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CHAPTER ONE
INTRODUCTION
1.1	Background of the Study
Recent days now, fast changes have been taking place in all facets of human life including the office environment. This is as a result of technological advancement. Moreover, in today’s business world, be it government, industry or other sectors, human endeavors require facts and accurate information for quick decision-making. The office worker, including the secretary, expects certain support from the organization to which he/she is employed. This support can be technological (machines and equipment) and human. In offices of past, manager’s dictated memos and letters and secretaries typed them. Secretaries now have many technologically advanced office gadgets to ease their jobs and enhance proficiency and productivity leading to improved access to goods and services globally.  
It is a known fact that modern office technology has influence immensely into the development of nations in the world, the economy generally, and office productivity most especially.  
This contribution has permitted all facets of human endeavors. Therefore, to say that technology has made enormous impact on how we do business is an understatement.  
In management, modern office technology has revolutionized the ways of doing things and secretarial profession is one of the important aspects in management in which advancement in technology has made serious impact. For instance, the introduction of electronics and computer technology has drastically changed the face of secretarial profession. Henceforth, the usefulness of technical machines and equipment for office routines and activities especially in secretarial field has come as a result of the need for greater speed and accuracy.  
Right from time, the role of the professional secretary in the developing countries continues to change from time to time. As the developing countries continue to grow, especially with modern technology, this growth continues to affect the role of secretary.  
In the past, secretaries who were known as stenographers only wrote shorthand and transcribed same on manual typewriters. But today, the invention of modern technology and wider knowledge of other courses like human relations, personnel management, secretarial practice, business communication and other subject contents such as office management, data processing, presentation of seminars etc, has contributed to the improvement of secretarial profession.  
Today, most of the modern offices carry out the largest portion of their duties with the aid of various machines and computer equipment. This computer equipment can be used to produce large volumes of documents within a relatively short period of time. Moreover, the dictating machine which is a dictation recording device is another type of equipment which has aided the effective performance of secretarial duties in the office. The accounting machines, the calculators, etc. are important equipment in this category. These contributions by modern office technology have made the work of the secretarial more effective and efficient.  
Therefore, this research work will look at influence of modern office technology on makes us understand the secretary’s productivity in an organization.  
1.2	Statement of the Problem
It is another ball-game all together when employees are not abreast or synchronized themselves with the modern office technology way of doing things in an organization especially in the field of secretarial profession; development could have been a difficult task without the application of modern office technology to the various activities in the office.  
The invention of modern office technology is rapidly improving the role of the professional secretary more than ever before.  
The main aim of this study therefore, is to examine how much the influence of modern office machine has contributed to effective secretary performance. For instance, improvement in output as regards quantity and quality reduction of fatigue, providing easier working conditions and of course, accumulation of high profits.
1.3	Objectives of the Study
The main objective of this study is to examine the impact of modern office machines on secretaries' effective performance. The specific objectives are to:  
I. Identify the types of modern office machines used by secretaries at TESCOM, Ilorin.  
II. Assess the extent to which secretaries are trained to use modern office machines.  
III. Evaluate how the use of modern office machines affects secretaries' productivity and efficiency.
IV. Identify challenges faced by secretaries in operating modern office machines.
1.4	Research Questions
To guide the study, the following research questions have been formulated:  
1. What are the types of modern office machines used by secretaries at TESCOM, Ilorin?  
2. To what extent are secretaries trained to use modern office machines?  
3. How does the use of modern office machines affects secretaries' productivity and efficiency?  
4. What are the challenges faced by secretaries in operating modern office machines?
1.5	Significance of the Study
The study will serve as a huge benefit to the following bodies: management, office technology and management graduates, and well as individuals and students that read this project especially those that are in management programme and study.  
Finally, the study will serve as a point of reference to other related literature; it will stand a better chance of improving on their career (management) or realizing the fact. To a large extent, the study will unveil the core concept of motivation toward enhancing the performance of workers in an organization as well improving organizational goals.  
It will as well educate and guide modern office machine to increase their efficiency and output.
1.6	Delimitation
This research work is strictly limited to the influence of modern office technology on the secretary productivity in an organization. It covers some of the important modern office machine needed by the secretary in the performance of her duties effectively, and surely this research work would not go beyond this scope.
1.7	Limitations
Like every other research work, the researcher faces one limitations or the other in the course of carrying out this research. Limitation such as financial constraint, lack of adequate time, unavailability of essential textbooks and poor attitude of respondents to the questionnaire. However, the researcher ensured that despite all these limitations, the quality and completion of the work is not affected.






