, employees also want to work in a healthy environment. Here are some findings from the survey:
· An overwhelming majority (87%) of workers would like their current employer to offer healthier workspace benefits, with options ranging from wellness rooms, company fitness benefits, sit-stands, healthy lunch options, and ergonomic seating.
· Interestingly, employees of younger companies are less likely (34%) to be turned down when asking for in-office benefits like sit-stand desks, than employees at established companies (42%).
· 93% of workers in the tech industry said they would stay longer at a company that would offer healthier workspace benefits, with options ranging from wellness rooms, company fitness benefits, sit-stands, healthy lunch options, and ergonomic seating.

2.6	Factor's That Contributed To The Poor Working Environment 
Working conditions form the essential core of the paid work and employment relationships. In the most generic terms, working conditions cover a broad horizon of issues from working time, including hours of work, rest periods and work schedules, salary scales, and the physical and mental pressures that are also a considerable part of the workplace environment.
According to a report by the World Bank Group, the pandemic of 2019 is expected to bring a drastic rise in poverty with a rough estimate of 88 million to 115 million people in a year, bringing about the total to about 150 million people by the end of 2021.
Bad working conditions create an atmosphere that affects the productivity of the employees. Unproductive employees tend to be lethargic and de-motivating, which slows down the organization's progress. So, maintaining a favorable work environment at offices or even flexible workspaces has proven beneficial for both the organization and the employees in the long run.
One of the duties of all employers is to ensure a positive work environment for their employees. A good working environment is vital to employees’ well-being. 
The work environment is central to the employment relationship. It includes the working conditions of a particular job, like the work schedule, how the tasks of the job are organized, the training and professional development opportunities, and any health and safety hazards. Time spent working is an important part of employee well-being, such as how many hours of work are required and the provision of rest periods. Matters such as remuneration, the physical layout of the workplace, and the work-life balance are also included in the working conditions Marmaras, N., B. Pavard, (2018).
Here are some of the factors that contribute to poor working conditions that may affect your employees’ safety and well-being. If any of these apply to your organization, you probably need to make some changes Marmaras, N., B. Pavard, (2018).
i. Bad Lighting
Poor lighting conditions at work can cause a range of long-term problems for employees including eye strain, headaches, fatigue, and even anxiety. Bad lighting is also a safety hazard, as poor visibility can cause employees to trip and fall. This in turn can lead to both minor and major consequences, ranging from bruises to sprains to permanent spinal injuries.
While installing more lights can definitely help, the best solution to this problem is improving access to natural light. In fact, according to a report by Future Workplace, 70% of employees surveyed claimed that natural light makes them more productive.
ii. Outdated Technology
	Since most work includes some aspects of technology, it is an essential part of the employee experience. Slow, outdated, or ineffective technology is tedious to use and the increased effort and time it requires hurts productivity. Over time, the resulting frustration can stress out employees, reducing their satisfaction at work and maybe even causing them to quit.
The COVID-19 pandemic forced many workplace operations to move online, and better technology has now become a necessity. Invest in a technology upgrade at your workplace if it’s outdated, such as an update of your internal IT systems to a newer version, or maybe even a revamp of the computer systems to more modern ones. Better tech will increase productivity and reduce turnover, which will automatically help your bottom line.
iii.Poor Workplace Hygiene
An unclean work environment can reduce people’s ability to concentrate on their work. A dirty or cluttered workplace can also increase anxiety levels, affect work relationships, and generally harm productivity, according to Harvard Business Review. And an unclean or messy office tends to put off potential clients and hires as well. No one wants to work or do business in an unhygienic environment, after all. 
The pandemic has further highlighted the importance of workspace hygiene to prevent the spread of germs, especially in shared office facilities. So it’s crucial that your workplace is clean and tidy, and that you establish a routine to ensure it stays that way.
iv.Uncomfortable Work Environment
It’s hard for employees to be productive when the working conditions are unpleasant or if they feel unsafe. Issues like uncomfortable temperatures, broken chairs, wobbly desks, noisy surroundings, and more can become big distractions and have an adverse impact on productivity. Discomfort at work can also hurt morale and reduce employee satisfaction.
The best way to fix this is to create a simple, accessible way for employees to lodge complaints or service requests, such as a mobile app or online portal. Then be sure to address any complaints as quickly as possible.
v. Poor Employee Benefits
In addition to an appropriate salary, employee benefits such as health insurance, disability protection, parental leave, day care, education support, and a commuter benefits program are crucial in motivating employees. A poor benefits package greatly reduces morale and may cause employees to quit in favor of companies that offer better benefits.
If your employee benefits are lacking, it’s a good idea for your human resources team to talk to employees to figure out what they would most benefit from before implementing a better benefits package.
vi. Lack of Flexibility and Balance
A healthy work-life balance and some flexibility at work are considered essential among skilled workers nowadays. In fact, according to a recent report by Gallup, 51% of employees said they would change jobs to have a more flexible work schedule, and 53% said that work-life balance is very important to them. COVID-19 has contributed at least partly to the increased demand for flexibility, since millions of employees across the world started working remotely due to the pandemic.
One of the best ways to reduce turnover and improve conditions is to give employees choices. An option to work remotely, either full time or part time, may especially appeal to employees who commute long distances. Encouraging employees to use their time off and helping them manage their workloads may also help.
vii.Poor Workplace Culture
A poor workplace culture can include a lack of healthy competition (or a lack of motivation), lots of workplace politics, harassment by coworkers or clients, unusually high stress, lack of recognition for achievements, or discrimination (based on ethnicity, gender, and more). If employees feel unsafe or uncomfortable, this can lead to reduced morale and productivity — and ultimately to employee resignations or lawsuits filed against the workplace.
Improving the workplace culture is an ongoing process, especially if it has been poor for a while. Some measures that might help include:
· Encouraging healthy competition by introducing performance-based rewards
· Tackling politics at the management level
· Introducing initiatives to help workers manage stress
· Implementing strong policies to prevent harassment and discrimination
· Creating a simple process for employees to express concerns and file complaints about any issues.
It’s important to remember that any efforts to improve your workplace culture starts with the leadership team. A strong set of company values and a clear vision help employees feel a part of the bigger picture. So, the organization’s leadership team should first establish these and then model and communicate them to the rest of the organization.















