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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study  
In today’s corporate world people spend more time in their offices or workplaces than in their homes. It is therefore of great importance to note that, people, shape and design of an office impacts wholly on productivity, as such the physical environment must be given the needed and appropriate attention. An organization’s workspace, that is, the physical environment of an organization provided for employees to carry out their work activities, constitutes the second largest financial overhead after human resources for most organization (McCoy et al. 2019). Numerous studies have consistently claimed that characteristics of this physical office environment can have a significant effect on behaviour, perceptions and productivity of employees. 
Therefore, human resources executives need to consider new strategies for recruiting and retaining best fit talents for their organizations. Higher salaries and compensation benefits may seem the most likely way to attract employees. However, the physical workplace environment may also have a strong influence on a company’s ability to recruit and retain talented people. Factors in workplace environment must be considered as key elements affecting employees’ engagement, productivity, morale, and comfort level etc. but also, positively and negatively. Many organizations have lost great fortune because employees complain that unfavourable physical office environment caused their inefficiency. It is therefore imperative to conduct this study to understand the impact of office environment on the productivity of employees in an organization. The provision of a suitable physical office environment though depends on the functions or duties performed by the office, the ability of management of organizations to provide an ideal office environment for office secretary may contribute positively to the productivity of the organization by maximizing efficiency, effectiveness, motivation, and also decrease absenteeism. Broadly a suitable physical office environment or accommodation should consider the choice of location, of building and office equipment, size, and office layout. Also factors such as ventilation, lighting, places of convenience, space for future expansion, and availability of required staff, among others, are to be considered. The work of a secretary is very delicate of confidential and as such as healthy office environment is necessary to enable her discharge her duties efficiently. An understanding of the office environment in the enhancement of secretary’s morale vis-à-vis her performance is necessary in every organization.  
Generally, office environment has serious impact on the job performance and productivity of secretaries. The office and its appearance, condition of work, materials available and their location, safety measures, medical care, relationship among members of staff and the boss remunerations and other social welfare recognized to the main elements of work of office environment which directly relate to workers moral and willingness to discharge their duties effectively. The secretary is an indispensable staff and such management has to place high priority on how best to motivate her. The nature of work environment invariably has direct effect on the moral and state of health of a secretary; hence her general performance in the discharge of her duties. The office environment thus influences the volume and quality of work, interest, and happiness of a secretary.  
Office environment in the context of management has been defined the include, office building and layout, furniture and equipment the physical conditions under which the secretary operates – lighting, heating, ventilation, decoration, sound proof measure, safety measures and such social conditions as relationship with members of staff and boss remuneration and welfare package etc. If management do not understand and provide adequate, apt, physical office environment, efficiency, effectiveness and most importantly productivity will fall.  
People are very happy to have a job, but many of them no longer feel that their workplace is a second home, although much of their time is spent in the office. This often leads them to feel forced to accommodate with the uncomfortable environment. An employee’s workplace environment is a key determinant of the quality of their work and the level of productivity. How well the workplace engages an employee impacts their desire to learn skills and their level of motivation to perform.  

In a world of increasingly global competition among companies and even among countries, the good performance of human resources is needed. Researchers (Suwati, Minarish and Gagah, 2016) have shown that the main goal of work, for someone, is not only to get salary, but to reach self-satisfaction. Job performance is influenced by a lot of aspects such as motivation, work environment and leadership in the agency. Regrettably, office environment is not without impediments to these lofty aims, the problem is not lack of the institutions and firms, but the poor environment delivery and poor management of the owners.  
Optimal productivity of secretaries is an extended period of time in which workers find and body are performing at their best when engaged in high thinking and high imaging tasks and projects. However, the motives that prompt workers to do this is the conducive office environment. Optimal productivity, quality products and effective productivity is not the matter of how effective an employer is, but it is result or high intention, concentration, sincere effort, skillful execution and the availability of conducive office environment. Thus, a conducive office environment makes secretaries’ feet about coming to work and provides them the motivation to sustain them throughout the day. Apart from salary and other entitlement another significant factor that determines how secretaries feel about work is the office environment.
A secretary is a person or executive who has office skill in handling correspondences and has the ability to assume responsibilities without direct supervision to provide communication support services or routine and administrative issues (Cletus, 2015). Various office responsibilities perform some aspects of secretarial work, but not all office workers are secretarial. Secretaries have more responsibilities for their work. A professional secretary performs task similar to an executive or administrative assistant. Secretarial function is just central in very organization and no office can easily function without a secretary. This brings about the importance of secretaries to the successful growth and development of the organization (Adam, 2015).
Generally, secretary coordinates the daily routines of an office and organizes the office schedules and paper work which includes analysis of prevailing situations judgment, technical knowledge and creativity (Adebayo and Akinleye, 2014). The number and type of activities are assigned depend whether they are generalists (multifunctional secretaries) or specialist (such as legal or word processing secretaries). Secretaries use many different talents and work with many different people. As an office professional, the secretary has the responsibility to organize the work flow so that the employer will feel that everything is under control, with all project completed when needed (Chrissy, 2015). Modern professional secretaries are now referred to as office managers by some people because of their activities, skill acquisition, knowledge and even expectations from their bosses, customers, clients and even the general public whether called a secretary, a manager or a personal assistant, a professional secretary is no more the man or woman sitting behind the typewriter, taking shorthand dictations and attending to visitors.
The introduction and application of modern technology advancements has brought a revolution and greater effectiveness in day to day working of the office due to this procedure have become more simplified and office work has become more interesting and challenging (Asbere and Enguah, 2016).
In his remark Adam (2015), recount that secretarial practice or rather secretarial profession has remarkably undergone series of modifications as it used to be in the past due to the availability of improved technologies of the modern office. In the past, a person who is employed as a secretary must possess typewriting skills, shorthand and good communication skills with good moral conduct and character. Today, secretarial practices have been revolutionized to the use of computers and internet which are in abundance and are available in the offices.
Evans (2015), recount that secretarial profession has come a long way from change in gender dominance (female) to technologies that have improved work output and increased job opportunities administrative office roles have remained an integral part of business operations, and all signs indicated that the secretarial profession in here to stay. It is upon this assertion that the researcher intends to look at the role of internet on effective performance of secretary in an organization. Therefore, the study intends to look at the impact of office environment on the productivity of secretaries in an organization.