CHAPTER TWO
LITERATURE REVIEW
The chapter is review of literature. The review will be conducted under the following sub-heading:  
2.1	The contribution of machine to the development of secretarial profession  
2.2	The Effect of machine on the Performance of Secretary  
2.3	Concept of secretary?  
2.4	The Function of a Secretary  
2.5	Problem Facing Secretaries in the use of most Appropriate Equipment  
2.6	Various machine Needed in the Office  
2.7	Modern machine Increased Efficiency and Improved Output  
2.8	Consequences of Not Investing on Modern machine in an organization  
2.1	The Contribution of machine to the development of Secretarial Profession 
In the past decades several changes have taken place in private and public offices regarding the roles and functions of the secretary as well technological advancement in all phases of human life especially in the office environment. Most offices in today’s business world, be it government, industry or other human endeavours, require competent secretaries and accurate information quick decision-making. The office worker, including the secretary, expects keen support from the organization that he/she is employed. This support can be technological (machines and equipment) and human.  
In the past, managers dictated memos and letters and secretaries typed them in various offices. Most recently, institutions have developed word processing centers and relied on personal computers and even electronic mail in an effort to lessen the need for secretarial support and make the secretary very productive (Osuala, 2004).  
The type of machines and gadgets that are used to produce, duplicate and store information has undergone a great transformation to cope with the growing, shorthand dictation, answering of telephone calls and processing of mails to the usage of computers and other modern gadgets (Mumuni & Sam 2014).  
Today’s secretaries are exposed to office technology including the internet that make work much easier and knowledge more accessible (Edwin, 2008). It is now easier to send messages by telephone, electronic mails (e-mails), fax and telephones. Other office gadgets available to the secretary are photo-copy machines, duplicating machines, dictating machines, printers, among others. Secretaries now have many technologically advanced office gadgets to ease their jobs and enhance proficiency and productivity leading to improved access to goods and services globally (Akpom, 2003). Technological changes have altered the procedures and techniques for office functions to include the computers, electronic mail, voice mail, and the internet. Spencer (2011) defined automation as the process of replacing human work with work done by machines or system designed to perform a specific combination of action automatically or repeatedly.  
However, in recent times, the secretary’s routine work has reached an advanced stage due to the invention of automated office equipment. Most of the traditional and routine tasks are performed by automated office equipment such as computers, telephone, etc. The efficiency and effectiveness of the secretary in every business organization depends on the availability of office technologies as well as the skills and competencies of the secretary (Ordu & Akpomi 2009).  
Modern organizations have come to appreciate the role and importance of the secretary as well as the need to provide the requisite and necessary office machines and equipment for the efficiency of the secretarial functions. This study was conducted and guided by the following objectives: to assess the impact of modern office technology on the performance of secretaries in some selected business organizations; to ascertain the kind of modern office equipment available at these selected business organizations; to examine the secretary’s knowledge and the usage of technology/equipment to assess the contribution of those technological facilities to the performance of secretaries. The pertinent questions emanating from those objectives which the study sought answers to include the following: how does modern technology/equipment impact the performance of secretaries in the organization? What type of office equipment is available and in use in the organization? How does the secretary’s knowledge in the operation of the equipment affect the efficiency and effectiveness of the secretary? According to Neuner (2012), modern office equipment in the intermediary between the secretary and her job. It enables her to accomplish more work in fewer hours with greater efficiency and better quality. Also Doswell (2008) mentioned that a secretary is capable of working faster and more efficiently with modern office equipment with a minimum of fatigue.
The use of this modern office equipment by a secretary can result in greater output than with a number of a secretary using manual or under-developed equipment. Highly skilled person is sought for in business organizations nowadays and to this effect, Russo (2010) advocated that the more productive a secretary is, the more the organization can afford to pay within reasonable limits and hence create employment opportunities for secretaries.
The invention of office equipment necessitated the growth in large enterprise and also a technological break-through. The office, therefore, receives much on sophisticated office equipment in order to cope with the ever-increasing roles in the organization.
It seems, however, that although the higher levels of management might not most direct use of technology, the secretary will. The future for office automation for this job is in providing the secretary with system that meets the real need identified as being important, rather than the ones of typing and stenography that are thought to be important.
2.2	The Effect of machine on the Performance of Secretary  
The new office machine and highlighted the similarities and differences of the historical and political backgrounds of secretaries in the two countries. It examined the attitudes of secretaries towards new technology in the different organizations, as well as effects such as: changes in working patterns and practices; including roles and responsibilities; communication; social interactions; and workload. It explored the perspectives of managers with regard to the new technology in the various organizations, as well as effects such as: manager’s experience of new technology; and extra demands by the new technology. Offices are one of the most important sites for the application of new computer technology (Forester, 2005; Averbold, 2007; Long, 2007). As organizations cope with ever-increasing information, the new technology is being used to both gain access to it and to control its flow. The general assumption is that the new technology information is increasingly important in the competitive world. Businesses need to establish or sustain their competitive advantage and this makes demands on the working patterns and the roles of the office workers (Helliwell et al., 2014).
The new office technology can be defined as the awareness of computers, telecommunications and office machines (Long, 2013). It supports office functions and outputs such as text processing, information storage and retrieval, communication, administrative support, and the analysis of information by office workers. However, its central function is the input, processing and output of information (Long, 2007).
According to O’Neil (2010) the introduction of new office technology has the power to change the nature and work patterns of the secretaries dramatically. Office workers, in particular secretaries, are seen as the most affected by the development of new office technology as they are the highest users of it (Yap, 2010). Organizations are found to be investing substantially large amounts of money in information technology, as they believe that it will increase profit and productivity.
2.3	Concept of Secretary?  
The word secretary simply means a person who works in an office and manages the organization. The professional secretary is one of the most essential human resources in a business organization because he helps make the wheel of the organization to turn. Secretaries provide the unseen services which make the organizations to prosper. Secretaries according to Ahukannah and Ekelebege (2008) are classified into four categories:  
· Professional Secretary
This is the secretary by reason of training, ethics, orientation and skills. He must be an expert in shorthand writing, typewriting and use of computer and ability to deal with office routine activities. This category (in older words termed us an ‘unskilled’ secretary) is the researcher are of concern.
· The Honorary Secretary
This is the one who is in charge of the correspondence, records and other business affairs of a society, club and other associations. He is not a professional secretary because he has not acquired the necessary skills/training.