CHAPTER THREE
Methodology 
This chapter deals with the procedures and methods used for obtaining the data needed for the analysis and completion of this research work on the impact of conducive environment as a criterium for optimum performance of workers in an organization. The detail will take this form
3.1 Instrument used
3.2 Population for the Study
3.3 Sample and Sampling Technique
3.4 Distribution and Collection of Data
3.5 Method of Data Analysis.

3.1	Instrument Used 
Data for the research work were gathered through the use of questionnaires. The research questionnaire was designed for the collection of data necessary to provide information to the research questions stated in chapter one. The questionnaire was vetted and scrutinized by the researcher's supervisor, to ensure that it was in line with the topic.
3.2	Population For The Study 
This research aimed to critically look at the assessment of the impact of conducive environment as a criterium for optimum performance of workers in an organization. The entire population of secretaries used was 20 in the Kwara State Polytechnic, Ilorin Kwara State.
3.3	Sample And Sampling Technique
A sample of 20 workers of the total population was selected in the institution.

3.4	Distribution And Collection Of Data
20 copies of the questionnaire were distributed by the researcher at the chosen case study and were returned by the respondents. The questionnaire was framed in such a way that it is reflective of the research questions highlighted in chapter one. After the necessary correction by my supervisor, approach the distribution of copies of the questionnaire as given to the respondents.
3.5	Method  Of  Data Analysis 
The data collected through the questionnaire were analyzed manually, using tables and percentages to explain the analysis. The analyses are presented in the next chapter.
















CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction 
This chapter illustrates the presentation and analysis of data collected through the questionnaire.
As stated in Chapter three, 20 copies of the questionnaires were distributed to the organizations chosen as the case study. Twenty nine (20) copies were completed and returned. The results obtained from the questionnaires formed the basis of this chapter.
The information gathered through the questionnaire is carefully analyzed below and all the questions are adequately effective of questions raised in chapter I of the research questions.

