
CHAPTER ONE
INTRODUCTION
1.1	Background of the Study 
In every organization, the smooth flow of information is critical to effective management and administration. Secretaries play a central role in ensuring that communication, records, and documentation are well organized and managed. Their responsibilities often include handling incoming and outgoing correspondence, preparing and storing official documents, organizing files, and making sure that necessary information is available when required. One of the essential tools that support secretaries in executing these duties efficiently is a filing system.
A filing system is defined as a structured method of classifying, organizing, and storing documents in such a way that they can be easily retrieved when needed. It involves arranging files either alphabetically, numerically, chronologically, or by subject, depending on the nature of the organization and the type of information being handled. Filing systems can be manual (paper-based) or electronic (digital), with some organizations adopting a hybrid system that combines both.
The relevance of a good filing system in the secretarial profession cannot be overstated. It helps to ensure that vital documents such as letters, reports, memos, meeting minutes, and employee records are well preserved and easily accessible. This not only saves time but also enhances the overall workflow in the office. When secretaries can retrieve documents promptly and accurately, they are able to complete tasks more efficiently, assist management in decision-making, and respond quickly to internal and external inquiries.
A well-maintained filing system also supports confidentiality, reduces duplication of efforts, and promotes accountability in the handling of information. By keeping records properly, secretaries can monitor progress, track correspondence history, and maintain a reliable archive of documents that may be needed for audits, legal purposes, or future reference. This level of organization helps secretaries to function more effectively in their roles, which contributes to the overall productivity of the office environment.
Secretarial productivity refers to the ability of secretaries to perform their tasks effectively and efficiently within a given timeframe. This includes meeting deadlines, handling tasks with minimal supervision, managing records accurately, and contributing to the smooth operation of the office. A good filing system is a critical factor that influences this productivity by providing the structure and tools needed for proper information management.
As organizations continue to evolve and adopt modern technologies in their operations, the need for an effective filing system becomes even more important. The volume of information processed daily in both public and private sectors makes it necessary for secretaries to rely on well-organized systems that allow quick access to documents without unnecessary delays. Whether in a school, hospital, bank, or government office, the use of a good filing system can make a significant difference in how productive a secretary is in their role.
This study is therefore aimed at exploring the effect of a good filing system on the productivity of secretaries. It will focus on how efficient record management practices contribute to better task performance, faster document retrieval, improved time management, and enhanced secretarial effectiveness in the workplace.
1.2	Statement of the Problem
Despite technological advancements and the increasing awareness of proper record management, many organizations still struggle with poor filing systems. Secretaries often face challenges such as misplaced files, slow retrieval of documents, lack of proper categorization, and inadequate storage facilities. These issues negatively affect their productivity and increase operational inefficiencies. There is a need to investigate whether and how an effective filing system can improve the productivity of secretaries and the overall administrative workflow in organizations.
1.3	Objectives of the Study
The main objective of this study is to examine the effect of a good filing system on the productivity of secretaries. The specific objectives include:
1. To identify the types of filing systems commonly used in modern offices.
2. To assess the relationship between filing systems and secretarial efficiency.
3. To evaluate the challenges secretaries face due to poor filing systems.
4. To determine the extent to which a good filing system enhances job performance and time management.
5. To suggest ways to improve filing systems for better secretarial productivity.
1.4	Research Questions
1. What types of filing systems are commonly used in organizations
2. How a good filing system affect the efficiency of secretaries
3. What challenges do secretaries encounter with poor filing systems
4. In what ways a good filing system influence time management and task execution
5. What improvements can be made to existing filing systems to enhance secretary productivity
1.5	Significance of the Study
This study will be beneficial to several stakeholders. For secretaries, it will highlight the importance of adopting and maintaining a good filing system to improve their daily work output. For organizations, it will provide insights into how proper record-keeping can improve administrative efficiency. Office managers and human resource personnel will also gain knowledge that can inform policies on training and investing in better filing infrastructure. , this research will serve as a reference for future researchers in office management and administrative studies.

1.6	Delimitation
This study will be delimited to the Effective Of Good Filing System On Productivity Of A Secretary. No attempt will be made to go beyond this.. 
1.7	LIMITATION
During the course of this research, several challenges arose, especially during the data collection phase. A major issue encountered was the reluctance of some individuals to complete the questionnaires. This hesitance stemmed from various reasons, such as a lack of interest in the topic, limited understanding of the study's objective, or general indifference toward academic research. Many respondents did not perceive any personal gain from participating, leading them to either ignore or decline the invitation to respond. As a result, the number of completed questionnaires was lower than anticipated, which impacted the volume of data available for analysis.
Time limitation also posed a serious constraint. The researcher had to complete the entire research process—questionnaire design, distribution, data collection, and analysis—within a restricted timeframe. This limited period created pressure and made it difficult to follow up with non-respondents. The tight schedule also prevented the researcher from conducting repeat visits or sending reminders to participants who were unresponsive or unavailable.
Despite assurances of confidentiality and anonymity, some participants were still hesitant to share complete information due to concerns about privacy or potential negative repercussions. This reluctance affected the quality and depth of the data gathered and may have influenced the overall reliability and scope of the research findings.