1.2	Statement of the Problem  
Every organization is a combination of people, it might be logical that people’s performance is, as a consequence, organizational performance (Huselid, 2012; Bin Dost, Shafi and Shaheen, 2011; Solomon, Hashim, Mehdi and Ajab, 2012). In other words, poor performance, or the failure of people who undertake diverse tasks in the four-walls of work is logically the reasons for institutional failure.
Generally, it is believed that when an environment is not conducive, a worker cannot discharge his/her responsibilities as efficiently and effectively as expected. This is stated in the study of Tella, Ayeni and Popoola (2015) that well-managed organization usually sees median workers as the root sources to gain quality and productivity. Such organizations look to employees not to capital investment, as the fundamental source of improvement. To achieve such improvement there is a rising need to make employees satisfied and committed to their jobs, at the diverse levels, departments, and sections. In effect the fundamental duties of a secretary are highly prejudiced and jeopardize by an unserve and unstimulating environment.
Today, there are many problems encountered by secretaries resulting from poor work environment which greatly affect their job performance. Amongst these is lack of private office. Secretaries most times share office with other staff, some of which lack basic amenities benefitting their status. It is against this backdrop that this study seeks to examine the impact of office environment on the productivity of secretaries in an organization.

1.3	Objectives of the Study  
The general objective of this study is to ascertain impact of office environment on the productivity of employees in an organization. However, the specific objectives are to:  
I. To examine the physical office environment factor affecting employee’s productivity.
II. To examine other problems in the office environment militating against effective job performance of employees in an organization.
III. To examine the relationship between the office environment and employee’s productivity.
IV. Identify the strategies for improving office environment for employees in an organization.  
V. To recommend how best to improve the office environment for the smooth operation of employees if it has any serious effects on their job performance.  
1.4	Research Questions  
This study intends to find answers to the following research questions. Among which are:  
1. What is the physical office environment factor affecting employee’s productivity?
2. What are other problems in the office environment militating against effective job performance of employees in an organization?  
3. What is the relationship between the office environment and employee’s productivity?  
4. What are the strategies for improving office environment for employees in an organization?  
5. What is the best to improve the office environment for the smooth operation of employees if it has any serious effects on their job performance?  
1.5	Significance of the Study
The study will be beneficial to the following people: -  
· Employees
The study will be profound benefits to enlighten the people on the present and picture career employees whose life is being agitated.  
· Management
It is hoped that management will consider some of the recommendations proffered in this treatise and improve the office conditions of secretaries so that they will have cause to smile.  
· Researchers
This study would also be of immense benefit to students and scholars who are interested in developing further studies on the subject matter.  

1.6	Delimitation  
This research work attempt to examine the Impact of Office Environment on the Productivity of Employees in an Organization. No attempt would be made to go beyond this scope.  
1.7	Limitation  
Gathering of all needed data in most studies is usually met with a number of limitations and constraints. As a matter of fact, financial barrier is a big constraint during the exercise.  
However, despite all this constraint the researcher ensure that the effective completion and quality of the work is not affected.  











CHAPTER TWO
LITERATURE REVIEW
It is generally believed that office environment is the pivot on which the axis of any successful organization rotates. Certain state and federal regulation pertaining to the office should be taken into consideration. To guarantee comfort and health, the office working environment should be well planned to motivate workers in order to increase their productivity.  
2.1	Concept of an Office
2.2	The Office Environment  
2.3	Office Environment and Productivity of Secretary
2.4	Environmental Cleanliness  
2.5	Ventilation
2.6	Office Furniture
2.7	Office Planning and Office Layout
2.8	Factors contributing to conducive office environment
2.9	Factors That Could Affect Productivity Morale of Employees  
2.10	Factor that Affects a Conductive Office Environment  
2.11	Internal Arrangement of an Office Environment
2.1	Concept of an Office
An office is any location or joint set aside for a business purpose. The office may include a bench in a corner of a small-scale business. Thuse, Akeweola (2012) stated that “office is any place set aside for work of a clerical nature, by whatever name it may be called”. Also, an office is generally a room or other area where administrative work is done, but may also denote a position within an organization with specific duties attached to it, the latter is in fact an earlier usage, office as place originally referring to the location of one's duty. (Wikipedia).  
Thus, it is generally believed that office environment is the pivot on which the axis of any successful organization routes. Certain state and federal regulation pertaining to the office should be taken into consideration. To guarantees comfort and health, the working condition/environment should be well planned to motivate workers in order to increases their productivity.  
However, Adebayo (2015) gave contextualual definition of office environment as the place that; embraced various aspects that constitute the physical and psychological setting that prevails at any given time in an office.  
From the above, it could be concluded that authors referred to office environment to be that which deals with the physiological factor like lighting, temperature and humidity, ventilation, overcrowding, color, flower, sanitary conveniences, noise, reduction, cleanliness, and the work of music which affect the behavior, attitude and morale of office workers and their performances, that is, their productivity. Employer’s interests can be enhanced in what they are doing with good office environment. Employers should be interested in motivation because it is related to performance on the job. Since it is essential that people should be motivated to have in originally useful ways, organizations are encouraged to provide a motivating for their worker. This will enhance their performance. Hence, office planning and layout concept need to be applied as the first motivational step.  
Henry, (2014) said “an environment includes conditions, circumstances or factors attracting people’ lives”. The author considered the environment from the point of this influence on one feeling, moral, ideas, and decorum. Also, according to Akeweola (1992), “for business objectives and the goal of profit achieved, the environment of business that is conducive must be created”. Moreover, the office environment consists of some physical factors that have physiological effect on worker in the office like chairs, tables and types of furniture used in the office. The worker can get carried away with his problems when the office environment is not conducive; but where the office environment is perfect; the office worker will put in best in term of production.  
2.2	The Office Environment  
The environment has many effects and opined by the following theorists. Adebayo (2016) comments on the effect of office environment, in his write-up he stated that environmental factors contribute to employee’s productivity, quality output, level of manage and rate of turnover. He further postulated that unhealthy depressing and unsafe work environment leads to job dissatisfaction and eventually low productivity. He went further to mention that, even an office is grossly deficient in do’s and don’ts, a proper and well-ventilated office environment will not only motivate the workers but also promote efficiency and effectiveness in their duties. (Adebayo, 2012) opined that poor working environment exposes employees to injuries, discomfort and helps to reduce productivity; therefore an organization has to provide a conducive environment than will promote productivity.
Philip (2011) postulated that the physical environment is our greatest mental resource without relatively clean air, pure or clean water and hygienic surroundings, people become unfriendly and do not for living. He further stated that air is not polluted and that safety of employees must be protected for higher productivity by ensuring that air is not polluted and that the physical environment should be devoid of any injury or threat to the life of workers.
Hicks (2014) discussed that an organization does not exist in a vacuum, it exists in an environment, and there is nothing a worker can do without the environment being friendly and conducive. As a result of this, all efforts should be geared towards providing those conditions like enough space, good ventilated office, adequate light and other materials that will enhance the productivity of the employees.
Clover (2015), in his own contribution stated that an unsafe physical condition gives rise to accident of which employees are bound to sustain injuries in their working place. Unsafe equipment and tools, polluted air with toxic substance, poor ventilation and inadequate personal protective equipment pose a great danger to the health and life of employees. These things drastically help to reduce productivity of the employee. He went further to urge employers of labour to provide good working environment that is safe without risk to health and to provide facilities that will ensure the safety of the workers.
2.3	Office Environment and Productivity of Secretary
Employees’ productivity is the heart and soul of any organization. The success of the organization is very much depended on how its employees perform at the workplace. Employees who put forth extra effort often make a big difference in organizational performance. Increasing the employees’ productivity is one of the most critical goals of an organization. Office environment influences the secretaries’ behaviour at work. In fact, secretaries; surroundings and the office environment impact most of the working efficiency of the secretaries.
In office environment, technology has removed countless barriers and made it possible for professionals to work efficiently virtually any time and place. But while some worry that there are changes have ushered in an era of unprecedented productivity, some worry that there are changes that are actually hurting performances namely, the office environment of your workspace impacts your productivity? Cubicles Access Nigeria, have gone by the wayside as open office have continued to gain popularity. It’s been estimated that 77% of Nigeria employees are working in open offices, and the benefits seem obvious: open communication, collaboration, idea-sharing and in theory, improved productivity sound like a great day at the office. As cubicles have come down, a number of new distractions have reared their heads. Phone calls, conference room meetings, and multiple office conversations are now all simultaneously happening in one open space, which makes it increasingly difficult for some employees to remain focused on their work. As communication increases for some, concentration goes way down for others.
A broader aspect of office environment that typically lies under the radar, but can have a significant impact, is office furniture. Those a modern chairs and minimalist desks might give you the trendiest office space on the block but if they don’t make sense for your employees, they may as well be sitting on the floor. Making sure that employees have ample and usable desk space and comfortable, it will make them more productive.  
Simple considerations like making sure office space are well lit and kept at comfortable temperatures are also easy ways to make sure that your office environment isn’t killing productivity. Whatever your preference is for the design and layout of your office, make sure you are creating a way for everyone to stay productive.
2.4	Environmental Cleanliness  
Environmental cleanliness should be properly supervised and proper equipment provided and a time table should be laid down for more in accessible places. There should be laid down for more in accessible places. There should be laid down for more in accessible places. There should be daily environmental cleaning to justify money spent by an organization on face lining of office and its accommodation. There should also be adequate and neat toilet facilities for female and male workers separately.
It is emphasizing that no one can afford to take for granted the importance of the right office design. If clothing is the second layer skin, one’s office accommodation is the third. It needs to be dressed tastefully for success.  
Also, according to Akeweola (2012) the goal of profit achieved, the accommodation of business that is conducive must be of the physical factors that have physiological effect on worker in the office like chairs, tables and types of furniture used in the office. The workers can get carried away with his problems when the office accommodation is not conducive; but where the office accommodation is perfect, the office worker will put in best in terms of production.  
2.5	Ventilation
A good indoor climate creates a good environment for your workforce. A good office environment can make a big difference for the individual enterprise; studies have shown that a poor indoor climate can affect productivity by as much as 15%. In an open-plan office with large numbers of workers, heat emissions will be high, not to mention the heat given off by computers, etc. There also may be large sun glazed areas which also help to make the air hot and heavy. Ventilation removes the air pollution caused by people and machines and replaces it with new, fresh air. This gives a greater feeling of well-being and all things being equal, makes employees more productive. The number of errors made goes up as temperatures rise above 20 -22°C.  
Payne, et al (2014) said that the atmosphere in most offices is controlled to maintain a constant temperature and humidity. It could be seen from the above references that temperature and humidity play important roles in the office environment; as experience discomfort and fatigue when their offices are badly ventilated, as it is known that workers react sharply to climate stimuli and any negative or positive effect of influences the worker’s behavior and this affect their productivity.  
2.6	Office Furniture
Peter, (2016) affirmed that; the work station usually consists of a chair, desk, and receptacle to keep working tools in process. Individuals file, copy holder, telephone and a variety of office machines.  
The authors felt that above should be provided for workers to enable them to work efficiently. Furthermore, the authors considered chair to be most personal effect on physical stress. He added that desk is the piece of office furniture that most dominates and influences the work station for employees to work efficiently. Chairs and desk should be carefully chosen; that is the organization should purchase chairs and desk of the same quality that suits the nature of the job which is to be used. They should be properly arranged to give room for easy flow of work. This increases productivity as the workers feel conducive.  
The Office  
An office is generally a room or other area where administrative work is done, but may also denote a position within an organization with specific duties attached to it. The latter is in fact an earlier usage, office as place originally referring to the location of one’s duty. When used as an in legal writing, a company or organization has offices in any place that it has an official presence, even if that presence consists of, for example, a storage silo rather than an office. An office is an architectural and design phenomenon; whether it is a small office such as a bench in the corner of a small business or extremely small size (see small office/home).  
Office Environment
The main purpose of an office environment is to support its occupants in performing their job. Work spaces in an office are typically used for conventional office activities such as reading, writing and computer work. There are nine generic types of work space, each supporting different activities. In addition to individual cubicles, there are also meeting rooms, lounges, and spaces for supporting activities, such as photocopying and filing. Some offices also have a kitchen area where workers can make their lunches. There are many different ways of arranging the space in an office and whilst these vary according to function, managerial fashions and the culture of specific companies can be even more important. While offices can be built in almost any location, and in almost any building, some modern requirements for offices make this more difficult, such as requirements for light, networking, and security. The primary purpose of an office building is to provide a workplace and office environment primarily for administrative and managerial workers. These workers usually occupy key areas within the office building, and usually are provided with desks, PCs and other equipment they may need within these areas.  
2.7	Office Planning and Office Layout
An office is generally a room or other area where administrative work is done, but may also denote a position within an organization with specific duties attached to it (see officer, office-holder, official); the latter is in fact an earlier usage, office as place originally referring to the location of one’s duty. When used as an adjective, the term “office” may refer to business-related tasks, in legal writing, a company or organization has offices in any place that it has an official presence, even if that presence consists of, for example, a storage silo rather than an office. An office is an architectural and design phenomenon; whether it is a small office such as a bench in the corner of a small business or extremely small size (see small office/home, office, through entire floors of buildings, up to and including massive buildings dedicated entirely to one company. In modern terms an office usually refers to the location where white-collar workers are employed. As per James Stephenson, "Office is the part of business enterprise which is devoted to the co-ordination of its various activities."  
Planning is also referring to as the act of drafting future intruded actions. It involves planning as well as forecasting and essential proper planning, of an office environment is made to produce more at lower cost, to reduce the amount of time used in performing the work to improve the flow of work to enhance the morale of secretary’s and provide more comfortable working conditions in their contribution Denier (2010) post that “environment consist of the office building, its furniture and layout as well as the physical condition under which the secretary operate therefore in setting up of an office one should consider:
(i) Efficiency 
(ii) (ii) Convenience 
(iii) (iii) Economy.  
This factor could be brought together and explained to be the necessary considerations an organization should make. The place where an office is located will serve as biophysical and psychological motivation for the secretaries. An office must be easily accessible, the area where offices are sit, Also, avoidance of noise from their street hawkers and located in an office in other words office must be located in a place which will not distract secretary attention thing like easy transportation, power supplies, healthy environment which gives good psychological incentive to secretary must be in consideration in locating an office.  
Office Layout
The office layout concerns the setting within the office. In includes provision of appropriate areas for senior and junior office staff. The internal layout should aim to make for optimum flow of work and information coordination of the work of staff, provide enough space for movement, proper lighting and ventilation and also to look into the equipment used in the office and the provision for adequate furniture.  
Omotsho (2015) said that the planning and layout of offices depended to a very large extent on the type and sizes of business undertaking.  
Pater (2014) stated further that office layout is the organization and arrangement of equipment, furniture and other space consuming items within a given area of floor space.  
From the above statement, we could conclude that for an office to be properly laid out, the type and size of the business undertaking the organization and arrangement of equipment and furniture should be considered. For all afore-mentioned to be achieved, the management of the office should be entrusted into the hands of professionals.  
The planning and layout of offices depend to a very large extent on the types and size of business undertaking. Dele (2015) opened that offices layout refer to the calculation of “space requirements and the detailed use of the total area to provide the best practical arrangement of furniture and equipment” office layout is concern within the office (internal arrangement). It includes provision of appropriate areas for junior and senior secretaries on how to do their work and how well work can be done. It should also aim at making for option flow of work and information as well as coordination of work.  
As author observed that a baseline sketch should first be prepared to show the location of all position, furniture and equipment with the name of employee and department identified. He proceeded by saying that on organizational space planners, handling the layout. He concluded that the office arrangement should be aesthetically appealing, but should not have priority over practical aspect of the office.  
Modular office are now preferred by most organizational because it permits periodic change in the office layout without a great deal of expense. Modular partitions are used to divide office space into several segments of work areas to give employees a sense of privacy and prevents pass papers forward should be seated next to each other accordingly, this helps to increase the efficiency of works and to easily pass the use of available space to improve and maintain morale.  
It is simply the act of determining what to do, how to do it and how to do it and how to do it and how to do it and how to do it. It involves decision-making and forecasting. Furthermore, Carat (2015) said: decisions regarding location and buildings are not made frequently by any given firm, when they are made, they have far reached importance between success and failure for the business. It could be concluded from the references that the failure or success of any organization is caused by their decision making and location and the building of the office, having saved the problem of the exact thing to be done, the people to do them and how well they can have done it.  