4.2	Presentation and Analysis of Data
Table 1: Records Management Is The Systematic Control Of Records, From The Creation Or Receipt Of The Record To Its Final Disposition.
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	4
	20

	Strongly Disagree
	5
	25

	Disagree
	1
	5

	Total
	20
	100


Source: Field Survey, 2025
Table 1 shows that, 10(50%) of the respondents strongly Agreed, 4(20%) agreed, 5(25%) partially agreed. 1(5%) disagreed whether or not that the Records management is the systematic control of records, from the creation or receipt of the record to its final disposition.
Table 2:	Do You Think Adopting A Records Management System Is Important To Your Organization.
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	2
	10

	Strongly Disagree
	5
	25

	Disagree
	3
	15

	Total
	20
	100


Source: Field Survey, 2025
Table 2 states that, 8(40%6) strongly agreed, 2(10%) agreed, 5(25%) disagreed, 1(5%) strongly disagreed whether or not Responses of the respondents on whether that the adopting a records management system is important to your organization.












Table 3: InformationAnd Communication Flows In An Office Centre And Revolve Round The Personality Of The Secretary.
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	12
	60

	Agree
	3
	15

	Strongly Disagree
	2
	10

	Disagree
	3
	15

	Total
	20
	100


Source: Field Survey, 2025
Table 3 affirmed that, 12(60%) of the respondents strongly agreed, 3 (15%) agreed, 2(10%) strongly disagreed, 3(15%) disagreed whether or not thatthe Information and communication flows in an office Centre and revolve round the personality of the secretary.


Table 4: A Secretary Is An Important Employee Of An Organization Who Projects The Image Of Such Firm.
	Choice 
	No of respondents 
	Percentage(%)

	Strongly agree
	1
	5

	Agree
	15
	75

	Strongly Disagree
	2
	10

	Disagree
	2
	10

	Total
	20
	100


Source: Field Survey, 2025
Table 4 shows that, 1(5%) strongly agreed, 15(75%) agreed, 2(10%) strongly disagreed, 2(10%) disagreed whether or not that a secretary is an important employee of an organization who projects the image of such firm













Table 5: The Manner Of Speaking Of A Secretary Repels Or Magnetized Another Person.
	Choice 
	No of respondents 
	Percentage(%)

	Strongly agree
	17
	85

	Agree
	1
	5

	Strongly Disagree
	1
	5

	Disagree
	1
	5

	Total
	20
	100


Source: Field Survey, 2025
Table 5 indicates that, (85%) strongly agreed, 1(5%) agreed, 1(5%) disagreed, 1(5%) strongly disagreed whether or not with the statement.













Table 6: A Secretary Needs Self Confidence In Interacting With People He/She Comes In Contact With?
	Choice 
	No of respondents 
	Percentage(%)

	Strongly agree
	8
	40

	Agree
	4
	20

	Strongly Disagree
	5
	25

	Disagree
	3
	15

	Total
	20
	100


Source: Field Survey, 2025
Table 6 shows that, 8(40%) of the respondents strongly agreed, 4(20%) agreed, 5(25%) strongly disagreed while 3(15%) disagreed whether or not with the statement.













Table 7: Effective Record Management Skills Enhance The Performance Of A Secretary
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	5
	25

	Agree
	2
	10

	Strongly Disagree
	9
	45

	Disagree
	4
	20

	Total
	20
	100


Source: Field Survey, 2025
Table 7 shows that, 5(25%) of the respondents strongly agreed, 2(10%) agreed, 9(45%) strongly disagreed, 4(20%) disagreed whether or not with the statement.













Table 8: Record Management Help The Secretary To Be Error Free, In The Cause Of Looking Document
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	4
	20

	Agree
	15
	75

	Strongly Disagree
	1
	5

	Disagree
	0
	0

	Total
	20
	100


Source: Field Survey, 2025
Table 8 affirmed that, 4(20%) of the respondents strongly agreed and 15 (75%) agreed and 1 respondent strongly agree while nil for disagree that record management help the secretary to be error free, in the cause of looking documenttasks.













Table 9: The Knowledge Of Computer Facilities The Work Of Secretaries 
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	12
	60

	Agree
	00
	0.00

	Strongly Disagree
	7
	35

	Disagree
	1
	5

	Total
	20
	100


Source: Field Survey, 2025
Table shows that, 12 (60%) strongly agreed, 7935%) strongly disagreed while 1(5%) disagreed whether or notwith the statement.















