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CHAPTER ONE
Introduction
1.1 	Background Information to the Study
The process of information today has greatly improved as well as widened both in meaning and in scope by constant improvements in the field of technology unlike in the by gone years. Offices are now equipped with how modern electronic machine.
The complexity of information and communication technology can be linked to the ranged of information needs of individuals, business organization, government establishment or society in general.  In recent years, business or organizations have been operating under a climate characterized by continued change in work techniques and managerial ethics owning to technological development.  This aim of any business achieve this business organization must tailor their objectives to conform to the modern work environment, which is largely ruled by technological innovations.
Meanwhile, information is data that has been processed into a meaningful form to the recipient and is real perceived value in current or prospective action or decision.  It is a vital asset of the firm and it properly employed, could elevate the organizations personnel resources, physical facilities and financial resources (Agu, 2020).
Information technology on the other hand refers to the convergence of micro-electronics, telecommunications and computer in aiding the processing of information.  It embraces all aspects of integrated office system for controlling the product and processing of information in text, data image and voice. Microelectronics is a branch of electronics concerned with the research, development and utilization of qualitatively new electronic devices known as integrated circuits.  Telecommunication refers to the use of the technology such as telephone circuits, interactive radio, voice message, fax, internet, e-mail etc.
The vital roles which office managers meant to play in the offices necessitate the proper training and education of office manager.  Such education has a potent force of making individuals posed the capacity to employment and self-reliance.  To make the officers to meet up with the challenges passed by the new technological inventions Ohakwe, (2020) noted that training given to the office manager enable them possess the ability to fit in properly in the office any organization. Citing Nwosu (2019) concludes that training business educators constitute an inevitable strategy in coping with the tremendous innovations in today’s office managers.
In addition, looking at the duties of office manager, no doubt will confirm that the office managers is very important in an organization and with the aid of information and communication technology handling some of their duties like taking shorthand dictations from the boss and transcribing it using either the transcribing machine or any of the word processing facilities, making appointments for the boss and reminding him of them, interviewing people coming into the office, making and answering telephone calls, writing routine correspondence and other duties.  A good office manager is a public relation expert, staff assistance, the boss’s office memory.  Kanu (2019) argues that the office manager’s is expected to represent the organization and the employer attractively to the public and general good human relations in working with the employer in the organization.
Communication is also an essential tool for the management of a business organization.  It is one of the major necessities for effective management in today’s business.  Communication creates good management and labour relationship, thereby increasing the productivity of the organization with the aid of office manager’s.
Communication depends on insight into nature and ability to get the desired responses.  They must give good example of themselves and clearly expect others to follow in order to avoid any bottlenecks in communication skills of office managers have contributed immensely in the growth and fast changing economic organization.
Office managers who are not well equipped for today and tomorrow’s office are sure to be.  This is in agreement with ldih (2018) while citing Anyaduba (2019) who postulates that by year ahead, the professional office managers will grapple with technological innovations and would need to acquire a new appreciation of his/her role by developing increased capacity for adaptation to changing trends.  Okafor (2021) is of view that equipping the graduate office manager’s with fundamental education they will be built to face the challenges of the modern computerized automated and paperless office.
1.2	Statement of the Problem
        There has been tremendous technological advancement recorded in the area of information and communication technology.  Undoubtedly this poses significant problem to practicing office manager’s at their place of work. This appears to be consensus that the office environment is greatly changing and everything about the office has been computerized.
        With reference to the fast communication development, the question now is what type and how much information and communication technology skills do office manager’s really need to perform efficiently today?.  The problem of this study was to generate empirical data on the exact quantity of information and communication technology skills which any office manager working in or desiring to enter the public and civil services in this state needed to have for effective job performance.
1.3	Objectives of The Study
        The aim of the study is to examine the impact of ICT on Office Manager’s Job performance in Selected Public Service Sector. The specific objectives are to:-
a. [bookmark: _gjdgxs]To identify the types of office information technologies that enhance office manager’s job performance.
b. To determine whether information and communication saves labour cost.
c. To determine if its efficiency enhance quality and quantity of output.
d. To examine whether information and communication technology create employment.