CHAPTER TWO
LITERATURE REVIEW
This chapter will be conducted under the following sub heading:
2.1 Concept of Filing System in Office Administration
2.2 Concept of Secretary
2.3 Types and Methods of Filing Systems
2.4 Concept of Secretary Productivity
2.5 Relationship Between Filing System and Secretary Productivity
2.1 Concept of Filing System in Office Administration	
A filing system is a structured method used to organize, store, and retrieve documents and records within an office environment. It is an essential tool in office administration that ensures the efficient management of information and supports effective decision-making within organizations. The concept of a filing system transcends mere document storage; it embodies the practices and structures that allow organizations to manage vast amounts of information in a way that makes retrieval easy, ensures security, and facilitates systematic archiving of important records.
At its core, a filing system is designed to ensure that documents are organized and stored in such a way that they can be found easily when needed, either by the same person or by another authorized individual. This is important not just for day-to-day operational efficiency but also for legal compliance and maintaining organizational transparency. A well-structured filing system is the foundation of good office administration, allowing secretaries and administrative professionals to work effectively and efficiently by managing the growing volume of records, ensuring no document is lost, and that information can be retrieved without unnecessary delays.
The Importance of a Filing System
The importance of a filing system in office administration cannot be overstated. A properly organized system ensures that vital documents and records are available when needed, thus reducing downtime and increasing productivity. In Nigerian organizations, whether in government, banking, healthcare, or education, the ability to quickly locate and retrieve information is crucial. In a nation where administrative processes are often hindered by inefficient systems, a filing system offers an effective means of streamlining office operations. A study by Akinola (2015) emphasizes that an organized filing system minimizes wasted time searching for misplaced documents, which is essential in a fast-paced working environment.
Beyond improving efficiency, filing systems also play a significant role in enhancing the overall accuracy and integrity of an organization's operations. For example, in financial institutions, accurate record-keeping ensures that transactions are documented and easily traceable. This not only supports internal audits but also helps in responding to customer inquiries. Similarly, Nigerian government agencies, which handle large volumes of records on public administration, depend on filing systems to preserve historical data and ensure that citizen information remains accessible for legal, regulatory, and service delivery purposes.
 Filing system is instrumental in ensuring compliance with legal and regulatory frameworks. In many sectors, such as banking, healthcare, and government, organizations are required to maintain certain records for a specified duration, sometimes under strict legal guidelines. An efficient filing system ensures that organizations can comply with these regulations and avoid legal penalties. For example, in Nigerian banks, where maintaining customer records is required by the Central Bank of Nigeria (CBN) and the Nigerian Deposit Insurance Corporation (NDIC), a filing system ensures that these documents are properly stored and readily available for inspection.
The Role of Filing Systems in Office Administration
In the context of office administration, the role of a filing system extends beyond simply storing records. It serves as a foundational element of operational efficiency. Secretaries and administrative staff rely heavily on these systems to perform daily administrative tasks. From scheduling meetings to preparing documents and handling correspondence, a secretary's role is intricately tied to the effectiveness of the filing system in place. A well-maintained system ensures that the necessary documents are readily accessible, which is critical in supporting the workflow of administrative tasks.
The filing system also aids in effective communication within an organization. Documents that are organized in a clear, logical structure help to prevent confusion among employees and ensure that relevant information can be shared quickly between departments, teams, or individuals. For example, in a Nigerian university, an efficient filing system within the administration department allows for the quick processing of student records, faculty requests, and other academic documents, which supports the overall academic mission of the institution.
Filing systems are essential for organizational memory. An effective filing system ensures that important historical records, whether in the form of contracts, project reports, or meeting minutes, are preserved over time. This archival function allows organizations to reflect on past decisions, track progress on long-term projects, and make informed future decisions based on historical data. In Nigerian public administration, where continuity and transparency are key concerns, maintaining an accessible archive of records supports government accountability and citizen trust.
Filing Systems and Organizational Efficiency
A well-organized filing system contributes to an organization's overall efficiency by streamlining workflows, reducing clutter, and improving access to critical data. With the increasing volume of information generated in contemporary workplaces, a filing system serves as the key to managing this information overload effectively. According to Ige (2017), organizations that invest in creating well-structured filing systems can handle large volumes of paperwork without sacrificing efficiency. Such systems ensure that office staff, particularly secretaries, spend less time searching for documents and more time engaging in core responsibilities.
An organized filing system also directly affects the quality of work produced by an office. For secretaries, the ability to quickly access the right information at the right time translates to better performance and service delivery. For instance, when dealing with inquiries from clients or stakeholders, having an efficient filing system ensures that responses are timely and accurate, which is vital for maintaining good relationships. In Nigerian corporate offices, where customer service and operational timelines are critical, a filing system that supports quick access to data is a crucial asset.
Challenges in Implementing Filing Systems
Despite the clear benefits, organizations—especially in developing economies like Nigeria—often face significant challenges in implementing effective filing systems. These challenges may include lack of training, insufficient resources, or resistance to change. In many Nigerian businesses, particularly smaller ones, there is a lack of awareness regarding the importance of proper document management, leading to haphazard storage of files that are difficult to retrieve. Inadequate infrastructure, including insufficient filing space and outdated technology, can further hinder the development of efficient systems.
The concept of a filing system in office administration is indispensable to the smooth functioning of organizations. Filing systems ensure that documents and records are stored systematically, are easily retrievable when needed, and are protected from damage or unauthorized access. More than just a storage solution, a filing system plays a central role in facilitating the daily operations of an office, enhancing organizational efficiency, improving communication, and ensuring compliance with legal and regulatory standards. In the Nigerian context, where organizations face challenges in resource allocation, an effective filing system can significantly contribute to improving both private sector and government office administration. With the ongoing advancements in technology, the concept of filing systems continues to evolve, supporting the growing needs of organizations striving for greater operational excellence.
2.2 Concept of Secretary
A secretary, traditionally viewed as a support staff member, has become one of the most integral positions in modern organizations, particularly in the 21st century. The role of a secretary is dynamic and multifaceted, going beyond simple clerical tasks to include a variety of administrative and executive responsibilities. Secretaries are now at the heart of organizational operations, playing pivotal roles in communication management, information organization, client relations, and office coordination (Akinwale & Adeniran, 2018).
The Expanding Role of a Secretary
Historically, secretaries performed traditional clerical tasks such as taking dictation, typing letters, and managing filing systems. These tasks were vital to maintaining organization in the office, but the role was often relegated to a passive support position. However, as business environments have become more complex, secretaries have evolved into proactive contributors to the organizational ecosystem. In many modern organizations, particularly in Nigeria, secretaries are now involved in high-level administrative functions, ranging from office management and event planning to customer relations and project coordination (Adegbite, 2019).
One of the key developments in the evolution of the secretary’s role is the growing importance of technological proficiency. In the past, secretarial duties were often carried out manually with typewriters, fax machines, and paper records. Today, secretaries are expected to be skilled in using digital office tools, managing electronic communication, and organizing both physical and digital files. For example, secretaries now use tools like Microsoft Excel, PowerPoint, Google Workspace, and project management software to handle tasks that were once carried out by others in the organization. These technological skills enable secretaries to work more efficiently, keep digital records, manage calendars, and facilitate communication through emails, instant messaging, and video conferences (Eze, 2020).
Secretaries have moved from being the person responsible for basic tasks to becoming strategic partners in managing office resources, assisting in decision-making, and providing executive support. They now support executives and senior leaders in tasks such as preparing presentations, reviewing reports, drafting official correspondences, and managing internal projects. The increase in the scope of responsibility for secretaries has meant that they are no longer merely reactive in their roles but proactive participants in office management. This expanded role underscores the fact that secretaries are an essential part of an organization’s infrastructure and are crucial in ensuring seamless communication and coordination within the workplace (Eze, 2020).
Key Responsibilities of a Modern Secretary
The duties of a modern secretary go far beyond traditional administrative tasks. Here are some key responsibilities they typically manage:
1. Managing Communication and Correspondence: A secretary’s primary role is to manage communication within an organization. They are responsible for organizing and answering phone calls, composing emails, scheduling meetings, and ensuring timely communication between departments. In Nigerian organizations, where interpersonal communication and relationships are paramount, secretaries are often the primary point of contact for external clients, government agencies, and other stakeholders. They must communicate effectively with people at all organizational levels (Akinwale & Adeniran, 2018).
2. Organizing and Managing Schedules: Secretaries are often tasked with organizing the daily schedules of executives, ensuring that meetings, travel arrangements, and other appointments are arranged in a timely and efficient manner. They also need to prioritize appointments and adjust the schedule as necessary. In fast-paced Nigerian businesses, where executives juggle multiple tasks and responsibilities, secretaries’ ability to manage busy calendars is critical to organizational success. They play an important role in maintaining operational timelines and ensuring that critical meetings take place without delays (Adegbite, 2019).
3. Document Preparation and Record Keeping: One of the core duties of a secretary is document preparation. Secretaries draft, proofread, and finalize reports, letters, memos, and other forms of communication. They are also responsible for maintaining accurate records and filing systems. In Nigerian offices, where formal documentation is often essential for legal compliance or contractual agreements, secretaries ensure that all records are stored and easily accessible. Their role in maintaining filing systems aligns with the broader discussion on filing and record management, which ensures that documents are not misplaced and can be retrieved when needed (Eze, 2020).
4. Office Management and Coordination: Secretaries are the glue that holds an office together. They often handle day-to-day office management tasks, such as ensuring that office supplies are stocked, arranging for maintenance of office equipment, and overseeing general administrative procedures. In larger Nigerian companies, secretaries might manage a small team of administrative assistants, helping them with their tasks and ensuring that the office operates smoothly. They may also coordinate office events, conferences, and staff meetings, all of which require organizational and leadership skills (Oluwaseun, 2020).
5. Client Relations and Customer Service: Secretaries are often the first point of contact for clients or visitors to an office. As such, they are expected to greet visitors, answer inquiries, and direct them to the appropriate departments. In Nigerian businesses, where customer service is a competitive differentiator, secretaries play a pivotal role in shaping the first impression clients have of the organization. They must possess strong interpersonal skills, maintain a professional demeanor, and be able to handle difficult or complex situations with tact and diplomacy (Adegbite, 2019).