Table 10: How Computer Facilities The Work Of A Secretary.  
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	2
	10

	Agree
	10
	50

	Strongly Disagree
	5
	25

	Disagree
	3
	15

	Total
	20
	100


Source: Field Survey, 2025
Table 10 indicate that, 2(10%) strongly disagreed, 3(156) disagreed whether or not how computer faculties the work of a secretary 















Table 11: You Case The Output Of Work You Produce With Computer. 
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	8
	40

	Agree
	7
	35

	Strongly Disagree
	2
	10

	Disagree
	3
	15

	Total
	20
	100


Source: Field Survey, 2025
Table 11 indicates that, 8(40%) strongly agreed, 7(35%) agreed how you ease the output of work you produce with computer















Table 12: Does Computer Affect The Success Of A Secretary.
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	4
	20

	Agree
	00
	0.00

	Strongly Disagree
	16
	80

	Disagree
	00
	0.00

	Total
	20
	100


Source: Field Survey, 2025
The table 12 shows that, 4(20%) strongly agreed, 16(80%) strongly disagreed that computer has displayed secretaries in modern office.















Table 13: The Manner Of Speaking Of A Secretary Repels Or Magnetized Another Person.
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	20
	100

	Agree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Disagree
	00
	0.00

	Total
	20
	100


Source: Field Survey, 2025
Table 13 states that, 20 (100%) of the respondents strongly agreed that the importance of computer to modern secretaries.














Table 14:	 Record Management Make It Easier To Assess The Document Saved On The System
	Choice 
	No of respondents 
	Percentage (%)

	Strongly Agree
	5
	25

	Agree
	5
	25

	Strongly Disagree
	7
	35

	Disagree
	3
	15

	Total
	20
	100


Source: Field Survey, 2025
Table14 shows that, 5(25%) strongly agreed, 5(25%) agreed, 7(35%) strongly disagreed how had the use of Computer made your role as a secretary 3(15%) disagreed.
Table 15: 	Does Record Affect The Success Of A Secretary?
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	8
	40

	Agree
	7
	35

	Strongly Disagree
	2
	10

	Disagree
	3
	15

	Total
	20
	100


Source: Field Survey, 2025
Table 15 indicates that, 8(40%) strongly agreed, 7(35o) agreed, 2(10%) strongly disagreed and 3(15%) that computer affect the success of a secretary.



Table 16: Dose The Contributions Of Computer Literacy To A Nation's Economy Have Any Effect.
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	18
	90

	Agree
	00
	0.00

	Strongly Disagree
	2
	10

	Disagree
	00
	0.00

	Total
	20
	100


Source: Field Survey, 2025
Table 16 above, indicates that 18 (90%) respondent strongly agreed that Dose the contributions of computer literacy to a nation's economy have any effect while 2(10%) respondents strongly disagreed with the Statement.












Table 17: 	The Utilization Of Computer Literacy Has Tremendously Increased The Efficiency Of The Worker In An Organization.
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	13
	75

	Agree
	7
	25

	Strongly Disagree
	00
	0.00

	Disagree
	00
	0.00

	Total
	20
	100


Source: Field Survey, 2025
Table I7 above shows that, 13(75%) respondents strongly agreed and 7(25%) respondents agreed that utilization of computer literacy has tremendously increased the efficiency of the worker in an organization.
















Table 18: 	Does Computer Literacy Provide Job Opportunities To The Unemployed.
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	10
	50

	Strongly Disagree
	00
	0.00

	Disagree
	00
	0.00

	Total
	20
	100


Source: Field Survey, 2025
This table 18 shows that, 10(50%) respondents strongly agreed and 10(50%) respondents agreed that computer literacy provide job opportunities to the unemployed.


Table 19: 	Acquiring Appropriate Computer Literacy Will Enable the Professional Worker To Achieve High Productivity.
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	10
	50

	Agree
	5
	25

	Strongly Disagree
	2
	10

	Disagree
	3
	15

	Total
	20
	100


Source: Field Survey, 2025
Table 19 shows that, 10 (50%) respondents strongly agreed and 5 (25%) respondent also agreed that acquiring appropriate computer literacy will enable the professional worker to achieve high productivity. While 2(10%) respondents strongly disagreed and 1(5%) respondent disagreed that acquiring appropriate computer literacy will enable the professional worker to achieve high productivity.











Table 20: 	Does Computer Literacy Skills In The Course Of Your Job Using The Word Processing Application 
	Choice 
	No of respondents 
	Percentage (%)

	Strongly agree
	18
	90

	Agree
	00
	0.00

	Strongly Disagree
	2
	10

	Disagree
	00
	0.00

	Total
	20
	100


Source: Field Survey, 2025
Based on table 20 it is clear that, 18(90%) respondents strongly disagreed and 2(10%) respondents agreed that computer literacy skills in the course of your job using the word processing application.