1.4	Research Questions
To achieve the objectives of this study, the following research questions were postulated;
a. Which office information and communication technologies are utilized to improve the job performance of office managers?
b. How do information and communication technologies help in minimizing labour costs in office environments?
c. In what ways do information and communication technologies enhance the efficiency, quality, and quantity of office output?
d. To what extent do office information and communication technologies contribute to employment generation?
1.5	Significance of the Study
        The findings are of great benefit to employers and employees (office Manager’s) in that, it enlightens both of them of the various skills required of modern day office manager’s.  The finding also will encourage the business organization to meet up with technological challenges by ensuring that potential office managers are trained with modern facilities and organization will provide them with facilities.
         Business organization will also benefit from the area of the study they will now understand the area of the deficiencies and try to remedy them especially in the provision of modern technological equipment’s.  The finding will provide information that extends knowledge of office manager’s studies.  It will make them know the various skills required by modern day office manager.  The research work will establish the fact that office manager’s provides with technological facilities will not only enhance their skill bur will equally contribute meaningfully to their organizational and objectives.
         The finding could be useful to curriculum planning in office management studies in other to incorporate required skills occasioned by the society changing needs.
 This study is conducted in Imo State on the impact of information and communication technology (lCT) on office manager’s job performance in selected public service sector.
         The finding of this research is hoped to enlighten graduate of office manager’s on the impact of information and communication technology of the modern industries and their expectation in terms of skills and performance.
1.6	Delimitation
This research work is limited to “Impact of Information and Communication Technology (ICT) on Office Manager’s Job Performance in Selected Public Service Sector” (a case study of Ministry of Information Kwara State). The research will make sure not to go beyond the scope.
1.7	Limitations
This study experienced many constraints which are inadequate time for distribution and collection of data, financial problem, and how attention given by the respondents. However, all effort was made in other not to water down the quality of the research work.  