· Private Secretary  
This is an employee who deals with correspondence, keep records and files in the office.
· Corporate/Company Secretary 
Companies established under the Companies Act 1990 are normally required by the statute to engage the services of a Company Secretary. His duties and charge of the administration of the company, an well as functions as secretary to the board of directors. Regulation of government establishment such as polytechnics, universities etc. cover the secretaries of their various institutions who take charge of administration as well as cover the meetings of their various councils and produce the minutes. A secretary is a person, whose work consists of supporting management, including executives, using a variety of professional skills and communication and organizational skills. Wordnet (2006) defines secretary as a person who is a person who assists and/or performs the secretarial functions and can undertake a lot of administrative tasks for the smooth running of the office. This definition was confirmed by Wikipedia (2008) where a secretary is seen as an as person employed to write words, letters, and dispatch public or private papers, record and the link, an official service, one who attends to correspondence and transacts other business for an association, a public body, or an individual. Memory bank in his organization, scrutinizes visitors so as to give the document which could consequently have a negative effect to the organization.
2.4	The Functions of a Secretary
A thorough review of the duties and roles perform by secretaries requires a classification, or categorization of these functions. This classification allows a better understanding of the job the secretaries perform. For the purpose of this discussion, a number of functions shall be reviewed below.
· Administrative Functions of Secretary  
An administrative function of a secretary involves organizing and controlling the organizational activities in order to achieve the objectives of the organization. It also includes supervision of junior staff and ensuring that all the tasks needed for being accomplished, divided and assigned tasks completed within the time span, and ensuring that all the tasks needed for performing any particular job are available at the right time. Eluwe (2009) advanced that a secretary must perform a variety of secretarial and office management duties, composed, types and files letters and inter-office memos, receives calls and interviews clients and office visitors, prepares departmental records and disciplinary notices. Performing any or all of the mentioned duties depicts that a secretary is involved in an administrative function. Odwa (2010) on his part included some duties like maintaining files and personal records, reviews, organizes and maintains files, monitors attendance including sick duty like maintaining files and personal records, reviews, organizes and maintains files, monitors attendance including sick duty, annual leave and vacation leave, compiles and records data for computer files, develops and implements new departmental forms, recommends and implements changes in correspondence sent to public. All these as identified by Odwa, save time for the executive and make job easier.
· Personnel Functions of a Secretary  
The personnel roles of a secretary include membership of interview panels for junior staff and adjusting job schedules to staff. It also involves receiving, sorting and distributing mail within the organization, composing replies to correspondences on behalf of the executive, identifying and solving routine and non-routine problems by applying professional skills and techniques in order to develop the variety of ideas and modify situations (Shuabu, 2009). Secretary relieves his employer the task of determining the organizational staff strength due to the fact that he controls skills inventory, he does manpower forecasting (junior staff) and arrange for the staff selection and assign job schedules. Bashar (2007) stated that skill inventory by a secretary are the assessment of personnel currently within the organization by using skill inventory data card.
A mail service in form of incoming and outgoing mails is another important personnel role of a secretary. Iketegbe and Miller (2011) opined that secretary must be conversant with the rules of incoming mails/correspondences, rules/procedures of outgoing mails and ability to compose replies on behalf of their executives on any matter. This office function saves the executive's time and lifts the goodwill of the organization. Secretary must be skillful in written communication, as he will often be called upon to draft and edit correspondence on behalf of the organization to outside groups as well as internal members. The secretary must therefore be fluent in the organization’s jargons, and be familiar with organization’s communications style requirements.
2.5	Problem Facing Secretaries in the use of Most Appropriate Equipment  
For the fact that there is an increasing establishment of business organization and commercialization of industries in Nigeria there are bound to be some problems facing secretaries in the mode of office equipment that consequently affect their job performance. This problem are as a result of lack of computer and world processing knowledge.  
· Ignorance: Many individuals are ignorant of having get acquainted with modern office equipment (computer) as a result of that, many secretaries easily terminate their appointment. They are usually with a misconceived idea that as a secretary one will remain subordinate forever.  
· Lack of Criteria for membership: In some profession like accounting, you cannot practice as an accountant if you are not a member of accounting bodies nor can considering the following demerit on the information communication technology:  