CHAPTER FIVE
Summary,  Conclusion And Recommendation 
5.1 	Summary 
	The study has highlighted that secretary needs to improve their knowledge on how to use office machines. The study looked into what record managementis all about, and the impact of record management. Office types of equipment are essential for secretaries in an organization. According to researched, made I was able to discover that, the introduction of modern office equipment has changed the performance of secretaries, they opined that thisequipment has influenced the performance of secretaries in delivering their tasks effectively at the place of work. Apart from the book reviewed, data were collected through the use of qua questionnaire. The questionnaire was designed by the researcher with the assistance of my supervisor and distributed to the chosen case studies. All questions were duly answered and returned; data were later analyzed and presented in chapter four.

5.2	Conclusions 
	The research in this project has shown that conducive environment gives the workers of an organization an optimum perform of jobby providing them with a good looking environment. Lastly,the conducive environment makes the workers of an organization yield a good result that can contribute to the growth of the organization.

5.3	Recommendations
i. Organization should create a conducive environment for workers
ii. Workers should be able to adapt to any given environment so as to make them more productive and reliable in their organization.
iii. The organization should try their possible best by providing machines and equipment available for the workers so that the can make a meaningful and reliable output. At any point in time.
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APPENDIX I
KWARA STATE POLYTECHNIC, ILORIN, NIGERIA
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Respondent, 
	I am a student in the Kwara State Polytechnic, Ilorin, Nigeria. I am at present conducting a research and writing a project on Impact Of Conducive Environment As A Criterium For Optimum Performance Of Workers In An Organization.
The exercise is important in partial fulfillment of the requirements for the award of Ordinary National Diploma in Office Technology and Management.
Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.

Yours Faithfully,


YUSUF KAFAYAT AYOMIDE
ND/23/OTM/FT/0104

APPENDIX II
KWARA STATE POLYTECHNIC, ILORIN, NIGERIA
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Madam, 
RESEARCH Questionnaire 
This questionnaire is designed to solicit information from you on “Impact Of Conducive Environment As A Criterium For Optimum Performance Of Workers In An Organization”kindly complete the questions below. 
Please you are assured that information supplied will be treated with utmost confidentiality.


Yours Faithfully,


YUSUF KAFAYAT AYOMIDE
ND/23/OTM/FT/0104







Questionnaire 
1. Records Management Is The Systematic Control Of Records, From The Creation Or Receipt Of The Record To Its Final Disposition.	Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
2. Do You Think Adopting A Records Management System Is Important To Your Organization.	Strongly Agree (  )   Agree (  )  Disagree (  )	Strongly Disagree (  )
3. Information And Communication Flows In An Office Centre And Revolve Round The Personality Of The Secretary.	Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
4. A Secretary Is An Important Employee Of An Organization Who Projects The Image Of Such Firm
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
5. The Manner Of Speaking Of A Secretary Repels Or Magnetized Another Person.
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
6. A Secretary Needs Self Confidence In Interacting With People He/She Comes In Contact With
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
7. Effective Record Management Skills Enhance The Performance Of A Secretary.
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
8. Record Management Help The Secretary To Be Error Free, In The Cause Of Looking Document
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
9. The Knowledge Of Computer Facilities The Work Of Secretaries 
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )

10. How Computer Facilities The Work Of A Secretary. 
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
11. You Case The Output Of Work You Produce With Computer. 
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
12. Does Computer Affect The Success Of A Secretary?
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
13. The Manner Of Speaking Of A Secretary Repels Or Magnetized Another Person.
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
14. Record Management Make It Easier To Assess The Document Saved On The System.
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
15. Does Record Affect The Success Of A Secretary?
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
16. Dose The Contributions Of Computer Literacy To A Nation's Economy Have Any Effect.
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
17. The Utilization Of Computer Literacy Has Tremendously Increased The Efficiency Of The Worker In An Organization.
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
18. Does Computer Literacy Provide Job Opportunities To The Unemployed.
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
19. Acquiring Appropriate Computer Literacy Will Enable the Professional Worker To Achieve High Productivity.
Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
20. [bookmark: _GoBack]Does Computer Literacy Skills In The Course Of Your Job Using The Word Processing Application. Strongly Agree (  )	Agree (  )	Disagree (  )	Strongly Disagree (  )