CHAPTER TWO
LITERATURE REVIEW
2.0	Introduction
This chapter deals with review of the related literature. The review were conducted under the following sub-headings: - 
2.1	Concept of Information Technology
2.2	History of Secretarial Profession	
2.3	Secretaries Roles and Responsibilities in Contemporary Organization
2.4	The Role of ICT in Administrative Office 
2.5	Concept of Organizational Communication
2.6	Factors to be Considered when Determining ICT Media in Offices
2.7	Information, Communication, and Technology (ICT) Challenges Organizations in 	Nigerian
2.8	Performance Coaching as a Concept 		
2.1	Concept of Information and Communication Technology
Information and Communication Technology Information technology is the combination of computing, telecommunication and video techniques for the purpose of acquiring, processing, storing, and disseminating vocal, pictoral, textual and numerical information. Uzoka (2002) defined information technology as the harnessing of electronic technology in its various forms to improve the operations and profitability of the business as a whole. Bright man and Dimsdale (1986) traced the root of the high-tech revolution back to 1828 when Charles Babbage produced the first programmable calculating device, the Analytical Engine. We might look to the more recent past, 1944, and mention Howard Aiken's Mark I, the first programmable computer. We might cite the first electronic computer, the slow, gigantic but ground-breaking ENIAC developed in 1946 by John Mauchly and Presper Eckert at the University of Pennsylvania. To be precise, we should also mention, dozens of other major developments in computers and electronic communications - known together as telecommunications. The genesis and notion of management information systems originated during the early 1960s largely through the effort of Kennedy Era, the "Whizkids". The introduction of new technology to process and transport data and information has proceeded at exceptional rates for more than three decades. This innovative introduction has significantly affected employees, managers, and their organizations. It was eighteen-year-old Frenchman, Blaise Pascal by name that first developed a mechanical adding machine in 1642. Later, this was improved upon by Gottfried Beibnitz – a German mathematician who developed a calculating machine that could multiply by a repeated addition and divide by a repeated subtraction in 1694. However, Computer technology has undergone series of changes which reflect big size to miniature size of computers with their increasingly high processing speed of data into information for decision making (Nicholas, et al. 2009).
Information technology according to Oliver, Chapman and French (1990) is a technology which supports activities involving the creation, storage, manipulation and communication of information (principally computing, electronics and electronic communications) together with their related methods, management and applications. It has also created countless opportunities and challenges for millions of individuals. In particular, the challenges of managers’ responsible for introducing this technology have been exceptionally high. In our information and knowledge -based society, management must attempt to capture the advantages offered by information technology, yet they must also avoid the pitfalls along the way toward increasing automation. As information has altered the way many people do their jobs and has changed the nature of work in industrialized nations, the practice of management has been greatly affected. The management of many firms and their managers must therefore understand the implications of this new information technology revolution which require substantial future readjustment and quickly learn how to benefit from it (Frenzel, 1992). The explosion in electronic commerce is just one example of the many ways information technology is influencing how people do business and how they account for business financial and economic events (Moscove, et al., 2003). The blending of internet technologies and traditional business concerns impacting all industries and is really the latest phase in the ongoing evolution of business infrastructure and change the way to respond more immediately to customer needs (Grant, et al 2000). 
The role of accountant and objective of accounting systems which is to process financial and economic data into information for decision making is still the same. Also, the audit objective which is to render an opinion on the “true and fair view” of a client’s financial statement still holds, however, the technical expertise that the auditor must possess to evaluate computer-based accounting systems has undergone considerable changes and the change will ever continue to be more radical and rapid (Ofurum and Ogbonna, 2008). ICT is seen as a way to promote educational change, improve the skills of secretaries and prepare them for the global economy and information society. ICT is used to improve delivery of and access to effective and efficient management of office and the organization as a whole. ICT as focus on secretaries, it tends to improve the understanding of the secretarial practice and functions, increase quality of secretaries work attitude thereby increase the impact of secretaries on the management of the office. While basically ICT based innovations can occur in secretarial functions, their linkage to office management is essential to achieve intended outcomes of an organisation. 
2.2	History of Secretarial Profession
Literature on the history of the secretarial profession shows that nobody knows when secretaries originated, but that the Romans were first to employ men as scribes who took down dictation. Men dominated secretarial jobs until the late 1880s. However, in the 1930s, women started to dominate the profession. In Nigeria, there were few secretaries in the early 1900’s because there were no government established training institutions. Organizations employed typists and stenographers as secretaries. These “secretaries” trained in road-side secretarial institutes. These institutes did not have qualified instructors and adequate machines. Therefore, those who employed them were skeptical about their administrative competence, thus limiting their activities to routine or chore office jobs. In the late 1900’s, the state and federal governments started recognizing the need to employ efficient secretaries and established Federal Training Centres in Lagos and Kaduna. 
The state governments later established Staff Development Centres. Admission requirements into these centres were low. Later, polytechnics were established by both state and federal governments in order to have better trained secretaries. At present, we have a few universities with a Secretarial Administration department where secretaries are trained. The polytechnics are still regarded as the best place to train secretaries. Secretaries command high respect and they easily get jobs. They are versatile because all organizations need them. In the early days of producing secretaries in Nigeria, people regarded those who went to commercial secondary modern or commercial secondary schools as dullards. The public regarded those who went to secondary grammar schools as highly intelligent - those who would become doctors, lawyers, engineers, etc. Things have interestingly reversed as commercial or business courses are becoming more versatile than the science courses. We now find doctors and other professionals who write accounting examinations. 
2.3	Secretaries Roles and Responsibilities in Contemporary Organization 
The secretarial function, though a supportive function, requires a large amount of initiative, tact and resourcefulness to succeed. Ugiagbe (2002) defined a secretary as an assistant to an executive, possessing mastery of office skills and ability to assume responsibility without direct supervision, who displays initiative, exercises judgement, and makes decisions within the scope of his/ her authority. Boladele (2002) expressed that a secretary is a warm, endlessly helpful and under-standing individual whose sole aim is to alleviate, solve, prevent or soften problem workload and upsets for his/her executive. He/she is the means by which the executive initiates, handles and complete a project. 
According to Onifade (2009), a secretary is an assistant to a manager. Apart from the traditional responsibilities, such as typing, taking dictation and transcribing, managing records, receiving, storing and retrieving information or operating the computer, attending meetings, answering telephone calls, he now carries out research, prepares the manager’s itinerary, makes travel bookings and hotel reservations, supervises the junior workers, and makes some decisions using his initiatives. He should be able to answer some questions on behalf of the boss. For example, a client who wants the price of a product should not wait to see the boss.  A secretary who is familiar with the company’s policies, price list and handbooks should relieve the boss of such burden by providing accurate information. He should be able to coordinate the administrative activities and organize the office for efficient performance. He should be able to use the internet and train new staff on the computer. The secretary is a member of a team in the workplace and therefore should always be cooperative and supportive. He should be able to write and present reports and disseminate information using websites and e-mail. He now shares with the manager the responsibilities that were hitherto reserved for the manager. Igbinidoin (2010) identifies the secretary’s responsibilities to include; taking dictation and transcribing it into correspondence which is at once dispatched to its business destination. He highlights of some forms of these correspondence to include: letters, memos, circulars, orders, quotations, acceptances, contractual terms, and conditions, invitations, etc. Each of these items he claimed will invoke a response from the addressees, who will perhaps order materials, proceed to manufacture, insure cargoes, book hotels or engage in some other expensive activity which forms part of the intricate network of business life. Therefore the secretary must be regarded with some respect with reference to these onerous functions that impinge on the success of the organization. 
2.4	The Role of ICT in Administrative Office 
The secretary is an employee that coordinates office activities and performs secretarial assignments for professional or management staff (Robert et. al., 2011). These functions could entirely be carried out to assist only one superior employee or may be for the benefit of more than one. Secretarial assignments carried out by secretaries include such duties as general office coordination, scheduling meetings, preparing and maintaining office records and writing reports. These multitude tasks made the secretary to be versatile and well accustomed to the operational activities of the organisations.
The emergence of office Technologies has made the secretary’s role to change from traditional roles to modernity (Edwin, 2008). The secretaries have access to modern office technology such as the computers, internet, hand phones and fax. These ICT make the work of the secretary much easier. This factor has contributed to the positive performance of the secretaries in the organizations around the world. This is because the secretaries find it easier to send messages and communicate using the e-mail, group collaboration software such as Zimbra, fax and through the telephone. Zimbra is one of open source software used by the partcipants in this study. This and similar software is used by the secretaries because it enables the secretary to coordinate and execute the tasks accordingly. In contrast, the email, fax machine and the telephone are common in offices. The computers and ICT help the secretaries to write, edit and send memos, letters and reports within and outside the organisation as fast as possible (Mumini & Hawa, 2014).
Duniya (2011)recounted that offices in the 21st century are well equipped with office technology devices that facilitate productivity, accuracy and efficiency of work output. The presence and the availability of these facilities in the organisations of the secretaries, and the ability of the secretaries in using the facilities had a great impact on the performance of the secretaries. This is made possible through the use of computers and several computers software to manage several secretarial tasks. The result of such performance is attributed to the fact that the secretarial profession has undergone tremendous transformation. This is evidenced by the fact that secretarial functions that were previously done manually have now been computerised (Atakpa, 2010). Affirming the above assertion, Aynsley (2015) reported that any office of today that is lacking in ICT, work in such offices would be boring and uninteresting.
2.5	Concept of Organizational Communication 
According to Agbionu, (2003) communication is defines as “the sharing of meanings – (ideas, facts, opinions, information, messages, emotions, etc.) with those who ought to have them”. It is a process of meaningful interaction among human beings. 
Shockley-Zalabak (1999) stated that the study of organizational communication centers on processes of interaction means by which people obtain information, form opinions, make decisions, merge into the organization, leave the organization and create rapport with one another. Through communication, people coordinate their actions to achieve individual and organizational goals. Effective organizational communication within the office environment is critical. The public perception of credibility and validity of any office depends largely on the successful transmission of verbal and non-verbal messages and the sharing of information at all links (subsystems) through the organization’s channels.
2.6	Factors to be Considered when Determining ICT Media in Offices 
The factors that need to be considered when determining what media or technology is most appropriate to a situation includes as follows; 
Time and Speed 
Time refers to how fast you can get a message to its intended receiver. The speed with which a message or document reaches its intended receiver is affected by both preparation time and delivery time. Time-speed factor may also be thought of in terms of when (hours, days or weeks) you are sending the message and when it can be received e.g. e-mails, telephone etc. can be used (Ayo, 2001). 


Quality 
This shows in the ability to deliver a professional looking message especially when sending a message to someone (either written or e-mail) outside the organization. Written messages should be formatted attractively with appropriate paragraphing, good language construction, plenty of wide space and thoroughly edited for correctness (Ayo, 2001). 
Confidentiality 
When transmitting any document, you need to determine whether the document contains information that is common knowledge or restricted. A written message sent in an envelope marked “confidential” is usually more confidential than an e-mail or voice message. 
Cost 
In order to determine the true cost of sending a message, you need to consider not only the actual cost of transmission but also the cost of the equipment and any labour costs associated with sending a message. E-mail is an in-expensive way to transmit documents. 
Volume 
This refers to the number of persons who must receive the same message, some media allow you to send multiple message with ease. This can be in-form of fax, letter or e-mail documents (Adeboye, 2008). 


Feedback Capacity 
Written messages elicit no immediate feedback, by the time you get a response it may be too late to make adjustments. To get instant feedback telephone, voice mail, videophone or video conferencing, can be used to get immediate feedback in the form of questions, comments, tone of voice, hesitation and non-verbal cues (Ihekwaba, 2003).
2.7	Information, Communication, and Technology (ICT) Challenges Organizations in Nigerian 
Several obstacles to the application of ICT and knowledge integration for social development in Nigeria have been identified. Among them are the following: 
a. Inadequate facilities: The usage of ICT facilities in Nigeria for integrating ICT knowledge for economic and social development requires sufficient financing to remain running (Haliso, 2011). 
b. Lack of finances: According to Hooker (2010), the most fundamental obstacle confronting the digitization of African economies is a lack of cash for acquisition, maintenance, and training/retraining of ICT employees of enterprises. The government has continued to pay close attention to ICT system funding in general. As a result, Nigeria's ICT system continues to deteriorate unabatedly. 
c. Lack of technical know-how: According to Haliso (2011), human resources, vendors, maintenance culture, education, and training are all important elements influencing the utilization of ICT facilities in Nigeria, particularly for economic purposes. According to him, the use of unskilled and untrained human resources leads to the hiring of expatriates, whose remuneration provides a new difficulty for the government, rendering the program unsustainable? Furthermore, the primary objective of the sellers is profit. Maintenance and training aren't given any thought. Users of the facilities may be hampered in integrating knowledge based on the ICT facilities due to a lack of sufficient training on how to use software and other applications. 
d. Culture: When a product made in a developed country is shipped to a developing country like Nigeria, culture becomes a problem. The application may be very relevant to the producer-culture countries and environment, but it may not be appropriate for the consumer-country. As a result, the machine would not be used to its full potential. The task also falls to system strategists and programmers to consider the local mindset, cultural context, degree of education, and awareness. 
2.8	Performance Coaching as a Concept 
Performance counselling refers to the method through which an organization's directors assist and educate its employees to achieve maximum productivity. According to Atul (2020), performance counseling assists employees in overcoming flaws and reinforcing strengths. It is a learning process in which the superior and the subordinate review the subordinate's previous performance to help the subordinate improve and become better in the future. A manager's assistance in objectively reviewing his or her subordinates' performance is referred to as performance counseling. Atul (2020) outlined three ways in which performance counseling aims to assist the employee: Aiding the employee Knowing his or her own talents and weaknesses. Giving him comments on his actions to improve his professional and interpersonal competence. Setting objectives and developing action plans to achieve them. Performance counseling is very important since it focuses on achieving effective results in any organization. Any performance counselling procedure should consider three steps or phases of performance therapy. According to Atul (2020), these three stages are as follows: 
(a) Establishing a Climate of Acceptance, Warmth, Support, Openness, and Mutuality: During the rapport building phase, a skilled counselor tries to generate a climate of acceptance, warmth, support, openness, and mutuality. This phase entails instilling confidence in the employee to speak openly about his perceptions, difficulties, concerns, and feelings, among other things. It is necessary to make the subordinate feel liked and that his superior is truly interested in his advancement. 
(b) Exploration: The counselor should try to assist the employee understand and accept his or her own strengths and flaws during this phase. He should also be aware of his own circumstances, issues, and requirements. Questions that help the employee focus on his problem should be asked. 
(c) Action Planning: Counseling interviews should conclude with precise action plans for the employee's growth. The superior's key contribution during this phase is to assist the employee in considering different solutions to a problem. Finally, the superior may provide a hand in assisting the employee in carrying out the agreed-upon action plan. Due to a lack of follow-up, many good therapy sessions fail to achieve beneficial benefits.















CHAPTER THREE
METHODOLOGY
3.0	Introduction 
This research project is designed to look in to Impact of Information and Communication Technology (ICT) on Office Manager’s Job Performance in Selected Public Service Sector.
This chapter state the methods and procedures used in gathering and analyzing data under the following sub-headings: -
3.1	Instrument Used 
3.2	Population of the Study
3.3	Sample Size and Sampling Techniques
3.5	Distribution and Collection of Data
3.6	Method of Data Analyses 
3.1	Instrument Used
This section essentially describes the principles underlying the execution of this research. The methodologies are the various methods and techniques employed by the researcher in the course of collecting and analyzing data with the view of obtaining solutions to problems. It contains the research design, population of study, sample and sampling technique, research Instrument, validity of instrument, reliability of instrument, procedure for data collection and method of data analysis.
The research design of this study is a survey design. The study adopted a descriptive survey design. The researcher chose this research design because of its advantages in obtaining data, it’s also the simplest and least cost alternative compared to other ones (Neumann, 2003).  It is appropriate and suitable for this study particularly with reference to the plights, values and ideas with regards to the impact of information and communication technology on office managements job performance in selected public service sector case study of Ministry of Information, Kwara State.
3.2	Population of the Study
Population can be described as a complete set of items, total number of people which are of interest in a particular situation. The entire population of the study cannot be covered by the researcher due to limiting factors such as cast, time and human resources. As the population of 20 staff of ministry of information Kwara state was chase which represent the entire population for the research.
3.4	Sample Size and Sampling Techniques 
A sample is a set of items or individuals selected from a larger aggregate or population. The sample was selected using random sampling method. This was due to the fact that not all the department and sections of ministry of information, would be required to make relevant information available only. Due to the total number of the population (20), Krejcie Morgan (1970) sampling table were adopted to determine the sample size for this study. Therefore, the sample size adopted in this research work is 20.
3.5	Distribution and Collection of Data
To gather relevant data for this study a qualitative method will be adopted. A well-structured questionnaire will be the instrument for data collection the questionnaire will be distributed to the selected secretaries to obtain quantitative data.
The primary source collected for the purpose of this work is from the use of observation experimented, survey, subjective estimation and personal interview.
The secondary sources has been collected by going through library, government journals, foundation research, institutes, education boards and private business firms, newspapers, journal office, accomplished such as import and figures airways records, production over the years, customer order file, job time and skill breakdown, raw material types of price etc.
A survey instrument was developed by the researchers to obtain data for the study after an extensive review of the impact of information and communication technology on office managements job performance in selected public service sector: a study of ministry of information, kwara state. The questionnaire will consist of fifteen questions bothering on the research questions.
The respondents would be expected to respond on a four Likert scale type options of, Strongly Agreed (SA), Agreed (A), Strongly Disagreed (SD), Disagreed (D) on the question posed on them. The questions will be scored based on 4,3,2 and 1 code. 4=SA, 3=A, 2=D, 1=SD.
3.6	Methods of Data Analyses 
	The data collected was analysed. To make the analysis of data easier, figure were converted into the table and percentage, in order word, this research project will be largely quantitatively in nature. Data presentation will be sown respectively in the next chapter.










CHAPTER FOUR
DATA PRESENTATION, ANALYSIS AND INTERPRETATION
4.1	Introduction
This chapter describes the analysis of data followed by a discussion of the research findings. The findings relate to the research questions that guided the study. Data were analyzed to identify; the impact of information and communication technology (ICT) on office manager’s job performance. Data were obtained from self-administered questionnaires. 
4.2	Results 
	Data Analysis
[bookmark: _30j0zll]4.2.1 Lack of Availability of ICT Infrastructure Affected Performance of Ministry of Information Kwara State.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	20
	40

	Agree
	15
	30

	Strongly Disagree
	10
	20

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 20 (40%) respondents strongly agree with that lack of availability of ICT infrastructure affected performance of ministry of information kwara state, 15(30%) respondents also agree with the same opinion, while 10(20%) respondents strongly disagree and also 5 (10%) respondents disagree that lack of availability of ICT infrastructure affected performance of ministry of information kwara state. 
[bookmark: _1fob9te]4.2.2 Staff abilities and competencies on the use of ICT affect performance of organization
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	15
	30

	Agree
	25
	50

	Strongly Disagree
	5
	10

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 15(30%) respondents strongly agree to that staff abilities and competencies on the use of ICT affect performance of organization 25 (50%) agree, while 5 (10%) strongly disagree and 5(10%) disagree that staff abilities and competencies on the use of ICT affect performance of organization.

4.2.3: Corporate customers’ poor utilization of ICT affect performance
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	5
	10

	Agree
	15
	30

	Strongly Disagree
	10
	20

	Disagree
	20
	40

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 5(10%) respondents strongly agree that Corporate customers’ poor utilization of ICT affect performance 15 (30%) agree, while 10 (20%) strongly disagree and 20 (40%) disagree that Corporate customers’ poor utilization of ICT affect performance.
[bookmark: _3znysh7]





4.2.4 Typewriters are disappearing in favour of word processors, and spreadsheets are replacing calculators.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	5
	10

	Agree
	10
	20

	Strongly Disagree
	20
	40

	Disagree
	15
	30

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table shows 5(10%) strongly agree that typewriters are disappearing in favour of word processors, and spreadsheets are replacing calculators 10(20%) agree, while 20 (40%) strongly disagree and 15(30%) disagree that typewriters are disappearing in favour of word processors, and spreadsheets are replacing calculators.




4.2.5 The Influence of Database Management Skills on Managers’ Performance in public service sector 
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	25
	30

	Agree
	15
	30

	Strongly Disagree
	5
	10

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 25(50%) respondents strongly agree that the Influence of Database Management Skills on Managers’ Performance in public service sector 15 (30%) agree, while 5 (10%) strongly disagree and 5(10%) disagree that the Influence of Database Management Skills on Managers’ Performance in public service sector.




4.2.6 The emergence of modern office ICTs has reduced the tedious tasks of repeating tasks several times.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	20
	40

	Agree
	15
	30

	Strongly Disagree
	5
	10

	Disagree
	10
	20

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 20(40%) respondents strongly agree that the emergence of modern office ICTs has reduced the tedious tasks of repeating tasks several times 15 (30%) agree, while 5 (10%) strongly disagree and 10(20%) disagree that the emergence of modern office ICTs has reduced the tedious tasks of repeating tasks several times.




4.2.7 The administrative machinery for any organizational system must be based on certain basic principles
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	26
	52

	Agree
	20
	40

	Strongly Disagree
	-
	0

	Disagree
	4
	8

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 26(52%) respondents strongly agree that the administrative machinery for any organizational system must be based on certain basic principles 20 (40%) agree, while the remaining 4(8%) disagree that the administrative machinery for any organizational system must be based on certain basic principles.




4.2.8: The introduction of Information and Communication Technology (ICT) in industries and organizations would make managers work more interesting and more productive.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	25
	50

	Agree
	15
	30

	Strongly Disagree
	5
	10

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 25(50%) respondents strongly agree that the introduction of Information and Communication Technology (ICT) in industries and organizations would make managers work more interesting and more productive 15 (30%) agree, while 5 (10%) strongly disagree and 5(10%) disagree that the introduction of Information and Communication Technology (ICT) in industries and organizations would make managers work more interesting and more productive.



Table 4.2.9:  The use of information and communication technology has improved the efficiency of record management processes 
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	25
	30

	Agree
	15
	30

	Strongly Disagree
	5
	10

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 25(50%) respondents strongly agree that the use of information and communication technology has improved the efficiency of record management processes 15 (30%) agree, while 5 (10%) strongly disagree and 5(10%) disagree that the use of information and communication technology has improved the efficiency of record management processes.




4.2.10 ICT have made it easier to access and retrieve records when needed.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	20
	40

	Agree
	15
	30

	Strongly Disagree
	5
	10

	Disagree
	10
	20

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 20(40%) respondents strongly agree that ICT have made it easier to access and retrieve records when needed 15 (30%) agree, while 5 (10%) strongly disagree and 10(20%) disagree that ICT have made it easier to access and retrieve records when needed.






4.2.11 Computers help me access and manage information more efficiently in my role as a secretary.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	26
	52

	Agree
	20
	40

	Strongly Disagree
	-
	0

	Disagree
	4
	8

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 26(52%) respondents strongly agree that computers help me access and manage information more efficiently in my role as a secretary 20 (40%) agree, while the remaining 4(8%) disagree that computers help me access and manage information more efficiently in my role as a secretary.




4.2.12: The introduction of Information and Communication Technology (ICT) in industries and organizations would make managers work more interesting and more productive.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	25
	50

	Agree
	15
	30

	Strongly Disagree
	5
	10

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 25(50%) respondents strongly agree that the introduction of Information and Communication Technology (ICT) in industries and organizations would make managers work more interesting and more productive 15 (30%) agree, while 5 (10%) strongly disagree and 5(10%) disagree that the introduction of Information and Communication Technology (ICT) in industries and organizations would make managers work more interesting and more productive.


4.2.13 Manager possess the necessary computer skills and competencies to perform the office chores effectively.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	20
	40

	Agree
	15
	30

	Strongly Disagree
	10
	20

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 20 (40%) respondents strongly agree that manager possess the necessary computer skills and competencies to perform the office chores effectively, 15(30%) respondents also agree with the same opinion, while 10(20%) respondents strongly disagree and also 5 (10%) respondents disagree that manager possess the necessary computer skills and competencies to perform the office chores effectively. 
[bookmark: _2et92p0]



4.2.14 Using information and communication technology has increased the productivity of organization.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	15
	30

	Agree
	25
	50

	Strongly Disagree
	5
	10

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 15(30%) respondents strongly agree that using information and communication technology has increased the productivity of organization 25 (50%) agree, while 5 (10%) strongly disagree and 5(10%) disagree that using information and communication technology has increased the productivity of organization.






4.2.15: Computer literacy has improved the ability of organization and retrieve information quickly.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	20
	40

	Agree
	15
	30

	Strongly Disagree
	10
	20

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 20(40%) respondents strongly agree that computer literacy has improved the ability of organization and retrieve information quickly 15 (30%) agree, while 10 (20%) strongly disagree and 5 (10%) disagree that computer literacy has improved the ability of organization and retrieve information quickly.






4.2.16 ICT have enabled the performance of the secretarial duties with higher levels of speed and accuracy.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	25
	50

	Agree
	15
	30

	Strongly Disagree
	-
	-

	Disagree
	10
	20

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table shows 25(50%) strongly agree that ICT have enabled the performance of the secretarial duties with higher levels of speed and accuracy 15(30%) agree, while 0 (0%) strongly disagree and 10(20%) disagree that ICT have enabled the performance of the secretarial duties with higher levels of speed and accuracy.





4.2.17 Computer usage has positively impacted the quality and timeliness of the information.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	25
	30

	Agree
	15
	30

	Strongly Disagree
	5
	10

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 25(50%) respondents strongly agree that computer usage has positively impacted the quality and timeliness of the information 15 (30%) agree, while 5 (10%) strongly disagree and 5(10%) disagree that computer usage has positively impacted the quality and timeliness of the information.






4.2.18 Computers have streamlined the workflow and made the tasks more manageable.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	20
	40

	Agree
	15
	30

	Strongly Disagree
	5
	10

	Disagree
	10
	20

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 20(40%) respondents strongly agree that computers have streamlined the workflow and made the tasks more manageable 15 (30%) agree, while 5 (10%) strongly disagree and 10(20%) disagree that computers have streamlined the workflow and made the tasks more manageable.







4.2.19 ICT has allowed the organization to adapt more easily to changes in office
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	26
	52

	Agree
	20
	40

	Strongly Disagree
	-
	0

	Disagree
	4
	8

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 26(52%) respondents strongly agree that ICT has allowed the organization to adapt more easily to changes in office 20 (40%) agree, while the remaining 4(8%) disagree that ICT has allowed the organization to adapt more easily to changes in office.








4.2.20: Many business organization today transmit message electronically with the advent of electronic communication
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	20
	40

	Agree
	15
	30

	Strongly Disagree
	10
	20

	Disagree
	5
	10

	Total
	50
	100%


Source: Researcher’s Fieldwork, 2025
 The table above shows that 20(40%) respondents strongly agree that many business organization today transmit message electronically with the advent of electronic communication 15 (30%) agree, while 10(20%) strongly disagree and 5(10%) disagree that many business organization today transmit message electronically with the advent of electronic communication.





CHAPTER FIVE
 SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
The objective of the study was to determine the impact of Information and Communication Technology on office managers job performance in selected public service sector. The specific objectives were to identify the types of office information technologies that enhance office manager’s job performance, and to examine whether information and communication technology create employment. The researcher reviewed previous studies with a view to establish academic gaps which the present study sought to bridge. This was done through library research. The procedure included: reading, evaluating the methodology employed in terms of design choice, target population, sample and sampling procedure data collection instruments (that is suitability, validity and reliability), data collection procedures, data analysis, findings and recommendations. The study benefited so much from the literature review for it guided the present study by pointing to areas that needed to be investigated. 
The study employed quantitative and descriptive research design. Data from the field was coded, processed and analyzed by the use of the computer software. The information was presented in percentages and tables and finally the impact of ICT on office managers job performance in selected public service sector was measured. The study findings showed that in relation to the effects of ICT on performance, 52% of the respondents strongly agreed that the Influence of Database Management Skills on Managers’ Performance in public service sector. Majority (40%) of the respondents also agreed that ICT had increased data accessibility. 30% of the respondents 34 agreed that reliable information on power generation was available because of ICT and 52% of the respondents also agreed that quality of work had improved due to ICT. The study found out that 30% of the respondents agreed that ICT had helped in knowledge sharing and building on each other‘s ideas in real time, 50% agreed that ICT had encouraged employees to explore more in research and innovation, 40% of the respondents agreed that ICT had facilitated remote powering ON and OFF of machines according to the demand of power and also 20% agreed that agreed that communication within the company had improved due to ICT. 
The study sort to establish the challenges on Information and Communication Telecommunication and found that out that 40 % of the respondents disagreed that there was adequate ICT skills in the company, 20 % disagreed that corporate customers poor utilization of ICT affect performance, while 30 % of the respondents disagreed typewriters are disappearing in favour of word processors, and spreadsheets are replacing calculators. 
5.2	Conclusion
Conclusively, the findings of the study showed that the responses of male and female respondents do not differ significantly, this indicates that the impact of information and communication technology on office managers’ job performance is not gender sensitive, rather male and female managers are jointly of the view that information and communication technology skills have great potential in improving the performance and work rate and accuracy of managers in public sector in kwara state. The review of relevant literatures provides strong evidence of the relationship between information and telecommunication technology and the performance of employees. This current study empirically substantiated the results of prior studies with regard to the association between the Options. The study shows that ICT use is correlated with workers skills suggesting that firms that use high levels of ICT also employ more knowledge workers. 
5.3	Recommendations
Based on the findings of the study, it was recommended that: 
· Training in the use of office equipment should be carried out on a quarterly basis to increase the knowledge level of managers and subsequently their performance. 
· There is need for equipping and keeping other staff of the industry on the “know” of the use of modern technological gadgets for easy communication with management staffs. 
· Henceforth, organizations should endeavour to provide ICT equipments in their offices as they improve efficiency and competency of workers which in turn increases productivity
· The office managers and workers should be rated financially and otherwise with their counterparts in other professions provided they get the required qualifications
· Office education should be included in schools’ curriculum and well equipped “Model Office Practice Room” provided where students will be technologically trained to acquaint them with the current office challenges ahead of them
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APPENDIX
KWARA STATE POLYTECHNIC, ILORIN INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Ma,
RESEARCH QUESTIONNAIRE
I am a student of Kwara State Polytechnic, Ilorin carrying out a research on the topic "IMPACT OF INFORMATION AND COMMUNICATION TECHNOLOGY (ICT) ON OFFICE MANAGER’S JOB PERFORMANCE IN SELECTED PUBLIC SERVICE SECTOR".
This research work is in partial fulfillment of the requirement for the award of National Diploma (ND) in Office Technology and Management. The questionnaire is therefore part of the final assessment for data collection for the research. Please tick ( - ) the correct answer to the questions that proceed.
Thanks for your cooperation.
Yours faithfully,

ATOYEBI ROFIYAT OLAMIDE
ND/23/OTM/FT/0085




APPENDIX II
Questionnaire 
1 Lack of availability of ICT infrastructure affect performance of ministry of information kwara state. (a) strongly agree (    ) (b)  agree (   ) (c) strongly disagree (   ) (d)  disagree (   ). 
2 Staff abilities and competencies on the use of ICT affect performance of organization. (a) strongly agree (  ) (b)  agree (   ) (c) strongly disagree (   ) (d) disagree (   )
3 Corporate customers’ poor utilization of ICT affect performance. (a) strongly agree (  ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (   )
4 Typewriters are disappearing in favour of word processors, and spreadsheets are replacing calculators. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (    )
5 The Influence of Database Management Skills on Managers’ Performance in public service sector. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (d) disagree (    ).
6 The emergence of modern office ICTs has reduced the tedious tasks of repeating tasks several times. (a) strongly agree (    ) (b) agree (    ) (c) strongly disagree (    ) (d) disagree (    )
7 The administrative machinery for any organizational system must be based on certain basic principles. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (    )
8: The introduction of Information and Communication Technology (ICT) in industries and organizations would make managers work more interesting and more productive. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
9. The use of information and communication technology has improved the efficiency of record management processes. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
10 ICT have made it easier to access and retrieve records when needed. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
11 Computers help me access and manage information more efficiently in my role as a secretary. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
12: The introduction of Information and Communication Technology (ICT) in industries and organizations would make managers work more interesting and more productive. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
13 It possess the necessary computer skills and competencies to perform the office chores effectively. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
14 Using information and communication technology has increased the productivity of organization. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  ) 
15: Computer literacy has improved the ability of organization and retrieve information quickly. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
16 ICT have enabled the perform of the secretarial duties with higher levels of speed and accuracy. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
17 Computer usage has positively impacted the quality and timeliness of the information. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
18 Computers have streamlined the workflow and made the tasks more manageable. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
19 ICT has allowed the organization to adapt more easily to changes in office. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
20: Many business organization today transmit message electronically with the advent of electronic communication. (a) strongly agree (   ) (b) agree (   ) (c) strongly disagree (   ) (d) disagree (  )
1