2.8	Factors contributing to conducive office environment
There are lots of factors that contribute to conducive office environment which organization are compelled by the promises made and raily promises act 1963 to put in place.  
According to Mitchell (2015) he has to say about the act “the most important provision of the act is those for the health, safety, and welfare of employees” all premises shall be covered, temperature in very room compressed or constituted premises which people are employed to work, otherwise than for a short period thus what constitute the effect give and conducive work environment include:  
1. Cleanliness  
Every office environment must keep its vicinity clean and tidy. The factories act 1961, stipulated this in section b 1 accumulation of dirty and refuse shall be removed daily by suitable method from floors, and benches of work rooms and from staircases and passage the floor of every work by washing or if it is effective and suitable by sweeping or other method". (Mitchell 2015)  
2. Avoidance of overcrowding the same act  
Provide for an adequate space for every secretary to do his work. As noted by Chambers (2015) each member of the staff must be provided with 40 square feet of working space and including passages between desks.  


3. Ventilation  
Office room must be adequately ventilated the office, shops, and railway premises 1963, section ii paragraph.  
i. “Effective and suitable provision shall be made for securing and maintenance by the circulation of adequate supplied of fresh or artificially plfiod air the ventilation of every room in which persons as employed to work.  
ii. Lighting of proper light which gives a uniform light intensity should be provided for the secretary’s, this will help to reduce glare from display screens and help avoid eye-strain and fatigue. An adjustable light intensity instrument on ergonomically designed screen which will suit to do well over head and cut down on glare on the screen.  
iii. Marilyn (2012) asserts that poor or inadequate light that is too bright or glaring can reduce both productivity and work quality and even contributes to lower employee morale.  
4. Noise Reduction  
Noise is generally defined as unwanted sound, when it becomes instating it cause tension and fatigue and takes away attention from one’s work.  
Falana (2015) post that the noise level is an environment factor that has an effect of office productivity. Any organizations have taken a number of steps combat this probe partially designed sound absorbing panels and partition for example can be used to control noise. Music is a coherent show sounding music for the secretary can harmonize his/ her attention to work.  
Falana (2015) was at the opinion that when certain types of work are being performed music can reduce the monetary and contribute to a pleasant work atmosphere. Music will drive away tension and fatigue and increase efficiency at work, this is because what pleases the soul gives sound psychological feeling and set needy to display all possible efficiency to attain excellence on one’s work.  
5. Decoration  
Utuu (2014), affirmed that in planning the physical factors of the office, colour must be considered because colour has an effect on the above that different colour have different reflective capacities and this influence both their luminal level available for the various types of work and usual comfort Chambers (2015) believes that the habit in many modern offices of providing white walls or- white ventral blinds and gray floor conversing relieves by medium brown wood desks often with black tops, makes and austere environment this and other things like flowers, portraits, photographs all form part of the decoration of an office and it boost the morale of the secretary immensely.  
6. First Aid  
Section 24-26 of the office, shops, and railway premises act 1963, stipulates that there should be first aid for secretary and there should be qualified personnel to maintain the first aid box. Also, the medical bill of employees must be taken care of at least by a percentage there of.  
7. Colour  
Colour enhances the appearance of any office. An aesthetically pleasing environment affects the way a person feels about the office and has a positive effect on attitude which opens the office. Colour sets the mood of an office, certain colours, such as blue, green or yellow green are considered cool and have a calming effect on people. (Benchers, 2013). Ultimately, choosing the right colour for an office is very important in the effort towards its pleasantness. Customers and workers are affected by the appearance of the office.  
8. Temperatures and Humidity  
The atmosphere in most offices is controlled to maintain a constant temperature and humidity. According to Office Environment and Health Safety Tips Codes (2009); a comfortable temperature must be maintained (between 20-24 degrees) once temperature can be localized. A desk situated in direct sunlight will be much warmer than the average temperature in the office and a desk situated directly under air-conditioning unit can be cooler than average. So, additional windows, skylights or glass partitions in offices should not allow excessive temperatures during hot weather.  


2.9	Factors That Could Affect Productivity Morale of Employees  
One of the factors that could affect productivity is staff morale. Morale includes mental or psychological factors like zeal, hope, and confidence, employees, reaction to all the situations relating directly or indirectly to his/her job. As well as what he gets from its. What an employee gives to his/her job could affect productivity. In every organization, many contributions in enhancing secretary’s morale to achieve a particular purpose and such conditions are:  
1. Safety Measure  
Level of safety measure in an organization helps to improve employee’s morale and make them contribute immensely toward the productivity of the organization. Every manager should be conscious comfort for the interest of their employees. Anderson (2015) opined that safety measures are important in every organization. According to him, many people are not only interested on the salary scale when seeking for employment, but also want good working conditions which include the health and safety of employees. In addition, he stated that the inadequacy of fire extinguishers: first aid box etc in the office will affect employees negatively. He further emphasized that the morale interest and attitude of secretaries will not be boosted if they understand but they are not cared for.  
2. Prevention of Overcrowding  
According to Molokwu (2014), office is safe for employee when overcrowding is avoided. This allows free movement of both secretaries and materials as well as enhances effective operational process. David (2015) postulated that overcrowding causes inadequate ventilation in work environment. In his view, he suggested that adequate effect should be put in place to see that overcrowding is being prevented in an office. He further highlighted that environment comfort is achieved by controlling the movement of materials in the office.  
3. Poor Ventilation  
Adequate (2014) posted that a stuffy atmosphere reduces capacity to think and act, this reduces output, he went ahead to say that proper ventilation, makes for a healthy working environment devoid of fatigue, laziness, drowsiness etc. and consequently promotes secretary’s efficiency. According to David (2015), state that inadequate ventilation and air conditioning system provides environmental discomfort to employee.  
4. Good Quality Lighting System  
Onibone (2013) postulated that poor standard of light obviously affects secretary interest and attitude towards their work and makes them to suffer from degree of eye strain and fatigue. Adequate lighting system stimulates secretary to carry out the work effectively. He said that office and railway premises of 1963 stated that sufficient and suitable light either natural or artificial should be made available in the office. Adeolu (2014) stated that bad lighting system causes eye strain and fatigue to employees. He went ahead to say that the result of a test carried out in Bureau of Internal Revenue in Washington, U.S.A shows that productivity in the office increases by five per cent 5% as a result of introduction of higher lighting system. He further stated that good vision is important for the satisfaction of the industrial work and its essential quality and safety.  
5. Good Coloration  
According to Oliver (2012), a well decored office or working environment is an ideal home and has a reaching effect on the morale and interest of employees. He further opined that appearance of work environment has a positive effect on people working in it to him, dirty stinking and unsafe surroundings are depressing to secretaries while bright and cheerful colour base have great effect on employees.  
6. Safety  
Employees should take the greatest care and ensure safety in the office. Electrical and other apparatus should be installed or repaired only by qualified electricians. Office equipment should be silenced where necessary; fire exit should be brought to the notice of staff and drills should be held to ensure that procedures are understood.  
2.10	Factor that Affects a Conductive Office Environment  
Office environment includes some factors, which either contributes positively or negatively to achieving maximum employee productivity (Elwood, 2013). We cannot measure the effectiveness of a job design without the knowledge of the working environment in which the design is placed is part of total picture. The factors which either contributes positively or negatively to employee productive are: temperature, humidity and air flow, noise, lighting, employee personal aspects, contaminants and hazards in the working environment, types of sub-environment.  
Kyko (2015) identified six factors which contributes to a toxic work environment hence contributing to low productivity of workers. The factors are: opaque management, biased boss, and company’s policies, working conditions, interpersonal relationship and pay.  
A thorough understanding of these variables makes it palpable that they are identified along with many other factors, refined and compressed into six factors by Kyko (2015). He identified six factors that have determinants effects on whether workplace environment will be conductive or not. These factors are listed thus:  
· Opaque Management  
This factor consist of such issues as: unclear vision, mission, goals, or objectives; badly defined systems, policies, regulations or rules; ambiguous roles; violated management principles; idle and inefficiently used of resources; disruption of unity of command; when people get away cheating or not performing their duty.  
· Boss  
Boss who plays favouritism showing preference for one set of subordinates over others on their functions; boss who does not give recognition, for performance; boss who claims credit for subordinate’s achievement; boss who censors the good performance of the employee to the higher management; boss who breaks employee’s self-esteem; boss who fails to give clear instructions and directions; boss who withholds vital information from the employee where information is vital for the efficient performance of the job; boss who blames employee if things go wrong; boss who says one thing and does another; boss who is not decisive-subsequently employee does not have a sense of direction; boss who plays “God” with the performance appraisal: boss who delegates responsibility without the authority to act-curtailing the employee’s self-esteem.  
· Company Policies  
Win-lose policies, centralization of power, creating privileged groups in the organization, close door policy, poor fringe benefits, too much red tape.  
· Working Condition
Her and noisy working, environment, unsafe work conditions, dirty work environment, insufficient resources, old technology, old machinery.  
· Interpersonal Relationship
Unhealthy politicking, lack of cooperation among workers, back stabbing, empire building, rumour mongering, alienation, mistrust, sabotage.  
2.11	Internal Arrangement of an Office Environment
Having dealt with the external aspect of the office environment that includes the location and the layout, it is necessary to consider the internal arrangement of the office environment.  
The internal arrangement of the office environment in relation of physical factors also affects the productivity of the organization.  
Failure to give adequate, attention to a pleasant office environment might result in decrease in the levels of production, which could consequently affect the company’s productivity negatively.
Stiegler (2015) said, "an office environment needs not only to be comfortable, but should also be well organized".  
It is quite clear that the office environment should be comfortable and should be well organized. The word organization here means the proper arrangement of both outside and inside the office.  
Another added the proper positioning of office equipment to the nature of job for which it is to be used provide comfort as the workers and thus enable them work harder. He further said that the environment has significant impact on worker’s performance and it ultimately affects the workers’ productivity. Employees should provide pleasant environment which improve working conditions in office.








CHAPTER THREE
METHODOLOGY
This chapter deals with the method and procedures for data collection that was used in carrying out the study.
3.1	Instrument Used
3.2	Population of the study
3.3	Sample and Sampling Techniques
3.4	Distribution and Collection of Data
3.5	Reliability  
3.6	Validity  
3.7	Method of Data analysis
3.1	Instrument Used
A questionnaire tagged; "Impact of office environment on the productivity of secretaries in an organization" questionnaire was designed by the researcher which was used as a tool for data gathering for the study. The items in the questionnaire are placed on four points rating scale of "SA-Strongly Agree 4. Agree 3. D-Disagree 2, SD-Strongly Disagree1" respectively.
3.2	Population of the study
The population for this study comprised of 30 secretaries of University of Ilorin Teaching Hospital, Ilorin. There are total numbers of secretaries used is thirty (30).
3.3	Sample and Sampling Techniques
The researcher used all the total population as sample since the total number of populations is sizeable to manage for the study.
3.4	Distribution and Collection of Data
The questionnaire was distributed by hand personally by the researcher. A total number of 30 questionnaires were distributed to University of Ilorin Teaching Hospital, Ilorin. The researcher got back all the completed questionnaire.
3.5	Reliability  
The researcher first tested the instrument in order to make sure the instrument elicited the desired responses from the respondents. The instrument used in this research work is reliable, as the question method will reveal information from the case study.
3.6	Validity  
In order to be sure that the instrument measures what it is supposed to, it was given to two lecturers in Office Technology and Management Department. These lecturers critically examined the items of the instrument with respect to their fitness for the purpose of this study and accepted its use for the study.




3.7	Method of Data analysis
The data collected would be analyzed manually and expressed in percentage as will be seen in chapter four. This is to enable readers to have a clear understanding of the analysis.






















CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction 
This chapter gives the analysis of the research findings through questionnaire responses and the interpretation of the data collected.
4.2	Results  
	Table 4.1:	Good Lighting in an office enhances employee productivity.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	18
	60

	Agree
	06
	20

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 18 (60%) of the respondents strongly agreed with the statement that good Lighting in an office enhances employee productivity, 6(20%) respondents agreed with the statement, while 4(13%) respondents disagreed and 2(7%) of the respondents strongly disagreed with the statement. This implied that Good Lighting in an office enhances employee productivity.
	Table 4.2:	A good indoor climate creates a good environment for employees in an organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	25
	84

	Agree
	05
	16

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.2 above revealed that, 25(84%) of the respondents agreed with the notion that a good indoor climate creates a good environment for employees in an organization, 5(16%) respondents disagreed, while there was no respondents for disagreed and strongly disagreed respectively.
	Therefore, one can say that a good indoor climate creates a good environment for employees in an organization.





Table 4.3:	Well ventilated office enhances employee’s efficiency and increases her productivity in an office.  
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	25
	84

	Agree
	05
	16

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.3 above indicated that, 25 (84%) of the respondents strongly agreed with the notion that well ventilated office enhances employee’s efficiency and increases her productivity in an office, 5 (16%) respondents agreed, while none of the respondents disagreed and strongly disagreed with the statement.
	It is obvious to conclude that well ventilated office enhances employee’s efficiency and increases her productivity in an office.





Table 4.4:	A secretary must be specially groomed to make them perform effectively in any environment she finds herself.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	18
	60

	Agree
	06
	20

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.4 above showed that, 18 (60%) of the respondents strongly agreed with the notion that a secretary must be specially groomed to make them perform effectively in any environment she finds herself,  6 (20%) respondents agreed, while 4 (13%) of the respondents disagreed with the notion and 2(7%) of the respondents strongly disagreed. 
	It is clear to conclude that a secretary must be specially groomed to make them perform effectively in any environment she finds herself.



	Table 4.5:	Ventilation removes the air pollution caused by people and machines and replaces it with new fresh air.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	67

	Agree
	08
	26

	Disagree
	02
	7

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.5 indicated that, 20 (67%) of the respondents strongly agreed, 8(26%) respondents agreed with the statement that ventilation removes the air pollution caused by people and machines and replaces it with new fresh air, while 2(7%) disagreed and there was no respondents for strongly disagreed.
	This implies that Ventilation removes the air pollution caused by people and machines and replaces it with new fresh air.




	Table 4.6:	When the office working condition is perfect the secretary and other workers will put in best in terms of production.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	27
	90

	Agree
	03
	10

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.6 revealed that, 27(90%) of the respondents strongly agreed, 3(10%) respondents agreed with the notion that when the office working condition is perfect the secretary and other workers will put in best in terms of production, while none of the respondents disagreed and strongly disagreed respectively.
	It is safe to conclude that when the office working condition is perfect the secretary and other workers will put in best in terms of production.




	Table 4.7:	When office environment is well secured workers will be able to work safely.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	09
	30

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.7 showed that, 15(50%) of the respondents strongly agreed with the notion that when office environment is well secured workers will be able to work safely, 9(30%) respondents agreed with the notion, while 4(13%) disagreed and 2(7%) respondents strongly disagreed with the statement.
	Therefore, it is obvious to conclude that when office environment is well secured workers will be able to work safely.





	Table 4.8:	Workers need instant communication to communicate within the organization to make their job be more effective.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	21
	70

	Agree
	09
	30

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.8 revealed that, 21(70%) of the respondents strongly agreed with the notion that workers need instant communication to communicate within the organization to make their job be more effective, 9(30%) respondents agreed with the notion, while none of the respondents responded to disagreed and strongly disagreed respectively.
	This implies that workers need instant communication to communicate within the organization to make their job be more effective.



	Table 4.9:	Good furniture makes the work of workers be accurate.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	13
	43

	Agree
	11
	37

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.9  indicated that, 13(43%) of the respondents strongly agreed with the statement that good furniture makes the work of workers be accurate,11(37%) respondents agreed with the notion, while 3(10%) respondents disagreed and 3(10%) respondents strongly disagreed with the statement.
	It is obvious to conclude that good furniture makes the work of workers be accurate.





	Table 4.10:	Overcrowding in an organization make the office environment to be indecisive for employees.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	17
	57

	Agree
	13
	43

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.10  showed that, 17(57%) of the respondents strongly agreed with the statement that overcrowding in an organization make the office environment to be indecisive for employees, 13(43%) respondents agreed, while none of the respondents responded to disagreed or strongly disagreed respectively.
	Therefore, one can conclude that overcrowding in an organization make the office environment to be indecisive for employees.





	Table 4.11:	Good Coloration makes office environment to look decent.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	15
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.11  revealed that, 15(50%) of the respondents strongly agreed with the statement that good coloration makes office environment to look decent, 15(50%) respondents agreed while there was no respondents for disagreed and strongly disagreed respectively.
	It is clear to conclude that good coloration makes office environment to look decent.





	Table 4.12:	The Office workers can get carried away with his problem when the office accommodation is not conducive.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	53

	Agree
	08
	27

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.12 indicated that, 16(53%) of the respondents strongly agreed with the statement that the office workers can get carried away with his problem when the office accommodation is not conducive, 8(27%) respondents agreed with the notion while 4(13%) of the respondents disagreed and 2(7%) respondents strongly disagreed with the notion.
	Therefore, one can say that the office workers can get carried away with his problem when the office accommodation is not conducive.



	Table 4.13:	When the office accommodation is perfect, the office worker will put in best in term of production.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	12
	40

	Agree
	12
	40

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.13 revealed that, 12(40%) of the respondents strongly agreed with the notion that when the office accommodation is perfect, the office worker will put in best in term of production, 12(40%) respondents agreed with the statement while 3(10%) of the respondents disagreed and 3(10%) respondents strongly disagreed with the statement.
	It is safe to conclude that when the office accommodation is perfect, the office worker will put in best in term of production.




	Table 4.14:	Unsafe equipment and tools, polluted air with toxic substance, poor ventilation affects the health of workers
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	18
	60

	Agree
	09
	30

	Disagree
	03
	10

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.14 showed that, 18(60%) of the respondents strongly agreed, 9(30%) respondents agreed with the statement, while 3(10%) of the respondents disagreed with the notion that unsafe equipment and tools, polluted air with toxic substance, poor ventilation affects the health of workers and there was no respondents for strongly disagreed.
	Therefore, one can say that unsafe equipment and tools, polluted air with toxic substance, poor ventilation affects the health of workers.



	Table 4.15:	Psychological factors like lighting, humidity, temperature, noise reduction, cleanliness and work music which affects the behavior, attitude and morale of office workers and their performances.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	12
	40

	Agree
	09
	30

	Disagree
	06
	20

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.15 revealed that, 12(40%) of the respondents strongly agreed, 9(30%) respondents agreed with the statement, while 6(20%) of the respondents disagreed with the notion that psychological factors like lighting, humidity, temperature, noise reduction, cleanliness and work music which affects the behavior, attitude and morale of office workers and their performances and 3(10%) respondents strongly disagreed.
	This implies that psychological factors like lighting, humidity, temperature, noise reduction, cleanliness and work music which affects the behavior, attitude and morale of office workers and their performances.

	Table 4.16:	Facing direct light should be avoided in the Office
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	10
	33

	Disagree
	03
	10

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.16 revealed that, 15(50%) of the respondents strongly agreed with the statement that facing direct light should be avoided in the Office, 10(33%) respondents agreed with the statement, while 3(10%) of the respondents disagreed and 2(7%) respondents strongly disagreed.
	It is obvious to conclude that facing direct light should be avoided in the Office.





	Table 4.17:	Ability to share knowledge throughout organizations depends on how the work environment is designed.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	15
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.17 showed that, 15(50%) of the respondents strongly agreed with the notion that ability to share knowledge throughout organizations depends on how the work environment is designed, 15(50%) respondents agreed, while none of the respondents disagreed and strongly disagreed respectively. 
	One can conclude that ability to share knowledge throughout organizations depends on how the work environment is designed.





	Table 4.18:	Conducive office environment gives pleasures experience to employee and enable them to actualize their abilities and behavior
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	17
	57

	Agree
	13
	43

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.18 revealed that, 17(57%) of the respondents strongly agreed with the statement that conducive office environment gives pleasures experience to employee and enable them to actualize their abilities and behavior, 13(43%) respondents agreed while none of the respondents responded to disagreed and strongly disagreed respectively. 
	This implies that conducive office environment gives pleasures experience to employee and enable them to actualize their abilities and behavior.



	Table 4.19:	Quality of comfort derive from office environment determines the level of satisfaction and productivity of employee.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	09
	30

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.19 indicated that, 15(50%) of the respondents strongly agreed with the notion that quality of comfort derive from office environment determines the level of satisfaction and productivity of employee, 9(30%) respondents agreed, while 3(10%) of the respondents disagreed and 3(10%) of the respondents strongly disagreed with the notion. 
	It is safe to conclude that quality of comfort derive from office environment determines the level of satisfaction and productivity of employee.



	Table 4.20:	Conducive office environment helps organizations to improve effectiveness and allow employee to benefit from collective Knowledge.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	53

	Agree
	14
	47

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.20 showed that, 16(53%) of the respondents strongly agreed with the notion that conducive office environment helps organizations to improve effectiveness and allow employee to benefit from collective Knowledge, 14(47%) of the respondents agreed with the notion while none of the respondents responded to disagreed and strongly disagreed respectively. 
	This implies that conducive office environment helps organizations to improve effectiveness and allow employee to benefit from collective Knowledge.



CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
This project as mentioned in previous chapters was designed to look into the impact of office environment on the productivity of employees in an organization. The research has been done, data collected; findings have been analyzed and presented in the previous chapter. It is therefore necessary to give the summary, conclusion and recommendation based on the findings.  
The office environment plays a crucial role in determining the optimal performance of employees in an organization. A well-designed office environment can boost employee morale, productivity, and job satisfaction, while a poorly designed office environment can lead to decreased motivation, increased stress, and reduced job performance.  
The study aimed at highlighting the factors that contribute to a conducive working environment that optimize employee performance background knowledge was gathered on what is an office types of office planning and layout, recognize and it was correlated with the result of analysis of the research findings as to our impact at a realistic recommendation for all employees. Who will inevitably desire high performance from secretary? This not worthy from the research 
Findings that good office facilities ventilation, decorations and others contribute to a conducive office environment are indispensable to employees. All this factor will reduce under tension. And create the research findings revealed that there is a correlation between work and office environment in which the work is carried out and people will feel proud of working in a well-designed and equipped office among the revelation of the research was that face the organization an equipped office usually have good image and would fall within it profit maximization policy.
5.2	Conclusion  
Based on the analysis of the findings in chapter four, it can be a fairly concluded that a conducive office environment generally affects productivity and performance in an organization. Findings revealed a large percentage of responses that well-furnished office boost morale and its employers should be conscious of this; also, ventilation and cleanliness are factors that promote health of secretary revealed in the finding. Based on responses record, lighting color and decoration play a vital role in enhancing performance of office secretary as they office will become attractive to them as well as clients, noise is one of the factors that affect the efficiency of employees. The cause of nose’s he has been attributed to operating, machines and people voice.  
Therefore, the findings also show that management employers are not always ready to provide good or equipped an office with the necessary facilities for the effective performance of secretary. Hence it is advisable for any organization to try as much as possible to make it premise standard one if high productivity would achieve.

5.3	Recommendations  
Based on the findings, the following recommendations are made:  
1. Organizations should prioritize the design of the office environment to meet the needs and preferences of employees.  
2. Organizations should provide training and development programs to help employees manage stress and improve their well-being.  
3. They should ensure that training on only machines is giving to workers in the most appropriate they will understand it.  
4. Organizations should consider the impact of the office environment on employee performance and well-being when making decisions about office design and layout.  
5. Organization should see that all offices are always kept clean and tidy there should be a constant flow of fresh air.
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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 "IMPACT OF OFFICE ENVIRONMENT ON THE PRODUCTIVITY OF EMPLOYEES IN AN ORGANIZATION."  
The exercise is important in partial fulfillment of the requirements for the award of National Diploma in Office Technology and Management of the institution.
Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.
Yours faithfully,  

AKEEM AISHAT FUNMILAYO
ND/23/OTM/FT/0088






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 "IMPACT OF OFFICE ENVIRONMENT ON THE PRODUCTIVITY OF EMPLOYEES IN AN ORGANIZATION."  
Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.


Yours faithfully,  

AKEEM AISHAT FUNMILAYO
ND/23/OTM/FT/0088





QUESTIONNAIRE
1. Good Lighting in an office enhances employee productivity.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
2. A good indoor climate creates a good environment for employees in an organization.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
3. Well ventilated office enhances employee’s efficiency and increases her productivity in an office.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
4. A secretary must be specially groomed to make them perform effectively in any environment she finds herself.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
5. Ventilation removes the air pollution caused by people and machines and replaces it with new fresh air.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
6. When the office working condition is perfect the secretary and other workers will put in best in terms of production.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
7. When office environment is well secured workers will be able to work safely.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
8. Workers need instant communication to communicate within the organization to make their job be more effective.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
9. Good furniture makes the work of workers be accurate.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
10. Overcrowding in an organization make the office environment to be indecisive for employees.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
11. Good Coloration makes office environment to look decent.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
12. The Office workers can get carried away with his problem when the office accommodation is not conducive.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
13. When the office accommodation is perfect, the office worker will put in best in term of production.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
14. Unsafe equipment and tools, polluted air with toxic substance, poor ventilation affects the health of workers.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
15. Psychological factors like lighting, humidity, temperature, noise reduction, cleanliness and work music which affects the behavior, attitude and morale of office workers and their performances.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
16. Facing direct light should be avoided in the Office.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
17. Ability to share knowledge throughout organizations depends on how the work environment is designed.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
18. Conducive office environment gives pleasures experience to employee and enable them to actualize their abilities and behavior.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
19. Quality of comfort derive from office environment determines the level of satisfaction and productivity of employee.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
20. Conducive office environment helps organizations to improve effectiveness and allow employee to benefit from collective Knowledge.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )
