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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
Technological advancement has become a defining force in reshaping professional roles, particularly within administrative functions in public institutions. The job description of secretaries, which once revolved around manual processes such as typewriting, filing, and shorthand, has evolved considerably due to innovations in digital communication, office automation, and data management. With these advancements, the secretarial profession within state-owned organizations like Kwara State Polytechnic now demands a broader range of digital competencies, increased adaptability, and fluency in modern office technologies (Asogwa&Agusiobo, 2022).
Technologies such as desktop computers, email systems, shared cloud databases, and automated document processing have contributed to improved operational speed, efficiency, and accuracy in clerical work. The result is not only a transformation of secretarial job descriptions but also the emergence of new expectations regarding speed, accuracy, and multitasking. Organizations, including public tertiary institutions, recognize the role of modern technology in enhancing productivity, promoting accountability, and ensuring smooth information flow across departments (Boladele, 2012). Yet, the integration of these technologies also brings challenges, including the need for ongoing staff training, the management of cyber-related risks, and the resistance of some employees to technological change (Jaiyeola, 2017).
In Kwara State Polytechnic, a prominent government-owned institution, the administrative departments have adopted various modern technologies aimed at improving communication flow, documentation, data retrieval, and secretarial duties. However, while some state secretaries have adapted to the changing digital environment, others still struggle with new demands due to inadequate training, poor infrastructure, or a lack of exposure to current ICT trends (Appah&Emeh, 2011). These shortcomings pose a threat to job performance and the realization of institutional goals that rely on administrative effectiveness.
Research conducted by Nwaokwa and Okoli (2012) affirms that the appropriate use of technology in secretarial work can greatly enhance institutional performance by improving correspondence, documentation, and organizational coordination. However, these benefits are only attainable when secretaries acquire the necessary digital literacy, including proficiency in office software, data entry systems, and communication tools (Olibie&Akudolu, 2012). The shift from analog to digital operations has reshaped the expectations placed on secretaries, transforming them into pivotal coordinators of institutional communication and workflow.
Furthermore, the introduction of email, voice mail, photocopiers, printers, digital storage, and shared drives has greatly reduced manual paperwork and increased productivity. These innovations have also helped in decentralizing office responsibilities and expanding the reach of administrative functions (Akpomi, 2003). According to Spencer (1981), automation involves replacing repetitive human tasks with programmed systems, a definition that mirrors today’s secretarial reality in many organizations. Secretaries are now expected to handle tasks via digital platforms, operate various automated machines, and facilitate virtual communication, often with minimal supervision.
In institutions like Kwara State Polytechnic, the presence of modern office technologies alone does not guarantee performance. The outcome largely depends on how well the secretary is trained and how effectively the tools are utilized (Ordu&Akpomi, 2009). While some secretaries have adapted, others lag due to outdated knowledge or resistance to change. Understanding this divide is vital to enhancing job performance and sustaining productivity within state-run educational institutions.
This study is, therefore, focused on examining how technological advancement has affected the effective job performance of secretaries in Kwara State Polytechnic. It will assess the extent of technology adoption, identify its influence on administrative effectiveness, and explore the challenges faced by secretaries in adapting to an increasingly automated work environment.
1.2	Statement of the Problem
The traditional responsibilities of secretaries have undergone major shifts due to technological innovations. Formerly centered on shorthand writing, manual typing, and paper-based filing, the modern secretary’s role now demands the operation of advanced software applications, digital communication systems, and electronic records management. This transition, while advantageous in theory, presents significant obstacles in practice. Many state secretaries are unprepared to fully embrace these changes due to lack of consistent training, outdated infrastructure, or insufficient digital literacy (Nwaokwa&Okoli, 2012).
Kwara State Polytechnic, like many public organizations, has embraced technological tools to enhance productivity in its secretarial departments. However, there is uncertainty surrounding how effectively these tools have been utilized. While automated systems offer time-saving advantages, their adoption also introduces problems such as digital overload, system downtimes, and the need for continuous updates and learning. According to Jaiyeola (2017), the presence of modern tools does not equate to enhanced performance unless the user is properly equipped and motivated to use them.
Despite available technologies, several secretaries in public institutions still perform below expectations due to lack of practical training, difficulty adapting to automation, and minimal exposure to technological trends. This raises concerns about whether technology has truly improved job performance or merely added complexity to the profession. There is also the fear of job displacement as automation may reduce the perceived need for secretarial staff in state institutions.

1.3	Objectives of the Study
The main objective of this study is to examine the effect of technological advancement on the job performance of state secretaries in Kwara State Polytechnic. Specifically, it seeks to:
i. Assess the extent to which technological tools have been adopted by secretaries in Kwara State Polytechnic.
ii. Determine the impact of technological advancement on the effectiveness and productivity of secretaries.
iii. Identify challenges secretaries face in adapting to technological innovations.
iv. Evaluate the role of training and development in improving secretarial competence in a technologically driven workplace.
1.4	Research Questions
The study is guided by the following research questions:
1. To what extent have technological tools been adopted by secretaries in Kwara State Polytechnic?
2. How has technological advancement affected the efficiency and productivity of state secretaries?
3. What challenges do secretaries face in adapting to modern technologies?
4. How effective are training and development programs in enhancing secretarial performance in a digital office?

1.5	Significance of the Study
This study is significant to various stakeholders in public administration, especially within the educational sector. It provides valuable insight for government institutions seeking to improve secretarial efficiency through technology. For policymakers, the study will highlight areas in need of reform, particularly in training and equipping staff for digital roles.
For secretarial professionals, the findings will serve as a guide on how to adapt to changing job requirements and acquire new skills necessary for relevance. For academic researchers, it contributes to the growing body of knowledge on the intersection of technology and administrative performance in public institutions.
1.6	Delimitation
This study is limited to secretarial staff working in Kwara State Polytechnic. It does not include lecturers or staff from other institutions or states. The emphasis is solely on the use and impact of technological advancements on the secretarial function.
1.7	Limitations
The study is limited to office secretaries, focusing specifically on their training experiences and productivity. External factors such as individual motivation, personal learning capacity, and work environment conditions are not extensively covered. Additionally, budget constraints and time limitations may restrict the scope of data collection.

CHAPTER TWO
LITERATURE REVIEW
2.0	Introduction
This chapter reviews relevant theoretical and empirical literature on the effect of technological advancement on the job performance of state secretaries, with a focus on Kwara State Polytechnic. As administrative professionals, secretaries are central to the effective functioning of public institutions, serving as coordinators of communication, records, and office systems. In recent years, technological innovations have significantly reshaped how secretarial duties are performed. This chapter examines the concept of the secretarial profession, the role of technology in administrative functions, emerging technologies, the importance of training, and the challenges associated with adopting new technologies in the public sector.
2.1	Concept of the Secretarial Profession
The secretarial profession has evolved from simple clerical duties into a multifaceted role requiring technical, organizational, and communication skills. Traditionally, secretaries were viewed primarily as typists or clerical assistants. Today, they serve as strategic support staff, managing digital files, handling electronic communications, organizing virtual meetings, and operating modern office software (Olaleye&Oyeleye, 2017).
In a public institution like Kwara State Polytechnic, state secretaries are responsible for managing official correspondences, scheduling administrative meetings, keeping institutional records, and ensuring smooth workflow. Ogunleye (2017) notes that proficiency in software like Microsoft Word, Excel, PowerPoint, and email clients is now essential. Secretaries must also handle virtual meeting platforms, online databases, and project management tools.
As organizations become more digitized, secretaries act as a communication bridge between departments and stakeholders. Their effectiveness directly impacts institutional productivity, requiring them to be dynamic, adaptable, and digitally competent.
The secretarial profession has evolved significantly over the years, transitioning from traditional clerical roles to dynamic and strategic positions in modern organizations. The term “secretary” is derived from the Latin word secretarius, which originally meant someone entrusted with secrets — indicating a position of trust and confidentiality. Today, the secretarial profession encompasses a wide range of administrative, communicative, managerial, and technical responsibilities that are crucial to the effective operation of any organization.
A secretary is a trained professional who performs administrative and organizational duties in an office. These duties include preparing and managing documents, handling correspondence, scheduling meetings, taking minutes, managing records, and supporting executives in their day-to-day activities. The secretary acts as the communication link between management and stakeholders, making efficiency, confidentiality, and professionalism key attributes of the role.
According to Omoniyi (2014), a secretary is "an indispensable office professional who possesses a mastery of office skills, demonstrates the ability to assume responsibility without direct supervision, exercises initiative and judgment, and makes decisions within the scope of assigned authority."
Core Responsibilities of Secretaries
Some core functions and responsibilities of secretaries include:
Administrative Tasks: Typing reports, letters, and memos; managing files and documents.
Communication: Handling phone calls, emails, and official correspondence.
Time Management: Scheduling appointments, organizing meetings, and maintaining calendars.
Records Management: Filing, retrieving, and updating both physical and digital records.
Confidentiality: Managing sensitive information with discretion and professionalism.
Office Coordination: Ensuring the smooth flow of operations and acting as a liaison among departments.
Qualities and Skills of a Professional Secretary
To succeed in today’s work environment, a secretary must possess both technical and soft skills. These include:
· Proficiency in computer and office software (e.g., MS Office, databases)
· Effective communication and interpersonal skills
· Organizational and multitasking ability
· Attention to detail
· Confidentiality and integrity
· Problem-solving and decision-making skills
Importance of the Secretarial Profession
The secretarial profession is central to the efficient functioning of an organization. Secretaries serve as the backbone of administrative processes, ensuring coordination, documentation, and communication are carried out effectively. They enhance the productivity of executives by handling routine tasks, allowing top-level staff to focus on strategic decision-making.
Moreover, secretaries often represent the public image of the organization, especially when dealing with clients, partners, and other stakeholders. Their role in maintaining organizational culture, professionalism, and operational continuity cannot be overemphasized.
2.2	Technological Advancement in Public Institutions
Technological advancement refers to the adoption of new tools, platforms, and systems designed to increase productivity, accuracy, and speed in the workplace (Mamy, Shabbir&Hasan, 2020). In public organizations like Kwara State Polytechnic, technologies such as digital filing systems, cloud-based communication, electronic scheduling, and automation software are gradually being adopted.
Siriwardena and Morais (2019) argue that when public institutions embrace technology, they improve employee performance, reduce administrative costs, and enhance service delivery. Secretarial roles are particularly affected, as daily tasks shift from manual documentation to digital platforms requiring specialized skills.
Technological advancement in public institutions refers to the integration and utilization of modern digital tools, information systems, and communication technologies to improve the efficiency, transparency, and service delivery of government agencies and public organizations. Over the past few decades, the public sector has undergone a digital transformation that has significantly altered how public services are planned, implemented, and accessed by citizens.
Technological advancement encompasses innovations such as the use of computers, the internet, cloud computing, artificial intelligence, e-governance platforms, biometric systems, and mobile technology. In public institutions, these technologies aim to automate processes, improve communication, enhance data management, and foster greater accountability.
The shift from manual, paper-based systems to electronic and cloud-based systems is central to this transformation. It enables faster processing of services, real-time data analysis, and more informed policy-making. These improvements help bridge the gap between government institutions and the public they serve.


Benefits of Technological Advancement in Public Institutions
1. Efficiency: Reduces delays and improves the turnaround time for public services.
2. Transparency and Accountability: Digital trails and audit logs reduce corruption and ensure that processes are traceable.
3. Cost Reduction: Automation reduces the need for paper, travel, and manpower for routine tasks.
4. Improved Service Delivery: Citizens receive faster and more accurate responses to inquiries and service requests.
5. Data-Driven Decision Making: Availability of real-time data allows better planning and implementation of public policies.
Challenges of Technological Advancement in Public Institutions
Despite the benefits, public institutions often face several challenges in adopting and implementing new technologies:
· Inadequate Infrastructure: Many public offices lack the necessary digital infrastructure, especially in rural or underdeveloped areas.
· Resistance to Change: Employees may resist new systems due to lack of training or fear of redundancy.
· Cybersecurity Risks: Increased use of technology exposes sensitive public data to the threat of cyberattacks and data breaches.
· Limited Funding: Budget constraints can limit the extent to which technologies are adopted or maintained.
· Digital Illiteracy: Lack of digital skills among public servants and citizens can hinder effective use of systems.
2.3	Emerging Technologies and Their Impact
Emerging technologies continue to reshape administrative and clerical work:
Artificial Intelligence (AI): Used for automation of repetitive tasks like meeting reminders, scheduling, and data sorting.
Cloud Computing: Enables remote access to files and collaboration across departments.
Internet of Things (IoT): Supports smart devices that can automate tasks like environmental monitoring or real-time updates.
Digital Communication Tools: Email, instant messaging, and video conferencing platforms streamline internal communication.
In institutions such as Kwara State Polytechnic, these tools are gradually being integrated to reduce redundancy, increase speed, and enhance decision-making.
2.4	Technological Advancement in Public Organizations
Technological advancement refers to the continual development and integration of improved digital tools, automated systems, and ICT-driven processes designed to enhance communication, information management, productivity, and decision-making in organizations (Mamy, Shabbir&Hasan, 2020). In contemporary public sector institutions like Kwara State Polytechnic, these technological tools include computers, internet-enabled platforms, office automation software, digital filing systems, biometric timekeeping devices, and real-time collaboration platforms that have gradually replaced manual processes.
The adoption of these technologies has transformed traditional administrative operations, leading to improved workflow, quicker service delivery, and more efficient information dissemination. According to Siriwardena and Morais (2019), organizations that embrace digital transformation experience significant short- and long-term gains in employee output, institutional performance, and stakeholder satisfaction. Within the administrative workforce, secretarial roles are among the most affected by this shift.
State secretaries in tertiary institutions no longer function merely as typists or record clerks. Instead, they are expected to manage databases, schedule meetings using digital calendars, engage in electronic correspondence, maintain cloud-based records, and assist in organizing both physical and virtual events. Tools such as Microsoft Office Suite, Google Workspace, Zoom, and institutional portals have become integral to their duties.
This transition demands a higher level of digital literacy and adaptability. Secretaries are now required to perform roles that previously involved multiple personnel, demonstrating multitasking capabilities, efficiency, and competence in various software tools. As highlighted by Ogunleye (2017), this new expectation is reshaping the administrative workforce into a more technologically dependent and performance-driven unit.
In Kwara State Polytechnic, the secretarial workforce’s effectiveness is heavily influenced by how well they utilize these tools. For instance, the use of shared drives and digital repositories helps secretaries collaborate with academic and administrative departments, ensuring timely communication and documentation. Additionally, technology enables remote access and hybrid work arrangements, especially during institutional closures or special academic operations, ensuring continuity of services.
However, while the benefits are evident, the transformation process must be supported by strategic investments in digital infrastructure, training programs, and IT support systems. Without these, technological advancement may only benefit a few, leaving others behind due to skill gaps and unequal access.
2.5	Impact of Technological Advancement on Secretarial Job Performance
The integration of modern technologies into the administrative structure of public institutions has significantly redefined the scope and quality of secretarial job performance. Secretaries are no longer confined to manual roles such as filing, typing, and physical documentation. Instead, they are now required to manage electronic records, handle virtual communications, and operate cloud-based platforms with professionalism and technical competence.
Obi and Iweka (2015) observed that secretaries who are well-versed in ICT tools tend to demonstrate higher levels of productivity, accuracy, and time management. Tools such as Microsoft Outlook, Zoom, Google Calendar, and database management software enable them to streamline daily routines, handle tasks efficiently, and reduce administrative delays. For instance, a secretary managing department meetings can easily schedule appointments, send reminders, and share meeting links—functions that once required significant time and effort.
Similarly, Siriwardena and Morais (2019) emphasize that investment in ICT training for staff improves technical competencies, motivation, and job satisfaction. Secretaries who receive proper orientation and exposure to digital tools become confident in managing information systems, collaborating with departments, and serving as administrative liaisons.
According to Utete, Zhou, and Ajani (2022), staff training and exposure to technology enhance work engagement and foster innovation. In the context of Kwara State Polytechnic, secretaries who are technologically empowered are better equipped to meet institutional demands, support leadership functions, and respond promptly to documentation needs.
Technological tools improve the accuracy and clarity of records, support real-time communication, and provide access to secure digital storage. Automation reduces repetitive tasks like photocopying, manual typing, and physical filing, allowing secretaries to focus on strategic duties such as event planning, budget monitoring, and communication tracking. Adeoye and Elegunde (2012) argued that ICT adoption leads to job satisfaction, which in turn enhances performance output.
In a dynamic academic environment like Kwara State Polytechnic, where administrative efficiency directly impacts academic delivery, technology has become indispensable to secretarial effectiveness. The ability of secretaries to adapt to digital systems determines their value to the institution and their long-term relevance in the workforce.
However, it must be noted, as Ajayi (2018) reports, that many secretaries still express concerns over outdated systems, inadequate infrastructure, and insufficient access to current software tools. These limitations negatively affect morale and output, particularly when secretaries are expected to perform tasks without adequate support or training.
Therefore, while technological advancement offers significant advantages, its true impact depends on institutional policies that prioritize equitable access, continuous professional development, and adequate IT support.
Technological advancement has significantly reshaped the secretarial profession, altering both the tools secretaries use and the expectations placed upon them in the modern workplace. Traditionally, secretarial roles involved shorthand writing, manual filing, and the use of typewriters. However, today’s secretaries operate in a technology-driven environment where efficiency, accuracy, and adaptability are essential. The integration of advanced technology into office systems has elevated secretarial job functions from mere clerical tasks to strategic support roles.

1) Increased Efficiency and Speed
One of the most notable impacts of technological advancement is the increase in the speed and accuracy of task execution. Tools such as Microsoft Office Suite, Google Workspace, and other document-processing software enable secretaries to produce error-free documents quickly. Automation features like spell-check, formatting tools, templates, and macros reduce the time spent on repetitive tasks. This efficiency allows secretaries to manage larger volumes of work within a shorter timeframe.
2) Improved Communication and Collaboration
Email, instant messaging, video conferencing, and cloud-based platforms like Zoom, Microsoft Teams, and Slack have revolutionized communication in the workplace. Secretaries can now schedule and manage virtual meetings, share documents instantly, and coordinate with multiple departments or clients remotely. This has also led to improved organizational flow, as information is disseminated more rapidly and decisions can be made in real time.
3) Enhanced Data Management
Technology provides tools for better data organization, storage, retrieval, and security. Secretaries are now responsible for managing digital databases, cloud storage systems, and information archiving software. With tools like Google Drive, Dropbox, and SharePoint, data is accessible anywhere and can be shared securely. This has reduced physical storage needs and minimized the risk of data loss due to misfiling or environmental damage.
4) Expanded Job Roles
The modern secretary is expected to have skills beyond typing and answering phones. They often handle administrative coordination, social media management, event planning, data entry, and basic financial tasks using accounting software like QuickBooks or Sage. Technological tools have enabled secretaries to take on these additional responsibilities with greater competence and confidence.
5) Continuous Learning and Skill Development
While technology has enhanced job performance, it has also introduced a demand for continuous learning. Secretaries must constantly update their skills to keep up with evolving tools and systems. Organizations that invest in regular training and professional development are better able to maintain high performance among their administrative staff.
6) Job Security and Role Redefinition
There is an ongoing concern that automation and artificial intelligence might replace some secretarial roles. While it is true that some traditional tasks are now automated, the secretary's role is not being eliminated but redefined. Those who adapt and gain technological proficiency become invaluable assets to their organizations. Their ability to manage information systems, coordinate virtual teams, and support executives makes them essential to modern business operations

.
7) Challenges and Adaptability
Despite the benefits, many secretaries face challenges such as resistance to change, fear of new technologies, and lack of access to up-to-date training. Some may feel overwhelmed by the fast pace of technological innovation. Therefore, organizational support, mentorship, and continuous training are crucial to help them transition effectively into tech-enhanced roles.
2.6	Challenges Facing State Secretaries in Adopting Technology
Despite the undeniable benefits of technological advancement, state secretaries especially in public institutions encounter numerous challenges in adapting to and fully utilizing new technologies. These challenges hinder their productivity, job satisfaction, and relevance in the modern administrative environment.
1. Limited Access to Training Opportunities
One of the most persistent challenges is the inadequate training of secretarial staff. Many secretaries are expected to use sophisticated digital tools without prior exposure or professional development. As noted by Nassazi (2013), lack of structured and frequent training leads to skill deficiencies and resistance to adopting new tools. In Kwara State Polytechnic, this could manifest as secretaries struggling to use office software or mismanaging virtual meeting platforms due to lack of hands-on experience.
2. Resistance to Change
Change management is a critical issue, particularly among long-serving administrative staff who may be accustomed to traditional methods of communication and documentation. These individuals often resist the introduction of new systems, either due to fear of redundancy or lack of confidence in their ability to learn new tools (Obi &Iweka, 2015). This resistance slows down institutional efforts to fully digitize operations.
3. Inadequate Technological Infrastructure
Even where willingness to adapt exists, many secretaries are hampered by poor internet connectivity, outdated computers, insufficient software licenses, or power-related issues. This infrastructural weakness makes it difficult to use digital systems effectively, thereby creating dependency on manual processes and discouraging full adoption (Ajayi, 2018).
4. Digital Literacy and Skill Gaps
Another major barrier is the wide gap in digital literacy among secretaries. While younger secretaries may adapt quickly, older staff or those with limited exposure to computer education may find it difficult to use digital tools without support. This disparity affects teamwork, consistency, and task completion timelines (Utete et al., 2022).
5. Inadequate IT Support
Some departments lack dedicated IT personnel to assist with troubleshooting and updates. As a result, when secretaries encounter system failures, software errors, or connectivity issues, they are left to resolve them independently—often with little success. This leads to delays and frustration, reducing the efficiency that technology is meant to bring.
2.2	Empirical Review
Several studies confirm the positive link between technology and secretarial performance. Sendawula et al. (2018) found that public institutions in Uganda that invested in ICT training recorded higher administrative efficiency. Mamy, Shabbir, and Hasan (2020) noted that workers with access to job-specific training were more confident, effective, and goal-oriented.
In Nigeria, Obi and Iweka (2015) reported that institutions with trained secretaries and functional ICT infrastructure performed better administratively. Similarly, Yusuf (2012) found that polytechnic students with consistent ICT access achieved better results in secretarial courses.
These findings support the view that secretarial performance in state institutions is closely tied to the availability and use of modern technology, and the training provided to use it effectively.







CHAPTER THREE
METHODOLOGY
3.1	Instrument Used
The main instrument used was a structured questionnaire, divided into sections. It included both closed-ended and Likert-scale items, designed to capture information on: Adoption of office technology, Secretarial productivity, Training access, Technological challenges.
3.2	Population of the Study
The population consisted of all state secretaries working at Kwara State Polytechnic across administrative and departmental offices. These professionals were selected because they are directly involved in clerical and administrative functions affected by technology. The estimated number of secretaries is approximately 60.
3.3	Sample and Sampling Technique
A stratified random sampling technique was used to select a representative sample of 30 secretaries. The stratification ensured that respondents came from different departments and units, providing a comprehensive view of technological effects across the institution.
3.4	Distribution and Collection of Data
Questionnaires were distributed manually to secretaries in various offices. Respondents were given one week to complete the forms. Follow-up visits and phone calls were made to ensure high Options rates. At the end of the period, all 30 questionnaires were successfully retrieved (100% Options rate).
3.5	Reliability of the Instrument
A pilot test was conducted with 10 secretaries from another nearby institution. The reliability of the questionnaire was confirmed using Cronbach’s Alpha, which yielded a coefficient of 0.80, indicating high internal consistency and reliability of the instrument.
3.6	Validity
To ensure content and face validity, the instrument was reviewed by experts in secretarial studies and office management. Their feedback was used to refine the items and ensure that they aligned with the study’s objectives.
3.7	Method of Data Analysis
Data collected were analyzed using descriptive statistics such as frequencies, percentages, and mean scores. The Statistical Package for the Social Sciences (SPSS) was used for data processing. Results were presented in tables and charts with interpretation under each section.





CHAPTER FOUR
DATA ANALYSIS 
4.1	Introduction
This chapter presents and analyzes the data collected from secretaries at Kwara State Polytechnic regarding the effect of technological advancement on their job performance..
4.2	Results
Table 4.1:	The institution provides modern office tools like computers, printers, and internet access.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	33.3

	Agree
	13
	43.3

	Disagree
	05
	16.7

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
A combined 76.6% of respondents agreed that their workplace is equipped with basic office tools such as computers, printers, and internet access. This indicates that Kwara State Polytechnic has embraced the use of modern technology in its administrative departments. 
Table 4.2	Secretaries have access to email, online calendars, and video conferencing platforms.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	11
	36.7

	Agree
	12
	40

	Disagree
	05
	16.7

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
A majority (76.7%) reported having access to digital platforms that facilitate communication and scheduling. Tools such as Zoom, Google Meet, Outlook Calendar, and email services are becoming essential for managing virtual meetings and information flow. As noted by Ogunleye (2017), digital access enhances communication effectiveness and reduces delays in official processes, especially in large institutions with multiple administrative units.






Table 4.3:	 Cloud-based systems are used for document storage and retrieval.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	09
	30

	Agree
	12
	40

	Disagree
	06
	20

	Strongly Disagree
	03
	10

	Total
	30
	100


Interpretation:
With 70% of the respondents agreeing, it suggests that Kwara State Polytechnic has made significant progress toward adopting cloud-based storage systems. These systems reduce the risk of data loss and improve file accessibility, especially across multiple departments. This supports findings by Siriwardena and Morais (2019), who observed that cloud systems increase operational efficiency and promote collaboration in public institutions.




Table 4.4:	Most administrative tasks are now done digitally.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	12
	40

	Agree
	13
	43.3

	Disagree
	04
	13.3

	Strongly Disagree
	01
	3.3

	Total
	30
	100


Interpretation:
With 83.3% agreement, this reflects a strong shift toward digitalization of secretarial duties. The transition from manual to electronic processing improves speed and reduces redundancy. According to Atakpa (2010), technology-driven environments are more organized and enable staff to focus on value-added tasks instead of repetitive manual operations.






Table 4.5:	Technology has replaced several manual processes in the office.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	11
	36.7

	Disagree
	04
	13.3

	Strongly Disagree
	01
	3.3

	Total
	30
	100


Interpretation:
A total of 83.4% confirmed that technological tools have replaced many previously manual secretarial tasks, such as physical filing and paper-based communication. This aligns with Aromolaran (2003), who argues that automation not only enhances efficiency but also broadens the scope of responsibilities handled by modern secretaries.







Table 4.6:	Technology helps secretaries accomplish tasks faster.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	12
	40

	Disagree
	04
	13.3

	Strongly Disagree
	01
	3.3

	Total
	30
	100


Interpretation:
83.3% agreed that technology enhances speed in task execution. This supports the work of Obi and Iweka (2015), who found that digital tools help secretaries manage workloads efficiently, particularly under time pressure. Faster task completion allows secretaries to take on more responsibilities and improve turnaround time.








Table 4.7:	Office technology reduces errors in documentation.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	11
	36.7

	Agree
	13
	43.3

	Disagree
	04
	13.3

	Strongly Disagree
	02
	6.7

	Total
	30
	`100


Interpretation:
80% acknowledged that technology reduces documentation errors. Word processors, spell-checkers, and editing tools have minimized common errors seen in manual typing. Adeoye and Elegunde (2012) highlighted that these technologies also foster clarity and uniformity in professional correspondence.







Table 4.8:	Digital tools have improved my time management.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	33.3

	Agree
	15
	50

	Disagree
	03
	10

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
83.3% indicated improved time management, thanks to tools like calendars, reminders, and task organizers. According to Olibie and Akudolu (2012), secretaries with access to such tools can prioritize tasks better and reduce deadline-related stress.








Table 4.9:	Technological tools increase productivity even during remote work.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	12
	40

	Agree
	13
	43.3

	Disagree
	03
	10

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
83.3% of respondents acknowledged the role of technology in enabling remote work. This aligns with current trends, where virtual workspaces and cloud-based platforms help secretaries stay productive even outside the office (Ajani et al., 2022).








Table 4.10:	My performance has improved due to the use of modern office equipment.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	11
	36.7

	Disagree
	03
	10

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
Over 83% reported performance improvement linked to equipment use. This supports the assertion by Akpomi and Ordu (2009) that secretarial productivity correlates directly with access to efficient tools.







Table 4.11:	Lack of regular training affects my ability to use technology effectively.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	11
	36.7

	Disagree
	04
	13.3

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
       80% agreed that inadequate training limits their tech usage. This is consistent with Sendawulaet al. (2018), who found that frequent training boosts confidence and competence among administrative staff.








Table 4.12:	 I find it difficult to learn and adapt to new tools.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	10
	33.3

	Agree
	12
	40

	Disagree
	05
	16.7

	Strongly Disagree
	03
	10

	Total
	30
	100


Interpretation:
73.3% expressed difficulty adapting to new tools, highlighting a need for simplified training and mentorship programs. Nassazi (2013) identified this learning curve as a major challenge for middle-aged and long-serving staff in public service.









Table 4.13	 Some technologies are too complex or unfamiliar.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	11
	36.7

	Agree
	13
	43.3

	Disagree
	04
	13.3

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
         80% agreed that some tools are too technical. According to Aromolaran (2003), such complexity discourages active use unless broken down in user-friendly formats through practical demonstrations.








Table 4.14: There is inadequate technical support in my department.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	12
	40

	Agree
	11
	36.7

	Disagree
	04
	13.3

	Strongly Disagree
	03
	10

	Total
	30
	100


Interpretation:
Over 76% lack consistent IT support, which delays repairs and frustrates users. As Utete et al. (2022) note, technical assistance is key to ensuring sustainability in digital workspaces.








Table 4.15:	Some secretaries resist learning new technologies.
	Options
	No. of Respondents
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	12
	40

	Disagree
	03
	10

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
83.3% observed resistance among peers. Osuala (2004) warned that unless mindsets change, technological growth may be limited not by availability—but by user unwillingness.
4.4	 Discussion of Findings
The findings of this study have shown that technological advancement plays a crucial role in shaping the job performance of secretaries in Kwara State Polytechnic. Data gathered and analyzed under the three research questions provided insights into the level of technology adoption, impact on job performance, and the challenges secretaries face in adapting to modern office technologies.
4.1	Technology Adoption among State Secretaries
Results from Research Question One reveal that a significant number of state secretaries at Kwara State Polytechnic have access to modern office tools, including computers, internet facilities, digital communication platforms, and cloud storage. Over 76% of respondents agreed that the institution provides access to modern office equipment, while 83.3% affirmed that most administrative tasks have transitioned from manual to digital (see Table 4.1.4).
This finding is consistent with Olaleye and Oyeleye (2017), who stressed the importance of technology in improving the effectiveness and relevance of administrative staff in public institutions. The presence of cloud-based systems and video conferencing platforms reflects Kwara State Polytechnic’s progressive efforts toward digital transformation. However, the minority of respondents who disagreed indicated the need for wider, equitable distribution of resources across all departments.
4.2	Impact of Technology on Secretarial Job Performance
Optionss to Research Question Two strongly suggest that technological tools significantly enhance the efficiency and productivity of secretaries. Over 83% of respondents agreed that technology helps them complete tasks faster, manage their time more effectively, and perform better even during remote work (see Table 4.2.1 – 4.2.5). This is in agreement with the findings of Obi and Iweka (2015), who posited that secretaries equipped with the right technology demonstrate improved job efficiency, faster decision-making support, and better communication accuracy.
Tools like digital calendars, word processors, and cloud storage platforms have simplified scheduling, improved document formatting, and enabled faster communication. Furthermore, the results suggest that digital transformation supports multitasking and reduces time lost in paperwork, thereby enhancing productivity and administrative speed.
4.3	Challenges in Adopting Technological Tools
While the adoption of technology appears widespread, Research Question Three highlights several challenges faced by secretaries in fully embracing these tools. Over 80% of respondents reported lack of regular training, difficulty adapting to complex systems, inadequate technical support, and resistance to change among peers (see Table 4.3.1 – 4.3.5).
This aligns with Sendawula et al. (2018), who found that continuous training is vital for effective technology use in administrative settings. Nassazi (2013) also emphasized that a lack of training programs leads to skill gaps and hinders full adoption of technological innovations.
Additionally, some secretaries struggle with the rapid pace of digital changes, highlighting the importance of technical support and simplified digital systems. Resistance to learning among long-serving staff was also a major issue, confirming the cultural and generational barriers identified by Osuala (2004).





CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
The study investigated the effect of technological advancement on the job performance of state secretaries at Kwara State Polytechnic. Based on the data analysis, the following key findings emerged:
Technology Adoption:
A majority of secretaries have access to modern office technologies such as computers, internet, cloud storage, and video conferencing tools, indicating a moderate-to-high level of technological adoption.
Improved Job Performance:
Secretaries using modern office technologies report increased productivity, improved time management, faster completion of tasks, and higher efficiency in documentation and scheduling.
Challenges in Technology Use:
Despite the advantages, many secretaries experience challenges including inadequate training, limited IT support, difficulty understanding complex systems, and peer resistance to adopting new tools.



Need for Continuous Development:
The findings highlight a strong need for structured and ongoing training programs, simplified technology tools, and improved departmental IT support to bridge the digital gap among secretarial staff.
5.2	Conclusion
This study concludes that technological advancement has had a profound and largely positive effect on the job performance of state secretaries in Kwara State Polytechnic. The transition from traditional clerical tools to digital platforms has improved task execution, document management, communication, and overall institutional efficiency.
However, the potential of technology in improving secretarial performance is constrained by limited training, lack of confidence among users, and resistance to change. These issues must be addressed to fully realize the benefits of digital transformation in the public sector. When secretaries are well-trained, adequately equipped, and technically supported, they are empowered to deliver services with greater speed, accuracy, and professionalism.





5.3	Recommendations
Based on the findings and conclusions, the following recommendations are made:
1) Implement Regular Training Programs: The institution should organize periodic hands-on training sessions for secretaries to improve their proficiency in using digital tools and emerging office technologies.
2) Provide Technical Support Units: Each administrative unit should have access to trained IT personnel who can offer prompt support and troubleshooting to secretarial staff.
3) Upgrade Office Infrastructure: Management should ensure equitable distribution of digital tools such as updated computers, high-speed internet, and cloud-based systems across all departments.
4) Encourage a Culture of Digital Adaptation: Awareness programs should be implemented to reduce resistance to change and encourage secretaries—especially older staff—to embrace innovation through mentorship and peer learning.
5) Incorporate Digital Competence into Evaluation: Performance appraisal for secretaries should include digital competence indicators, encouraging them to acquire and apply relevant technological skills in their roles.
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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 “EFFECT OF TECHNOLOGICAL ADVANCEMENT ON EFFECTIVE JOB PERFORMANCE OF STATE SECRETARIES IN AN ORGANIZATION IN KWARA STATE”.
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 research ethics of anonymity and confidentiality will be strictly adhered to.


Yours faithfully, 

ANIMASHAUN KEHINDE MORUFAT
ND/23/OTM/FT/0071

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 “EFFECT OF TECHNOLOGICAL ADVANCEMENT ON EFFECTIVE JOB PERFORMANCE OF STATE SECRETARIES IN AN ORGANIZATION IN KWARA STATE”.
Kindly complete the questions below.
Rest assured that the research ethics of anonymity and confidentiality will be strictly adhered to.

Yours faithfully, 

ANIMASHAUN KEHINDE MORUFAT
ND/23/OTM/FT/0071




QUESTIONNAIRE
	S/N
	Statement
	SA
	A
	D
	SD

	1
	My office is equipped with modern tools like computers and internet.
	
	
	
	

	2
	I use email, online calendars, and video conferencing tools regularly.
	
	
	
	

	3
	We use cloud systems for storing and retrieving files.
	
	
	
	

	4
	Most of our administrative tasks are carried out digitally.
	
	
	
	

	5
	Manual processes have been replaced by automated systems.
	
	
	
	


Research Question 2: How has technological advancement affected job performance?
	S/N
	Statement
	SA
	A
	D
	SD

	6
	Technology helps me complete my work faster.
	
	
	
	

	7
	Digital tools reduce errors in documentation.
	
	
	
	

	8
	I manage my time better with scheduling tools.
	
	
	
	

	9
	I remain productive even when working remotely.
	
	
	
	

	10
	My job performance has improved due to modern office equipment.
	
	
	
	




Research Question 3: What challenges do secretaries face in adopting technology?
	S/N
	Statement
	SA
	A
	D
	SD

	11
	I lack adequate training on new technologies.
	
	
	
	

	12
	I find it difficult to adapt to new digital tools.
	
	
	
	

	13
	Some tools are too complex or technical.
	
	
	
	

	14
	There is no reliable technical support in my department.
	
	
	
	

	15
	Some secretaries resist adopting new technologies.
	
	
	
	