1. Invasion of Individual privacy: Today, there is no much information about the individual in the computer for every day’s access that one being to wonder whether a person has any right to this privacy more.  
2. Displacement of jobs by computer and computerization devices: while some people believed that computers are creating jobs, there are those who see the computer as displacing people from their jobs and creating unemployment. This seems to be the most pressing problem facing secretaries in the modern office equipment.  
2.6	Various Machine Equipment Needed In the Office
Today’s modern offices are substantially different from the office environment of 20 years ago. Sweeping changes have occurred at the workplace as a result of new office technology and automation of office equipment. New technology is changing the scope of what’s considered an office. Offices inevitably adopt newer technologies that get more work done with fewer people, and there’s pressure to keep a modern, professional image by staying on top of the latest tech trends. The need for high productivity and maximization of profit has led to the wide use of modern machines in most offices. There has never been a greater need for efficiency in business than there is today. All kinds of business must employ modern methods of gadgets or equipment in offices to meet the challenges of today’s world.  
As an office staff, the secretary who is the image maker of the organization and from whom most information emanates, requires a great knowledge of information and Communication Technology to perform efficiently on the job which would influence the speed of information delivery, production of job requested by the boss or organization within a short space of time, make less mistakes and high productivity on performance of job. This mechanization of office work has come as a result of need for greater speed and accuracy.  
Office equipment refers to the machines used for the efficiency of workers in the office. Office equipments free workers from many of the routines and time-consuming tasks done manually. These are categorized into three accounting, secretarial, and general.  
· Accounting Machines
They are either operated manually or electrically. Accounting machines are used for posting the ledger cards, writing cheques, receipts and preparing the payroll. Some accounting machines are calculators, electronic calculators, adding machines other basic accounting machines are book-keeping, electronic billing, and electronic alpha-numeric accounting machines.  
· Secretarial Machines
They are machines used for secretarial office routine. They include typewriters, franking, and reprographic machines. Others are Dictaphone, automatic time-and-date stamping machines envelope sealing machine, jogger, shredder, etc. A supervisor is either manually or electrically operated. Franking machine is used to print stamp impression on envelopes without the use of adhesive stamps. Reprographic machines are used for copy, print or ink duplicating machines. Chief executives make use of Dictaphone to dictate messages for secretaries to type on either computer or typewriter. The automatic time and date stamping machine is used to print the impression of the time and date of receipt on office correspondence. The envelope sealing machine lubricates the flap of envelope before sealing it. The jogger is used to collate papers before binding. A shredder is used to destroy unused office document into unreadable forms.
2.7	Modern Machine Increased Efficiency and Improve Output
Everybody knows what a computer is. It can simply be defined as an accurate electronic device that performs calculations and processes information at great speed. Computers come in different sizes, shapes, capacities, etc. We have desktops, laptops, and palmtops. The computer is used in medicine, engineering, architecture, education, banking, etc.
· Telephones – Mobile and Land
The land line is the most basic office communications tool used by secretaries. The most popular mobile phone used in the business place is GSM Global System for Mobile Communication.  
· Fax Machine
Just like telephones, the fax machine transmits information, but in text or document format Internet (www, e-mail, search engine, etc.)  
This is an intangible facility on the computer. WWW stands for worldwide web and it is a collection of information in multimedia form on the internet. This information is stored allocations, called websites, in the form of web pages. Websites are an effective way of distributing information, such as advertisements, technical information, comments, ideas, etc. Other applications on the internet are chatting for simultaneous communication between people and the use of a web camera for seeing while chatting. Search engines like Google, yahoo, man, etc. are used to find information on the internet looking through millions of sources all over the world. 
· Video Conferencing
This facility usually makes use of the internet with or without the telephone and allows visual and speech communication among several people at the same time. Like teleconferencing, it enhances remote communication. For example, your colleague in America can remotely participate in a meeting held in Ghana whereby he sees and hears everybody who attends the meeting in Ghana as he makes his own contributions.  
· Printers and Photocopiers
Printers are used to convert our documents from soft copy formats to hard copies and photocopiers are used to make additional copies of such documents.  
Information is what is most important to the office; it can be stored, processed, and retrieved by computer facilities. They can be used to produce fast and accurate information. They provide very cheap services. Messengers can be sent to many people simultaneously. Security of information is assured. Time, effort, and money are saved. Stress is minimized. Space is saved as little or no paper is used in the office.  

2.8	Consequences of Not Investing on Modern Machine in an Organization
It is safe to opinion that no organization of the 21st century can survive without using technology in one way or the other. It is indeed, one of the strategies an organization tends to put in place in order to grow and survive from the turbulent environment i.e. the corporate world.  
In fact, the concept of secretarial productivity can be seen the level of performance of secretaries in relation to their tasks. This study advocates the level of modern secretarial’s performance is far greater than those of the previous generation. A study conducted by study mode, a web researcher concluded that the factors that affected the performance include the following,  
i. Equal pay for all employees according to the level of responsibility and work done,  
ii. Secretaries be taken for further training and only employ those with enough skills and qualifications,  
iii. Working relations be encouraged at all levels,  
iv. Physical working environment be improved and equipment be purchased,  
v. The use of modern equipment.  
The focus of this study is to examine the relationship between secretaries’ productivity and their use of modern equipment. A number of studies present successful experiences of how the introduction of modern office technologies led to tremendous benefits.
CHAPTER THREE
METHODOLOGY
This chapter is the methodology adopted in carrying out the study. The chapter will be 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
The instrument used for the collection of data for this study was a questionnaire designed by the researcher titled ‘The impact of Modern Office Machines on Secretaries’ Effective Performance in an Organization’.
The researcher personally distributed copies of the questionnaire to the respondents and also collected them back after the completion of the questionnaire after one week.  
3.2	Population of the Study
The population for this study comprised of workers of Teaching Service Commission, Ilorin. The number of 30 Staffs of Teaching Service Commission, Ilorin were selected. This is to ensure that the respondents' reaction were in line with the chosen topic. For this reason, the success of this research work largely depends upon the opinion of the (30) respondents.  
3.3	Sample and Sampling Techniques
The researcher used all the total population as sample since the total number of population is sizeable to manage for the study.  
3.4	Distribution and Collection of Data
The questionnaires were designed and distributed by hand personally by the researcher. 30 copies of the questionnaire were distributed to the staff of Teaching Service Commission, Ilorin. The researcher went back after one week to retrieve all the questionnaires.  
3.5	Method of Data Collection
The information collected were classified and manually analyzed with the aid of a calculator, figure collected were converted into percentages to make the analysis clearer. Therefore, the analysis was based on the data collected from the respondents and this will be presented in the next chapter.






CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction  
This chapter showed how the responses of the respondents to the questions in the questionnaire were analyzed and presented in tabular form for easy understanding. The chapter is presented as follows:  
4.2	Results  
Table 4.1:	The introduction of modern technology has enhanced the secretary's productivity.  
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	18
	60

	Agree
	06
	20

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 18 (60%) of the respondents strongly agreed with the statement that the introduction of modern technology has enhanced the secretary's productivity, 6(20%) respondents agreed with the statement, while 4(13%) respondents disagreed and 2(7%) of the respondents strongly disagreed with the statement. This implied that the introduction of modern technology has enhanced the secretary's productivity.
Table 4.2:	The attitude of secretaries towards the use of modern office machines is significant.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	25
	84

	Agree
	05
	16

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.2 above revealed that, 25(84%) of the respondents agreed with the notion that the attitude of secretaries towards the use of modern office machines is significant, 5(16%) respondents disagreed, while there was no respondents for disagreed and strongly disagreed respectively.
	Therefore, one can say that the attitude of secretaries towards the use of modern office machines is significant.





Table 4.3:	Modern office equipment helps secretaries to be more effective and efficiency.  
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	25
	84

	Agree
	05
	16

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.3 above indicated that, 25 (84%) of the respondents strongly agreed with the notion that modern office equipment helps secretaries to be more effective and efficiency, 5 (16%) respondents agreed, while none of the respondents disagreed and strongly disagreed with the statement.
	It is obvious to conclude that modern office equipment helps secretaries to be more effective and efficiency.





Table 4.4:	Does modern technology may likely take over the job of the secretary in future.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	18
	60

	Agree
	06
	20

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.4 above showed that, 18 (60%) of the respondents strongly agreed with the notion that does modern technology may likely take over the job of the secretary in future,  6 (20%) respondents agreed, while 4 (13%) of the respondents disagreed with the notion and 2(7%) of the respondents strongly disagreed. 
	It is clear to conclude that does modern technology may likely take over the job of the secretary in future.



	Table 4.5:	Inspire of the introduction of modern machine into the office, the secretary is still an indispensable staff in the organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	67

	Agree
	08
	26

	Disagree
	02
	7

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.5 indicated that, 20 (67%) of the respondents strongly agreed, 8(26%) respondents agreed with the statement that inspire of the introduction of modern machine into the office, the secretary is still an indispensable staff in the organization, while 2(7%) disagreed and there was no respondents for strongly disagreed.
	This implies that inspire of the introduction of modern machine into the office, the secretary is still an indispensable staff in the organization.




	Table 4.6:	As a result of the introduction of technology, there will be a great demand for professional secretaries by the year.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	27
	90

	Agree
	03
	10

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.6 revealed that, 27(90%) of the respondents strongly agreed, 3(10%) respondents agreed with the notion that as a result of the introduction of technology, there will be a great demand for professional secretaries by the year, while none of the respondents disagreed and strongly disagreed respectively.
	It is safe to conclude that as a result of the introduction of technology, there will be a great demand for professional secretaries by the year.




	Table 4.7:	Many organizations today prefer secretaries who have skills and knowledge in the use of modern machines.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	09
	30

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.7 showed that, 15(50%) of the respondents strongly agreed with the notion that many organizations today prefer secretaries who have skills and knowledge in the use of modern machines, 9(30%) respondents agreed with the notion, while 4(13%) disagreed and 2(7%) respondents strongly disagreed with the statement.
	Therefore, it is obvious to conclude that many organizations today prefer secretaries who have skills and knowledge in the use of modern machines.




	Table 4.8:	The use of the dictating machine saves both the secretary’s and the boss’s time than taking dictation directly from the boss.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	21
	70

	Agree
	09
	30

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.8 revealed that, 21(70%) of the respondents strongly agreed with the notion that the use of the dictating machine saves both the secretary’s and the boss’s time than taking dictation directly from the boss, 9(30%) respondents agreed with the notion, while none of the respondents responded to disagreed and strongly disagreed respectively.
	This implies that the use of the dictating machine saves both the secretary’s and the boss’s time than taking dictation directly from the boss.



	Table 4.9:	Modern secretaries who are not computer literate be employed in a modern office.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	13
	43

	Agree
	11
	37

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.9  indicated that, 13(43%) of the respondents strongly agreed with the statement that modern secretaries who are not computer literate be employed in a modern office,11(37%) respondents agreed with the notion, while 3(10%) respondents disagreed and 3(10%) respondents strongly disagreed with the statement.
	It is obvious to conclude that modern secretaries who are not computer literate be employed in a modern office.





	Table 4.10:	There has been considerable cost saving on human resources in office today as a result of technology.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	17
	57

	Agree
	13
	43

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.10  showed that, 17(57%) of the respondents strongly agreed with the statement that there has been considerable cost saving on human resources in office today as a result of technology, 13(43%) respondents agreed, while none of the respondents responded to disagreed or strongly disagreed respectively.
	Therefore, one can conclude that there has been considerable cost saving on human resources in office today as a result of technology.





	Table 4.11:	Technological changes have tremendously transformed the traditional role of secretaries in office.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	15
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.11  revealed that, 15(50%) of the respondents strongly agreed with the statement that technological changes have tremendously transformed the traditional role of secretaries in office, 15(50%) respondents agreed while there was no respondents for disagreed and strongly disagreed respectively.
	It is clear to conclude that technological changes have tremendously transformed the traditional role of secretaries in office.





	Table 4.12:	One of the most essential factors to be considered in installing any modern machine is the cost of maintenance.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	53

	Agree
	08
	27

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.12 indicated that, 16(53%) of the respondents strongly agreed with the statement that one of the most essential factors to be considered in installing any modern machine is the cost of maintenance, 8(27%) respondents agreed with the notion while 4(13%) of the respondents disagreed and 2(7%) respondents strongly disagreed with the notion.
	Therefore, one can say that one of the most essential factors to be considered in installing any modern machine is the cost of maintenance.



	Table 4.13:	The quality of work done in the office has greatly improved with the aid of modern technology.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	12
	40

	Agree
	12
	40

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.13 revealed that, 12(40%) of the respondents strongly agreed with the notion that the quality of work done in the office has greatly improved with the aid of modern technology, 12(40%) respondents agreed with the statement while 3(10%) of the respondents disagreed and 3(10%) respondents strongly disagreed with the statement.
	It is safe to conclude that the quality of work done in the office has greatly improved with the aid of modern technology.




	Table 4.14:	It is necessary that the secretary is given special training to be able to operate new office machine
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	18
	60

	Agree
	09
	30

	Disagree
	03
	10

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.14 showed that, 18(60%) of the respondents strongly agreed, 9(30%) respondents agreed with the statement, while 3(10%) of the respondents disagreed with the notion that it is necessary that the secretary is given special training to be able to operate new office machine and there was no respondents for strongly disagreed.
	Therefore, one can say that it is necessary that the secretary is given special training to be able to operate new office machine.



	Table 4.15:	Modern office facilities introduced at work can motivate the personnel.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	12
	40

	Agree
	09
	30

	Disagree
	06
	20

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.15 revealed that, 12(40%) of the respondents strongly agreed, 9(30%) respondents agreed with the statement, while 6(20%) of the respondents disagreed with the notion that modern office facilities introduced at work can motivate the personnel and 3(10%) respondents strongly disagreed.
	This implies that modern office facilities introduced at work can motivate the personnel.



	Table 4.16:	From your experience, would you recommend the training of new workers to handle some modern machines
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	10
	33

	Disagree
	03
	10

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.16 revealed that, 15(50%) of the respondents strongly agreed with the statement that from your experience, would you recommend the training of new workers to handle some modern machines, 10(33%) respondents agreed with the statement, while 3(10%) of the respondents disagreed and 2(7%) respondents strongly disagreed.
	It is obvious to conclude that from your experience, would you recommend the training of new workers to handle some modern machines.



	Table 4.17:	Is it easy to maintain the new office machines in your organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	15
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.17 showed that, 15(50%) of the respondents strongly agreed with the notion that is it easy to maintain the new office machines in your organization, 15(50%) respondents agreed, while none of the respondents disagreed and strongly disagreed respectively. 
	One can conclude that is it easy to maintain the new office machines in your organization.





	Table 4.18:	Machines should be selected on the basis of fund available and its benefit for office
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	17
	57

	Agree
	13
	43

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.18 revealed that, 17(57%) of the respondents strongly agreed with the statement that machines should be selected on the basis of fund available and its benefit for office, 13(43%) respondents agreed while none of the respondents responded to disagreed and strongly disagreed respectively. 
	This implies that machines should be selected on the basis of fund available and its benefit for office.



	Table 4.19:	Where there are numerous machines in an office, there would be an increase in productivity in the organization if they are effectively utilized.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	09
	30

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.19 indicated that, 15(50%) of the respondents strongly agreed with the notion that where there are numerous machines in an office, there would be an increase in productivity in the organization if they are effectively utilized, 9(30%) respondents agreed, while 3(10%) of the respondents disagreed and 3(10%) of the respondents strongly disagreed with the notion. 
	It is safe to conclude that where there are numerous machines in an office, there would be an increase in productivity in the organization if they are effectively utilized.


	Table 4.20:	Appropriate office equipment are highly essential for effective performance of secretarial functions.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	53

	Agree
	14
	47

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.20 showed that, 16(53%) of the respondents strongly agreed with the notion that appropriate office equipment are highly essential for effective performance of secretarial functions, 14(47%) of the respondents agreed with the notion while none of the respondents responded to disagreed and strongly disagreed respectively. 
	This implies that appropriate office equipment are highly essential for effective performance of secretarial functions.




CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
A research work on the Influence of Modern Office Technology on the Secretary’s Productivity in an Organization is very important because this sophisticated equipment plays a very vital role in the day-to-day activities of the secretary. The study aimed at finding out what this modern office equipment is, their uses, and its importance to the successful operation of secretarial duties.  
In finding answers to the research questions of this project, the researcher reviewed some related literature on the Influence of Modern Office Technology on the Secretary’s Productivity in an Organization.  
The set of questionnaire were designed by the researcher and completed by the respondents through the use of representative sampling technique, for the purpose of the study. University of Ilorin was the case study.  
The data collected were analyzed to know the opinion of respondents on the influence of Modern Office Technology on the Secretary’s Productivity in an Organization. In view of the finding made in the chapter IV, it is cleared that Influence of Modern Office Technology on the Secretary’s Productivity in an Organization cannot be over emphasized. However, according to the nature of any research, the arrival to a conclusion was drawn from the total agreement of the respondents in each analysis.
5.2	Conclusion
Based on the findings made through questionnaire, the following conclusions were made:  
It was discovered that a case study that secretaries make use of various modern office equipment such as electronic Typewriters, Word Processing Machine, Computers, Dictating Machine, Photocopy Machines, Telephones, etc.  
As we have seen in the analysis, modern office machines are of great importance in modern offices today and it also affects various organizations. It is also discovered that the use of modern machine been rated as very fast and has also improved the efficiency of the secretary.  
The advantage derived from the use of modern office equipment supersedes their disadvantages in the attainment of organizational goals. The feeling of people about their work is an effective motivator of the personnel in that organization. Secretaries who have access to those modern machines tend to work within their various offices will always feel proud to be seen working on these equipment and this tend to make them feel superior and become efficient and dedicated to their duties.  
Despite the introduction of modern equipment, the secretary still remain what she is because of the intensive training she received in her various institutions. It is a simple fact that these machines cannot function without being managed by reputable personnel. So, the introduction of modern equipment will not in any way to take over the job of the secretary future or make her redundant in the office.
5.3	Recommendations
As a result of the conclusion drawn from the findings, the following recommendation are made:  
1. It is recommended that all approved or accredited secretarial institutions should design a special course on management systems such as Data processing, and word processing.  
2. Organizations should provide induction training for fresh workers who had not at all acquire prior and adequate knowledge on the operation of modern equipment, if this is done, constant damages to machines would be reduced drastically and efficiently of workers greatly improved.  
3. It is also recommended that the organization should purchase the type of modern machine for which they easily get the spare parts and also of machine for which the right specialist to carry out repairs on.  
4. It was also discovered that there is lack of adequate equipment in the establishment used for the case study.  
5. It is therefore, recommended that the organization should purchase more advance equipment in their various offices to enable standardized and an easier flow of work to be achieved.
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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 IMPACT OF MODERN OFFICE MACHINES ON SECRETARIES’ EFFECTIVE PERFORMANCE IN AN ORGANIZATION”.	
	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
					AKEWUSHOLA SOFIAT OLAMIDE
					ND/23/OTM/FT/0025






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 IMPACT OF MODERN OFFICE MACHINES ON SECRETARIES’ EFFECTIVE PERFORMANCE IN AN ORGANIZATION.”
	 Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.

					Yours Faithfully
					AKEWUSHOLA SOFIAT OLAMIDE
					ND/23/OTM/FT/0025











QUESTIONNAIRE
1. The introduction of modern technology has enhanced the secretary’s productivity.
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
2. The attitude of secretaries towards the use of modern office machines is significant.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
3. Modern office equipment helps secretaries to be more effective and efficiency.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
4. Does modern technology may likely take over the job of the secretary in future?  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
5. Inspire of the introduction of modern machine into the office, the secretary is still an indispensable staff in the organization.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
6. As a result of the introduction of technology, there will be a great demand for professional secretaries by the year.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
7. Many organizations today prefer secretaries who have skills and knowledge in the use of modern machines.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
8. The use of the dictating machine saves both the secretary’s and the boss’s time than taking dictation directly from the boss.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
9. Modern secretaries who are not computer literate be employed in a modern office.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
10. There has been considerable cost saving on human resources in office today as a result of technology.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
11. Technological changes have tremendously transformed the traditional role of secretaries in office.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
12. One of the most essential factors to be considered in installing any modern machine is the cost of maintenance.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
13. The quality of work done in the office has greatly improved with the aid of modern technology.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
14. It is necessary that the secretary is given special training to be able to operate new office machine.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
15. Modern office facilities introduced at work can motivate the personnel.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
16. From your experience, would you recommend the training of new workers to handle some modern machines?  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
17. Is it easy to maintain the new office machines in your organization?  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
18. Machines should be selected on the basis of fund available and its benefit for office.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
19. Where there are numerous machines in an office, there would be an increase in productivity in the organization if they are effectively utilized.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
20. Appropriate office equipment are highly essential for effective performance of secretarial functions.  
	(a)	Strongly Agree (    ) 		(b) Agree (   )  
	(c)	Disagree (    ) 			(d) Strongly Disagree (     )