Skills Required of a Secretary
The role of a secretary requires a blend of technical, interpersonal, and organizational skills. These skills enable secretaries to manage their workload effectively and meet the expectations of their superiors and clients. Below are the key skills required of secretaries:
1. Organizational Skills: One of the most critical skills for a secretary is the ability to stay organized. Secretaries must juggle multiple tasks and deadlines, often in a high-pressure environment. Effective organizational skills help secretaries prioritize tasks and ensure that essential documents, meetings, and communications are handled in a timely manner (Oluwaseun, 2020).
2. Communication Skills: A secretary must be able to communicate effectively in both written and verbal forms. Strong communication skills are required to draft emails, memos, and reports, as well as to interact with clients, colleagues, and management. In Nigerian offices, where communication is often multifaceted (ranging from email to face-to-face interaction), secretaries must be adaptable and proficient in multiple communication channels (Adegbite, 2019).
3. Technological Proficiency: In the digital age, secretaries are expected to be proficient in the use of office technology, including word processing software, spreadsheets, and presentation tools. In addition to these, familiarity with video conferencing platforms (such as Zoom or Microsoft Teams) and enterprise resource planning (ERP) systems is increasingly important, especially in Nigerian businesses that are transitioning to digital operations (Eze, 2020).
4. Attention to Detail: Secretaries must exhibit a high level of attention to detail, particularly when managing schedules, preparing documents, or organizing files. Accuracy is vital in ensuring that meetings are scheduled correctly, documents are error-free, and records are appropriately managed. Small mistakes can have significant consequences, especially in high-stakes environments such as law firms or financial institutions (Adewumi & Oyebanji, 2021).
5. Multitasking and Time Management: The ability to multitask effectively is another critical skill for secretaries. Secretaries often need to handle multiple responsibilities at once, including managing phone calls, emails, scheduling appointments, and preparing documents. Effective time management is crucial to ensure that all tasks are completed efficiently and on schedule (Akinwale & Adeniran, 2018).
In Nigerian organizations, secretaries have a profound impact on organizational efficiency and success. They are essential to maintaining smooth office operations, facilitating communication, managing documents, and ensuring that the right resources are available when needed. By efficiently coordinating activities and ensuring that tasks are completed on time, secretaries enable other employees to focus on their primary roles. Without this vital administrative support, organizations could experience significant delays, poor communication, and disorganization (Oluwaseun, 2020).
The role of a secretary in Nigeria also extends beyond internal office management to include external-facing responsibilities. They often serve as the first point of contact with clients, government agencies, and other stakeholders. In a country like Nigeria, where customer service and business relationships are paramount, the secretary plays a significant role in shaping the reputation and operational success of an organization (Adewumi & Oyebanji, 2021).
The concept of a secretary has evolved from a traditional clerical position to a critical, dynamic role within modern organizations. Secretaries today are responsible for a wide range of tasks that support organizational efficiency, improve communication, and contribute to the overall success of the business. In Nigerian workplaces, where
Secretaries are central to ensuring smooth office operations, their roles are more important than ever. As the demands on organizations continue to grow, secretaries will remain indispensable in fostering efficiency, professionalism, and communication, and will continue to adapt to new challenges and opportunities in the administrative landscape (Akinwale & Adeniran, 2018).
2.3 Types and Methods of Filing System
A filing system is a fundamental aspect of office administration that refers to the method used for storing and organizing documents and records for easy retrieval when needed. It plays an essential role in ensuring that information is effectively managed, protected, and accessed in an efficient manner. Different types of filing systems exist, and the method chosen depends largely on the size of the organization, the volume of documents to be managed, the type of information being handled, and technological advancements in place. The significance of an effective filing system in the context of office management cannot be overemphasized, as it directly impacts the productivity and operational success of an organization.
In Nigerian organizations, the importance of maintaining a robust filing system is deeply rooted in both legal and practical considerations. Organizational records and documents, such as contracts, official correspondences, financial records, and reports, must be securely stored in a way that complies with statutory regulations and meets the demands of the organization. Thus, the effectiveness of a filing system directly contributes to the productivity of employees, including secretaries who are primarily responsible for document management.
Types of Filing Systems
Filing systems can be categorized based on their structure, method of arrangement, and mode of storage. Some of the most commonly used types in office administration include:
1. Alphabetical Filing System
This is one of the simplest and most common types of filing systems used in office administration. In an alphabetical system, files are arranged according to the first letter of a document’s subject, title, or name. This system is easy to use and understand, making it a popular choice for small to medium-sized organizations where documents are few and easy to categorize. Alphabetical filing is particularly helpful when dealing with individual client files, correspondence, or simple records that can be arranged by name (Adewumi & Oyebanji, 2021).
In Nigeria, many small businesses and educational institutions still rely on this filing system as it not require complex training or significant technological infrastructure. However, while the alphabetical filing system is simple, it can become cumbersome in large organizations with extensive documents or those that require rapid access to multiple files under similar categories (Akinwale & Adeniran, 2018).
2. Numerical Filing System
In contrast to the alphabetical system, a numerical filing system organizes files based on numbers assigned to each document or file. This type of system is particularly effective in offices where documents need to be indexed or identified uniquely. Each file is given a specific number, and the files are stored in numerical order. This can make it easier to locate a file if the number sequence is well maintained.
Numerical systems are especially useful in organizations that deal with large volumes of paperwork, such as hospitals, law firms, and governmental institutions. For example, Nigerian government agencies and some corporate entities utilize numerical filing systems to manage legal files, client records, and project documents. This type of system also helps reduce the risk of misfiling since the numbering system is unique to each document, making it easier to track (Eze, 2020).
However, one challenge with the numerical system is that it requires an effective indexing system to ensure that numbers are correctly assigned and filed. This can become a daunting task without an organized procedure, especially when there are frequent additions or deletions of files (Adegbite, 2019).
3. Geographical or Location-Based Filing System
In a geographical filing system, documents are stored based on geographic location, such as by city, region, or country. This type of filing system is most commonly used in industries that involve location-based information, such as real estate, logistics, or international trade. For example, in Nigerian companies that operate across multiple states or regions, files may be organized by the locations of their offices or the geographic area in which the company operates.
Geographical filing systems are practical in organizations that manage location-specific data, such as land titles, real estate contracts, or regional client data. However, the method can become inefficient if the geographical areas are too broad or if the location categories are unclear (Oluwaseun, 2020).
4. Subject-Based Filing System
The subject-based filing system is one where files are organized based on the topic or subject of the document. This system is common in larger organizations or those that deal with a diverse range of activities. For instance, a company that deals with marketing, finance, human resources, and production might create separate filing categories for each subject. Each category can then have subcategories that further organize documents related to the subject.
In Nigerian educational institutions, for example, subject-based filing systems are often used for managing academic records, research papers, and departmental communications. This system allows users to find documents by subject or category quickly, making it easier to retrieve files related to specific projects or departments (Akinwale & Adeniran, 2018).
While subject-based filing systems are highly effective for organizing large volumes of information, they require careful classification to avoid confusion. Misclassification of files can lead to difficulty in retrieving the right documents, which can hinder organizational productivity (Adewumi & Oyebanji, 2021).
5. Chronological Filing System
In this filing system, documents are organized based on their date of creation or receipt. Files are arranged either in ascending or descending order, depending on the preference of the organization. Chronological filing is especially helpful for managing time-sensitive documents, such as invoices, contracts, meeting minutes, or any document where the timeline of events is crucial.
Despite its usefulness, a chronological filing system can become unwieldy if the organization deals with a large number of documents. Without adequate indexing, it may be difficult to quickly retrieve files by date, leading to inefficiencies (Akinwale & Adeniran, 2018).
6. Electronic or Digital Filing System
With the increasing reliance on digital technology, many organizations are moving away from physical filing systems and adopting electronic filing systems. Digital files are stored on computers, servers, or cloud platforms, allowing for the storage of a vast number of documents with minimal physical space.
In Nigeria, larger companies, especially those in the banking, telecommunications, and legal sectors, have begun using electronic filing systems to improve efficiency and reduce the need for paper-based storage. Digital filing offers the advantages of quick search capabilities, remote access, and enhanced security (Adewumi & Oyebanji, 2021). However, the success of an electronic filing system depends on the organization's ability to maintain proper data security protocols and the availability of suitable technological infrastructure (Oluwaseun, 2020).
While electronic filing systems are generally more efficient than manual systems, they come with challenges such as the need for regular data backups, protection against cyber threats, and the high cost of implementing IT solutions. Nonetheless, the long-term benefits of digital filing, including space-saving, easy access, and improved data retrieval, make it an attractive option for many Nigerian businesses (Adegbite, 2019).
Methods of Filing System
Filing systems are not only determined by the type of organization but also by the methods used for organizing and retrieving documents. These methods include:
1. Manual Filing Method
The manual filing method is based on traditional paper-based filing systems where documents are physically stored in filing cabinets or folders. Although this method is still common in smaller organizations or where digital solutions are not feasible, it is labor-intensive and can lead to inefficiencies, particularly when large volumes of records are involved. In Nigerian businesses, especially in rural areas, manual filing systems are still prevalent due to low technological adoption.
2. Computerized Filing System
A computerized filing system involves using software or a digital system to store, manage, and retrieve documents. Software such as Microsoft SharePoint, Google Drive, or custom-built solutions are often used to organize and store electronic files. These systems can be more efficient than manual systems, especially in terms of speed and search capabilities. They also enable the use of backup solutions to protect important documents from physical damage.
3. Hybrid Filing System
In some Nigerian organizations, a hybrid filing system is used, which combines both manual and digital methods. Paper records are stored physically, but key information is also entered into digital systems for easier access and backup. This system can be useful when transitioning to a fully digital system or when dealing with documents that must be kept in physical form due to legal requirements (Akinwale & Adeniran, 2018).
The choice of a filing system and method depends on the needs and size of an organization. Whether using alphabetical, numerical, subject-based, or electronic systems, the key goal remains the same: to organize documents in a manner that allows for easy access, retrieval, and management. In Nigerian businesses, the method of filing should take into account the level of technological advancement, the volume of documents, and the industry-specific requirements. Regardless of the system used, an efficient filing method contributes significantly to the productivity of secretaries, administrators, and employees, helping to ensure the smooth operation of organizations (Adegbite, 2019).
2.4 Concept of Secretary Productivity
Secretary productivity is a crucial determinant of organizational efficiency and administrative effectiveness, especially in contemporary office settings where professional secretaries play a vital role in managing information, supporting managerial functions, and ensuring seamless office operations. The concept of secretary productivity refers to the efficiency and effectiveness with which a secretary performs their duties and responsibilities, contributing meaningfully to the achievement of organizational goals.
Productivity in this context encompasses both quantitative and qualitative aspects of work, including the volume of tasks completed within a given time frame and the standard or quality of such tasks. Secretaries are not only expected to carry out routine administrative functions such as filing, record keeping, typing, and handling correspondence; they are also relied upon for more advanced responsibilities like schedule management, meeting coordination, information processing, and operating digital office technologies (Adewumi & Oyebanji, 2021)..
The scope of a secretary's job has evolved over time, especially with the integration of information and communication technology (ICT) into administrative tasks. Productivity is no longer measured by the ability to type quickly or organize files alone but is now more broadly defined by the ability to process, analyze, and manage information effectively in a digitalized office setting. This shift demands that modern secretaries in Nigeria must possess competencies in digital literacy, problem-solving, communication, multitasking, and confidentiality (Akinwale & Adeniran, 2018).
Secretarial productivity is deeply connected to the nature of the filing and record management systems employed within an organization. Secretaries who have access to efficient filing systems—whether manual or electronic—are better positioned to retrieve information quickly, maintain orderly documentation, and support smooth office workflow. As noted by Adegbite (2019), an effective filing system not only supports timely service delivery but also enhances the secretary’s ability to prioritize tasks, reduce time wastage, and minimize the risks of data loss or mismanagement.
Motivation and job satisfaction also play a major role in determining the productivity levels of secretaries in Nigeria. According to Oluwaseun (2020), secretaries who feel recognized and valued by their organizations often exhibit higher levels of commitment and are more likely to invest personal initiative in the performance of their duties. Factors such as fair remuneration, supportive supervision, opportunity for career growth, and conducive working conditions are all essential motivators that influence secretarial output.
Training and skill development are central to improving secretarial productivity. Many Nigerian authors have emphasized the need for regular workshops, seminars, and in-house training programs to expose secretaries to new tools, techniques, and office innovations. Eze (2020) noted that secretaries who have been trained on modern office software such as Microsoft Office Suite, email management platforms, and electronic document management systems are more efficient in managing time, organizing information, and handling client interactions.
The work environment, including the availability of office tools and infrastructure, also significantly impacts the productivity of secretaries. For instance, secretaries in organizations with poor internet connectivity, outdated computers, or inadequate office space may find it challenging to perform at optimal levels. Oluwaseun (2020) observed that a well-equipped and comfortable office environment contributes positively to the psychological well-being and job satisfaction of secretaries, thereby enhancing their overall productivity.
Job design and role clarity are equally important. Secretaries who have a clear understanding of their roles and are not overloaded with unrelated or ambiguous tasks tend to focus better and work more efficiently. In Nigeria, secretaries are sometimes assigned duties outside their job descriptions, such as running personal errands for managers, which not only reduces their professional image but also detracts from the time and energy that should be devoted to core administrative tasks (Adegbite, 2019).
In assessing secretary productivity, it is important to move beyond traditional metrics and adopt more holistic indicators. These include response time to requests, quality of document preparation, effectiveness in scheduling, communication skills, ability to handle confidential information, and customer service orientation. The inclusion of these broader measures reflects the dynamic and multifaceted nature of secretarial roles in the modern office environment.
The level of collaboration and communication between secretaries and other departments within the organization significantly impacts productivity. A secretary who works in isolation is less likely to be efficient compared to one who engages regularly with team members, understands departmental needs, and supports cross-functional activities. As stated by Adewumi & Oyebanji (2021), fostering a culture of open communication and teamwork can reduce misunderstandings, enhance workflow, and improve overall output.
Secretary productivity in Nigerian organizations is a multidimensional concept influenced by several interrelated factors. It is shaped by the quality of training, level of motivation, work environment, managerial support, availability of filing systems, and access to technology. To maximize productivity, organizations must recognize the evolving nature of secretarial work and invest in strategies that enhance the skills, morale, and work conditions of secretaries. By doing so, secretaries can serve not just as clerical workers but as vital contributors to organizational success, growth, and innovation (Akinwale & Adeniran, 2018; Eze, 2020; Oluwaseun, 2020).
2.5 The Relationship Between Filing System and Secretary Productivity
The efficiency of secretarial duties in any modern organization is closely tied to the effectiveness of its filing system. A filing system refers to the structured method of organizing, storing, and retrieving documents and records to facilitate the smooth flow of information within an organization. Secretaries, being the custodians of most organizational records and administrative data, rely heavily on filing systems to perform their roles accurately and promptly. As such, there exists a direct and significant relationship between the nature of the filing system employed and the level of productivity a secretary can achieve.
The productivity of secretaries hinges not only on their personal skills and competencies but also on the resources made available to them—including the filing system in use. When secretaries work in an environment where documents are scattered, misfiled, or difficult to retrieve, their efficiency is significantly hampered. This disorganization not only increases workload and stress but also leads to errors, delays in processing information, and loss of important records. As noted by Eze (2020), a poor filing system can result in administrative bottlenecks that reduce the effectiveness of secretarial operations and, by extension, the overall productivity of the organization.
In contrast, a well-designed filing system—whether manual or electronic—serves as a support structure that enables secretaries to access relevant documents quickly, track records accurately, and ensure the security of sensitive information. Such a system provides a framework for consistency and accountability in record-keeping practices, which are essential for secretarial efficiency. Akinwale and Adeniran (2018) assert that secretaries who operate within well-organized filing systems demonstrate higher productivity because they are not overwhelmed by routine clerical tasks and can instead focus on more strategic duties such as information analysis, office coordination, and decision-making support.
The type of filing system in place can influence how effectively a secretary performs. For instance, a chronological or subject-based filing system allows for systematic document retrieval, enabling the secretary to meet deadlines and manage multiple tasks without confusion. On the other hand, a disorganized or outdated system may necessitate frequent document searches, leading to frustration, errors, and a decline in service delivery. Oluwaseun (2020) notes that productivity is maximized when secretaries operate in an environment where the filing system is intuitive, accessible, and aligned with the organizational workflow.
Technology has introduced new dimensions to filing systems in Nigerian offices. The move from paper-based to electronic filing has opened up opportunities for enhanced productivity among secretaries. With electronic filing systems, documents can be stored digitally, categorized systematically, and retrieved with just a few clicks. This automation reduces the manual burden on secretaries, minimizes the risk of data loss, and improves data retrieval speed. According to Adegbite (2019), secretaries who are proficient in using electronic filing systems such as cloud storage, document management software, and database systems are more likely to complete tasks efficiently and with fewer errors.
Filing systems impact secretarial productivity by shaping the way information flows in an organization. A well-maintained system facilitates effective communication between departments, supports decision-making processes, and ensures that accurate information is always available to stakeholders. Secretaries play a central role in these processes by managing the documents that serve as the basis for planning, coordination, and reporting. When filing systems are streamlined, secretaries are able to manage this information lifecycle more effectively, thereby contributing to the achievement of organizational objectives (Eze, 2020).
The relationship between filing systems and secretary productivity can also be viewed from the perspective of accountability and compliance. In regulated industries such as finance, healthcare, and education, accurate record keeping is not only a functional necessity but also a legal requirement. Secretaries who manage well-structured filing systems are better positioned to ensure that their organizations meet compliance standards. This minimizes the risk of legal penalties and fosters a culture of transparency and accountability, which ultimately reflects positively on secretarial performance (Oluwaseun, 2020).
The psychological benefits of an organized filing system on secretarial productivity should not be overlooked. A cluttered and disorganized workspace often leads to stress, distraction, and a sense of being overwhelmed. In contrast, a clean and orderly filing system creates a conducive working environment that boosts focus, encourages professionalism, and supports time management. Secretaries are more likely to perform optimally when their physical and digital filing environments are structured and predictable (Adegbite, 2019).
filing systems facilitate collaboration in office settings. Secretaries often work as part of larger administrative teams, and an accessible, well-documented filing structure enables seamless handovers, continuity, and knowledge sharing. When filing systems are well-designed, other staff members can locate documents without always relying on the secretary, thereby reducing workflow interruptions and enhancing overall departmental efficiency. This also allows secretaries to allocate their time more effectively to higher-priority tasks (Eze, 2020).


CHAPTER THREE
METHODOLOGY
CHAPTER THREE
METHODOLOGY
This chapter deals extensively with the detailed description of data collected for this study. The methods and procedure employed in obtaining data for the study are as explained below:  
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 analysis  
3.1 Instrument Used  
The researcher endeavoured to prepare questionnaires to obtain information reflecting the hypothesis in chapter one. In order to have a wide coverage of feelings and opinions, questions for oral interviews were prepared on the topic of the project. The questionnaire and oral interview designed are specifically directed towards the respondents.  
 3.2 Population for the Study  
The population used for this research project is the staff KWARA STATE POLYTECHNIC ILORIN kwara state. The entire population was used in order to arrive at the required specific answers and because of the limited number of likely respondents. Twenty (20) copies of the questionnaires were distributed to the staff KWARA STATE POLYTECHNIC ILORIN kwara state

 3.3 Sample and Sampling Technique  
These were the selected groups of respondents who were involved in the collection of data for the study. The population sampling for this project work was twenty (20) which comprises workers and some selected management staff in the case studies.  
 3.4 Distribution and Collection of Data  
[bookmark: _GoBack]The research, with the assistance of friends, distributed questionnaires to respondents from the case study.  As previously mentioned, twenty (20) questionnaires were distributed to the respondents and some selected staff of the establishment. All respondents were assumed to be highly literate and have adequate knowledge of giving appropriate answers to the questions asked.  .  
 3.5 Method of Data Analysis  
Data collected for this study were manually analyzed with the use of a calculator, showing percentages of respondents which make the analysis very clear to the readers. The analysis of the data collected from the respondents is the basis of the conclusion in this project of data 



CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
	This chapter dealt with the data analysis and it will be conducted and presented as follows:
4.2	Results
Table 1:	 An organized filing system improve the efficiency of secretarial tasks
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	13
	65

	Agreed
	7
	35

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 1 shows that 13 respondents (65%) strongly agreed, 7 respondents (35%) agreed that, an organized filing system improve the efficiency of secretarial tasks and no respondents disagreed or strongly disagreed with the statement respectively



Table 2:	 Secretaries believe filing systems help in quick document retrieval
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	11
	55

	Agreed
	9
	45

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 2 shows that 11 respondents (55%) strongly agreed, 9 respondents (45%) agreed that, secretaries believe filing systems help in quick document retrieval and no respondents disagreed or strongly disagreed with the statement respectively. 


Table 3: 	The absence of a proper filing system reduce secretarial productivity
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	14
	70

	Agreed
	6
	30

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 3 shows that 14 respondents (70) strongly agreed, 6  (30%) respondents  agreed that, the absence of a proper filing system reduce secretarial productivity and no respondents disagreed or strongly disagreed with the statement respectively. 


Table 4	: Secretaries receive adequate training on filing systems
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	10
	50

	Agreed
	10
	50

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 4 shows that 10  (50%) respondents  strongly agreed, 10  (50%) respondents  agreed that secretaries receive adequate training on filing systems and no respondents disagreed or strongly disagreed with the statement respectively..


Table 5: 	Filing accuracy contribute to better decision-making by management
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	15
	75

	Agreed
	5
	25

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 5 shows that 15 respondents (75%) strongly agreed, 5 respondents (25%) agreed that  filing accuracy contribute to better decision-making by management and no respondents disagreed or strongly disagreed with the statement respectively.


Table 6:	 Secretaries have sufficient resources to maintain an organized filing system
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	16
	80

	Agreed
	4
	20

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 6 shows that 16  (80%) respondents  strongly agreed, 4 (20%) respondents  agreed that secretaries have sufficient resources to maintain an organized filing system and no respondents disagreed or strongly disagreed with the statement respectively. 


Table 7: 	An efficient filing system improve the response time to management's requests
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	12
	60

	Agreed
	8
	40

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 7 shows that 12 (60%) respondents strongly agreed, 8 (40%) respondents  agreed that, An efficient filing system improve the response time to management's requests and no respondents disagreed or strongly disagreed with the statement respectively. 


Table 8: 	Is there a positive correlation between a good filing system and secretarial accuracy
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	14
	70

	Agreed
	6
	30

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 8 shows that 14 (70%) respondents strongly agreed, 6  (30%) respondents  agreed that there is a positive correlation between a good filing system and secretarial accuracy and no respondents disagreed or strongly disagreed with the statement respectively. 



Table 9: 	secretaries find an organized filing system beneficial in reducing stress at work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	15
	75

	Agreed
	5
	25

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100



Source: Researcher’s fieldwork, 2015
Table 9 shows that 15 respondents (75%) strongly agreed, 5 respondents (25%) agreed that an organized filing system is beneficial in reducing stress at work, and no respondents disagreed or strongly disagreed with the statement respectively. 


Table 10:	 Secretaries feel they are adequately supported by management in maintaining a filing system
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	13
	65

	Agreed
	7
	35

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 10 shows that 13 respondents (65%) strongly agreed, 7 respondents (35%) agreed that, Secretaries feel they are adequately supported by management in maintaining a filing system and no respondents disagreed or strongly disagreed with the statement respectively. 



Table 11:	 A well-organized filing system reduce the chances of document loss
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	17
	85

	Agreed
	3
	15

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 11 shows that 17 respondents (85%) strongly agreed, 3 respondents (15%) agreed that, A well-organized filing system reduce the chances of document loss  and no respondents disagreed or strongly disagreed with the statement respectively.


Table 12: 	the implementation of a filing system affect the overall organization of a secretary's work
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	16
	80

	Agreed
	4
	20

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 12 shows that 16  (80%) respondents  strongly agreed, 4 (20%) respondents  agreed, and no respondents disagreed or strongly disagreed with the statement respectively. Based on the data analysis, the highest number of respondents (16) strongly agreed that the implementation of a filing system affects the overall organization of a secretary's work.


Table 13: 	Do secretaries believe that digital filing systems are more efficient than manual ones
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	14
	70

	Agreed
	6
	30

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 13 shows that 14  (70%) respondents  strongly agreed, 6  (30%) respondents  agreed that, Do secretaries believe that digital filing systems are more efficient than manual ones and no respondents disagreed or strongly disagreed with the statement respectively. 


Table 14: 	Do secretaries experience difficulties in retrieving documents when a filing system is not in place
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	18
	90

	Agreed
	2
	10

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 14 shows that 18 respondents (90%) strongly agreed, 2 respondents (10%) agreed, and no respondents disagreed or strongly disagreed with the statement respectively. Based on the data analysis, the highest number of respondents (18) strongly agreed that secretaries experience difficulties in retrieving documents when a filing system is not in place.


Table 15: 	the use of color-coding in filing systems help secretaries to organize documents more effectively
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	11
	55

	Agreed
	9
	45

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 15 shows that 11 respondents (55%) strongly agreed, 9 respondents (45%) agreed, and no respondents disagreed or strongly disagreed with the statement respectively. Based on the data analysis, the highest number of respondents (11) strongly agreed that the use of color-coding in filing systems helps secretaries to organize documents more effectively.


Table 16: 	Do secretaries believe the organization of the filing system directly affects their productivity
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	16
	80

	Agreed
	4
	20

	Disagreed
		00	
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 16 shows that 16  (80%) respondents  strongly agreed, 4 (20%) respondents  agreed that, Do secretaries believe the organization of the filing system directly affects their productivity and no respondents disagreed or strongly disagreed with the statement respectively. 



Table 17: 	The use of a filing system save secretaries time when preparing for meetings or reports
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	14
	70

	Agreed
	6
	30

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 17 shows that 14  (70%) respondents  strongly agreed, 6  (30%) respondents  agreed that, The use of a filing system save secretaries time when preparing for meetings or reports  The use of a filing system save secretaries time when preparing for meetings or reports and no respondents disagreed or strongly disagreed with the statement respectively. 



Table 18: 	An organized filing system help reduce work-related stress for secretaries
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	13
	65

	Agreed
	7
	35

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 18 shows that 13 respondents (65%) strongly agreed, 7 respondents (35%) agreed that, An organized filing system help reduce work-related stress for secretaries and no respondents disagreed or strongly disagreed with the statement respectively.



Table 19: 	 Secretaries think that regular updates to the filing system improve its effectiveness
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	15
	75

	Agreed
	5
	25

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 19 shows that 15 respondents (75%) strongly agreed, 5 respondents (25%) agreed that, Secretaries think that regular updates to the filing system improve its effectiveness and no respondents disagreed or strongly disagreed with the statement respectively. 



Table 20: 	An efficient filing system improve communication between secretaries and other departments
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agreed
	12
	60

	Agreed
	8
	40

	Disagreed
	00
	0.00

	Strongly Disagreed
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2015
Table 20 shows that 12 (60%) respondents strongly agreed, 8 (40%) respondents  agreed that, An efficient filing system improve communication between secretaries and other departments and no respondents disagreed or strongly disagreed with the statement respectively. 



CHAPTER FIVE
SUMMARY, CONCLUSION, AND RECOMMENDATION
5.1	Summary
The study focused on investigating the impact of filing systems on secretarial productivity. Based on data gathered from 20 respondents, it was found that a well-organized filing system significantly improves the efficiency of secretarial tasks. The respondents strongly agreed that an organized filing system enhances task management, reduces document loss, and improves communication between secretaries and other departments. The data analysis revealed a consistent trend across all questions: the vast majority of respondents (ranging from 70.00 to 90.00) strongly agreed that efficient filing systems, both manual and digital, reduce stress, save time, and positively affect overall productivity.
The study highlighted the importance of filing systems in ensuring that secretarial tasks are completed with greater efficiency and fewer errors. A key finding was that secretaries who had access to organized filing systems experienced reduced work-related stress and were able to retrieve documents faster when needed. Digital filing systems were found to be particularly effective, with many respondents acknowledging that they are more efficient than manual systems.
The research also emphasized that filing systems are integral to reducing work-related inefficiencies, such as document loss, time wasted in searching for records, and difficulties in document retrieval. The majority of respondents believed that the use of color-coding and regular updates to the filing system further enhanced its effectiveness, ensuring smooth and seamless operations.
5.2	Conclusion
The study clearly illustrates that filing systems, whether manual or digital, play a crucial role in enhancing the productivity of secretaries. An organized and efficient filing system directly impacts the secretary's ability to manage documents, execute tasks promptly, and maintain effective communication within the organization. Based on the findings, the study confirms that filing systems improve not only the operational efficiency of secretarial tasks but also contribute significantly to overall organizational effectiveness. The results suggest that an efficient filing system leads to improved document management, better time management, and increased productivity among secretarial staff. Furthermore, the analysis indicated that both the organization and regular updates of filing systems are essential for maintaining their efficiency over time.
The consistent support for digital filing systems among the respondents suggests a growing preference for technological solutions in managing records, which points to the need for organizations to invest in modern digital filing tools to further enhance secretarial productivity.
5.3	Recommendations
1. Investment in Digital Filing Systems
Organizations should consider upgrading to digital filing systems as they are more efficient, secure, and accessible compared to traditional manual systems. This shift not only helps in reducing the risk of document loss but also significantly improves the retrieval process, which is vital for secretarial tasks.
2. Regular Training and Awareness
Secretaries should be trained regularly on effective filing techniques, both for manual and digital systems. This training will equip them with the skills needed to maintain an organized and efficient filing system, improving their overall productivity.
3. Implementation of Color-Coding and Labeling
The study found that color-coding and clear labeling of files contributed to better document organization. Organizations should implement color-coding and standardized labeling to make document retrieval more intuitive and efficient for secretarial staff.
4. Periodic Review and Update of Filing Systems
Filing systems should be regularly reviewed and updated to ensure they remain relevant and efficient. This includes ensuring that outdated documents are archived or disposed of and that new digital tools or features are integrated as needed.
5. Standardization of Filing Procedures Across Departments
Standardized filing procedures should be developed and implemented across departments within an organization. This would ensure consistency in document handling, making it easier for secretaries to work across departments and retrieve documents swiftly when necessary.
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APPENDIX 1

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 research and writing a project on EFFECTIVE OF GOOD FILING SYSTEM ON PRODUCTIVITY OF A SECRETARY.
	The exercise is important in partial fulfillment of the requirements for the award of Higher National Diploma in Office Technology and Management of the institution.
	Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.
					
					Yours faithfully


BELLO MARYAM
ND/23/OTM/FT/0005

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 “EFFECTIVE OF GOOD FILING SYSTEM ON PRODUCTIVITY OF A SECRETARY.” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.

					Yours faithfully

BELLO MARYAM
ND/23/OTM/FT/0005


OUESTIONNAIRE
1. An organized filing system improves the efficiency of secretarial tasks
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
2. Secretaries believe filing systems help in quick document retrieval
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
3. The absence of a proper filing system reduces secretarial productivity
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
4. Secretaries receive adequate training on filing systems
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
5. Filing accuracy contributes to better decision-making by management
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
6. Secretaries have sufficient resources to maintain an organized filing system
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
7. An efficient filing system improves the response time to management's requests
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
8. There is a positive correlation between a good filing system and secretarial accuracy
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
9. Secretaries find an organized filing system beneficial in reducing stress at work
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
10. Secretaries feel they are adequately supported by management in maintaining a filing system
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
11. A well-organized filing system reduces the chances of document loss
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
12. The implementation of a filing system affects the overall organization of a secretary's work
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
13. Secretaries believe that digital filing systems are more efficient than manual ones
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
14. Secretaries experience difficulties in retrieving documents when a filing system is not in place
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
15. The use of color-coding in filing systems helps secretaries organize documents more effectively
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
16. The organization of the filing system directly affects secretaries' productivity
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
17. The use of a filing system saves secretaries time when preparing for meetings or reports
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
18. An organized filing system helps reduce work-related stress for secretaries
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
19. Secretaries think regular updates to the filing system improve its effectiveness
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
20. An efficient filing system improves communication between secretaries and other departments
(a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )

