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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
Motivation plays a crucial role in enhancing the performance of a secretary in an educational institution. Secretaries are responsible for a wide range of administrative duties, including handling correspondence, managing records, and assisting staff and students. A well-motivated secretary is more likely to be efficient, proactive, and dedicated to their tasks. When an institution provides incentives such as recognition, promotions, or financial rewards, it boosts the secretary’s morale and encourages them to put in their best efforts. Motivation helps in fostering a positive work environment, leading to increased productivity and overall institutional success.
A motivated secretary demonstrates a higher level of efficiency and time management skills. Since educational institutions operate on strict schedule secretaries must ensure smooth coordination of meetings, record-keeping, and document processing. When provided with job security, career development opportunities, and a supportive work environment, they tend to perform their duties more diligently. Effective motivation, whether intrinsic (personal satisfaction, career growth) or extrinsic (salary increments, bonuses), helps secretaries to stay focused and committed to their roles.
Motivation enhances the secretary’s communication and interpersonal skills. As the first point of contact in an educational institution, a secretary interacts with students, parents, staff, and visitors daily. A motivated secretary is more likely to exhibit professionalism, patience, and a willingness to assist others. This contributes to the institution’s reputation and ensures smooth communication and engagement with various stakeholders.
On the other hand, lack of motivation often results in apathy and job dissatisfaction. Secretaries often handle multiple tasks under pressure, and without proper motivation, they may experience burnout or decreased enthusiasm. Providing a conducive work environment, where secretaries feel valued and appreciated, and are offered growth can significantly improve their job satisfaction. When secretaries feel valued and appreciated, they are more likely to remain committed to their job and contribute positively to the institution’s administrative functions.
Motivation is essential in enhancing the performance of a secretary in an educational institution. It improves efficiency, communication, job satisfaction, and overall productivity. Institutions that adopt motivational strategies like recognition, career development, and positive work environments create a more engaged and efficient workforce. A motivated secretary not only performs their duties effectively but also contributes to the institution’s overall success by fostering a more organized administrative system.
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 on matters or routine and administrative issues (Cletus 2011) various office workers perform some aspects of secretarial work, but not all office workers are secretaries. 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 (Adamu 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 2012). The number and type of activities are assigned depend whether they are generalists (multifunctional secretaries) or specialists (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, 2010). 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.
Human beings have been described as the most important element in any organization. This is due to the fact that all other material resources relevant to the operational process of an organization cannot on their own function without the application of human resources. It therefore becomes imperative for managers to give adequate attention to human resources under their care and motivate them appropriately for effective performance of their job.
The primary duty of every manager is to get people do what the management requires of its employees and know how to effectively achieve goals of the organization. He must get people to act in a certain way and do a given task with a prescribed degree of time and effectiveness.
Management therefore, should possess the ability to motivate employees and keep them comfortable so that they can perform their duties with pleasure and commitment in pursuance of the organizational aims and objectives.
In recent years emphasis have been placed on the important role motivation plays in getting employee to give out their best at work. Mone realized more than ever, that workers are the engine room of which an organization depends largely on the effective mobilization of the efforts of all people who make the organization. It is also important that managerial job is not only to boost employee’s productivity or performance but also to motivate them to be able to enhance their performance adequately.
Motivation can be referred to as the act of providing incentives to a person to satisfy a desire. The desire may range from that of satisfying physiological needs to that of self-actualization.
The role of motivation cannot be over-emphasized because organizations that are willing to be at the top among the competitor must recognize the value of people in any organization wherever it is needed. Motivation is an undisputable instrument that can be used by every organization to derive secretary to do the right thing at the right time.
Motivation improve the level of efficiency of secretary, the level of secretary does not only depend upon his qualifications and abilities for having of his work performance, the gap between ability and willingness has to be filled which helps in improving the level of performance of the secretary.
The role of motivation cannot be left payment of salary is only way secretary can be motivated, though this part of it but not limited to that, secretary can be motivated in so many ways which can enable the secretary to perform their function effectively as it is expected.
Management should therefore endeavor to understand the various motivational factors which can stimulate and satisfy its secretary’ needs and eventually bring about efficient work force. Some of the motivational factors that can be employed are: good management, proper promotion policy, joint consultation, tidied office environment, raining and employees development, better accommodation, housing loan, long service award, transport facilities, feeding allowance, recreational facilities, end of year bonus, lunch on vouchers pension and gratuity etc.
Financial incentives in term of salaries and fringe benefits are considered to be important factors in motivating secretary for higher output or performance. Management should also be conversant with other motivational techniques such as job security, job satisfaction, job enrichment, delegation of authority etc. which can enhance efficiency in secretary’s performance.
Motivation therefore, is the inspiration to work hard without coercion but through persuasion, reason and provision of incentives. If the management is to be an effective motivator, it should learn and understand the nature of motivation as well as motivational techniques that can be employed so as to motivate its employees for effective performance of their job.
This study will deal with The Role of Motivation in Enhancing the Performance of a Secretary in an Organization
1.2	Statement of the Problem
A crucial study of secretary’s motivation at length; the biggest misconception was that good wages were always the primary motivational factor among secretaries regardless of the industry by which they are employed. This generalization or supposed knowledge has misdirected frontend line supervisors of industrial workers for years. Effective secretary motivation has long been one of management most difficult and important duties. Success in this endeavor is becoming more challenging in light of organizational trends to downsize and in relation to the demands associated with managing a diverse workforce, since a secretary is the image carrier of an organization. Motivation is a complex process as individuals are complex, diverse and often difficult to predict. No one theory of motivation can explains human motivation particularly across diverse cultures.
1.3	Objectives of the Study
The primary objective of this study is to examine the role of motivation in enhancing the performance of secretaries in educational institutions. The specific objectives are to: 
I. Identify the factors that influence the motivation of secretaries in educational institutions. 
II. Assess the impact of motivation on the performance of secretaries. 
III. Examine the challenges faced by secretaries due to lack of motivation. 
IV. Recommend strategies to improve the motivation and performance of secretaries in educational institutions.
1.4	Research Questions
To achieve the study objectives, the following research questions will be addressed: 
1. What are the factors that influence the motivation of secretaries in educational institutions?
2. What is the impact of motivation on the performance of secretaries?
3. What are challenges faced by secretaries due to lack of motivation?
4. What are the strategies to improve the motivation and performance of secretaries in educational institutions?
1.5	Significance of the Study
This study is significant as it highlights the importance of motivation in enhancing secretarial performance in educational institutions.
It will benefit the management of educational institutions by providing insights into effective motivational strategies that can improve staff efficiency. Additionally, secretaries will benefit from this research as it advocates for better motivational policies that can enhance their job satisfaction and productivity.
Academically, this study will contribute to existing literature on employee motivation and serve as a reference for future researchers exploring similar topics. It will also provide policymakers with recommendations on how to enhance motivation and improve administrative efficiency in educational institutions.
1.6 	Delimitation
The focus of this research work is narrowed to The Role of Motivation in Enhancing the Performance of a Secretary in an Organization. The research does not intend to go beyond this scope.


1.7	Limitation
A project of this nature cannot be accomplished without some unavoidable constraints. Time is the first problem a researcher has to contend with, balance of other pressing assignment. As a matter of fact, financial barrier is a big constraint during the exercise. Also, getting accurate information when the questionnaire will be distributed to people will be a limitation to the study.
However, despite all this constraint the researcher ensure that the effective completion and quality of the work is not affected.

























CHAPTER TWO
LITERATURE REVIEW
This study is on “The Role of Motivation in Enhancing the Performance of a Secretary in an Educational Institution”. This study will be guided under the following sub headings:  
2.1	Introduction  
2.2	Concept of Motivation  
2.3	Impact of motivation on Secretary  
2.4	Theories on Motivation  
2.5	Form of Motivation  
2.6	Actions Management Must Imbibe To Motivate  
2.7	Ways of Motivating Secretary  
2.8	The Effectiveness of Motivation on Secretary Increased Performance  
2.1	Introduction  
Experience has shown over the year that, for any organization to operative well and achieve positive results, something has to be done. Effective performance on the part of office worker is essential for the success of any organization. Such performance will have a great measure depend on their knowledge and skills. But, while the knowledge and skills possessed by individual workers are important in determine his job performance these factors alone are not sufficient. An understanding of what motivates the individual needed to reveal how abilities and skills are activated and potential released.  
2.2	Concept of Motivation  
Motivation is an essential instrument in stimulating the desire and energy of secretaries. It is used extensively in influencing secretary to behave or work in a particular direction. It is required to arouse secretary in their day to day activities so that they can be stimulated and work as expected of them without the use of force or undue influence.  
Motivation is a Latin word “Movere” meaning “to move”. Many definitions have been extracted from psychology textbook:  
· Motivation is defined as internal state or conditions that activate behavior and giving it direction.  
· Motivation has been defined as influence of needs and desire on the intensity and direction of behavior.  
· It can also be defined as desire or want that energize and direct goal oriented behavior.  
Pritchard and Ash Wood (2010) define motivation as the psychological feature that arouses an organization to action toward a desired goal and elicits, control, and sustain certain goal directed behavior.  
According to John, (2011) motivation is a general term applying to the entire class of drives, desires, needs, wishes and force. It is an inner state that energizes activities or moves and that directs or channel behavior towards a goal.  
Cole, (2015) in his contribution to the meaning of motivation said, motivation is a process in which people choose between alternative forms of behavior in order to achieve personal goal.  
It can be observed from the above definitions that motivation enables people to behave in certain ways and pursue particular course of action in order to achieve personal or organization goals.  
Motivation further explains why some people work hard and well and other perform poorly. Since behaviors are also directed towards job satisfaction, it is of strategic importance for management to know what secretaries desire from their job if they are to motivate them.  
Ajimati in his lecture note (2018) quoted Abram Maslow: “Motivation is the result of unsatisfied needs.”  
Therefore, in order for an employee to be satisfied, provision must be made to meet their needs.  
Knowledge of secretaries needs and of incentives that can boost their productivity are important for management. If the proper incentives are provided, incentives which hold the potential for satisfaction of needs, manager will definitely get the type of action or performance they are looking for from their secretaries.  
With respect to needs, the challenges for managers are to know and understand people as individuals.
Faruz (2013) stated that, motivation is a personal thing. Because of their differing needs, incentive which appeal to and work with one employee may be less than fully successful with another. It is valuable to be generally knowledgeable about need, but even more important to know each employee in term of those things that her personality want most.
In a nutshell, motivation can be defined as the intrinsic through which the employee have a greater performance for the purpose of achieving its stated aims and objectives. Motivation can either be intrinsic or extrinsic depending on the source. Intrinsic motivations take place when motivation emanates from doing the work itself or from within an individual that initiates or promote desired behavior towards set goal attainment.
Extrinsic motivation on the other hand, results from external or outward pressure. Any act that is performed for material or social rewards like praise, gift, promotion, recognition etc or to avoid punishment is being externally motivated.  
Finally the level of performance of human being is basically determined by the level of interaction between motivation and ability.  
2.3	Impact of Motivation on Secretary  
There is hardly an office without an office worker or secretary. The word “Secretary” is derived from Latin word “Sectum” which means one who keep secrets.  
Secretary keeps the secrets of the organization which are of great importance to the management. They also help in the improvement of both the quality and quantity of work in an office by displaying some of their attributes such as keeping records and ability to retrieve them precisely and effectively.  
The success of any organization today depends largely on the effectiveness of office workers. This is why the secretary is always referred to as the “Life Wire” of an organization.  
It is important to note that, today secretarial has come of age, and it has assisted in no small measure the development of various organizations. Secretaries do provide intelligent ideals and methods to illuminate general understanding of an organization.  
  	The duties performed by secretaries are numerous and they role played are vital to any organization. Among such duties are taking down dictations, transcription, answering telephone calls, giving information to callers, sending correspondence, making travel arrangement, acts as memory aids, attends meetings, record minute of meetings, receiving visitors and making appointments.  
In addition, office worker can supervise clerical and other junior workers. Having known the duties performed by Secretaries, it is becomes important for managers to meet their needs, desired and aspiration so as to motivate them to give out their best at work. The way office worker performs his job has direct impact on the manager’s performance and even on the organization as a whole.  
  	Emmett (2015) stated that: Although the office worker does not have the full authority, she assists the executive in working with staff members at all levels. The way he or she performs his functions has a distinct impact on the organization’s operations. Because the secretary holds a strategic position in the office, her performance directly relates to how the manager’s performance will viewed by superiors, peers and subordinates.  
In the light of the above, it will be a strategic importance for managers to motivate their secretaries so as to realize their full potential at work. Management should also be aware that “behind a good or successful manager, there is always a good worker” and that the performance or productivity of office workers depend largely on how they are motivated. 
Office workers are indispensable, being in an organization and they portray their employee’s image to the public business group alike.  
Management should therefore note that, to make office worker have to perform well, a measure of motivational techniques is required. When management allows their workers to train and develop themselves to any level and their needs are satisfied, they will drive a great deal of satisfaction in performing their jobs and may likely become “turn-on-plus” employees in that organization.  
Motivated staff will be of immense help and of greater benefit of the organization. When office worker are motivated, they will perform their work willingly, effectively, better than expected and without supervision.
Motivation has been defined why many scholar to mean different things. According to Robbin (2000), he sees motivation as the willing to do something condition by his action ability to satisfy some needs for individual.
Also the level of performance of human being is basically determined by the level and interaction between motivation and ability. We can develop the ability of a particular employee in order to improve his knowledge skills and competence.
Also we can motivate the potential in him through a force commonly referred to as “Motivation”. It is clear from this definition that motivation and control have to do with probability of a person “changing” under certain circumstance to undertake or avoid certain activities or to choose one in preference to another.
Abram Maslow, the father of scientific management described motivation as management techniques for the achievement of organization objectives.
Some authors see motivation as ability to cause people to put their efforts with enthusiasm and effectively to achieved and hopefully surpass organizational object. Motivation can also be seen as tools that induce people to perform beyond expectation.
Motivation from the lay man point of view can be defined as the internal psychology process whose presence and absence inferred from observed so that specific goals or objective could be achieved. In general term, motivation is directed, energized and sustained overtime. It is said to exist where employees’ moral is high which implies that employee reactions to situation surrounding his job is positive. What it implies is that when people are motivated they could be creative and self-directed which will improve performance.
Motivation is therefore seen to involve a motive or inner state which people, energize, activated etc. It is generally assumed that worker who are motivated will be more effective and productive than frustrated and a pathetic ones. It is also assumed that employees’ grievance, turnover, absenteeism would decline when workers are blessed with moral or motivated.
Finally motivation is an important component of attitude, the deposition or mood of the employee dictate the manner in which he or she behaves, treat or interact with other. A careful examination of the above analysis of the concept will enable appreciate the ramification of the concept which is why motivation and morale are not easy to define in precise terms.
However, all the issue mentioned above revolve around maximizing the output of human labor and that is why that concept is very essential to human research management.
2.4	Theories of Motivation
Motivational theories are made to provide managers with a model for motivating individuals or employees in an organization. These theories help to explain what actually motivated and how motivation takes place.
All these theories on motivation can be broadly classifies under the need and process theories. The former transfer to “what” actually motivates while the later refers to “how” motivation take place. The need theories are concerned with the factors within the individual or the organization that will motivate, while the process theories are interested in the description of the process of motivation.
McGregor’s Theory of Motivation
Douglas McGregor (1960) primarily contributes to management basic assumption regarding human behavior. An understanding of these assumptions is important for management in directing human beings. One basically negative in theory X and the other is positive labeled theory Y.
McGregor concluded in his assumption that a manager is viewed in the nature of human being used on certain assumptions that tends to molds his behaviors towards subordinates. 
Maslow's Theory of Motivation 
One of the most referred and widely cited theories on motivation is propounded by a psychologist called “Abraham Maslow” says that human needs is in hierarchical order, stated in an ascending order from the lowest to the highest need. 
According to Abraham Maslow, motives develop in sequence according to five levels. The theory assumes that needs follow a sequence, and when one need is satisfied it decreases. He proposed that people are consciously in a motivated state but the nature of motivation fluctuating and complex. As the lower needs are satisfied, the individual shifts his concern to higher other needs but this does not mean that the lower needs have to be satisfied completely before other needs begin to operate. 
The base of the triangle is psychological needs, followed by the safety needs then the social or affiliation needs Ego or esteem needs and the self-actualization needs
Abraham Maslow's Hierarchy of Needs
Maslow proposed that human needs are arranged in a hierarchy, starting from basic physiological requirements to the highest levels of psychological development. The hierarchy is often depicted as a pyramid with five levels:
· Physiological Needs: Basic needs necessary for survival such as food, water, shelter, sleep, and breathing.
· Safety Needs: Security and safety in personal safety, health, financial security, and protection from danger.
· Social Needs (Love and Belonging): The need for social interactions, friendships, intimacy, and belongingness.
· Esteem Needs: Respect from others, self-esteem, recognition, achievement, and feelings of competence.
· Self-Actualization: The desire to realize personal potential, self-fulfillment, growth, and self-improvement.
2.5	Form of Motivation
· Fear Motivation: Fear as a motivation is one of the oldest and perhaps the most widely used for motivating secretaries. These types of motivation plants fear in the minds of secretary. Such secretary get things done on the platform of threat or punishment, less of regulation, job or dismissed, loss of status, loss of facilities to the secretary who do not conform to laid down rules and regulation..  
· Financial Incentive Motivation: This has something to do with increase in pay rise, granting of bonuses. It should be recognized that money is necessary in satisfying the demand of the secretary and the society.  
· Advancement Motivation: Simply mean regular promotion of secretary, based on adequate personnel appraisal scheme which could form the basic core of the secretary motivation for high job performance in an organization. Advance motivation leads to higher levels of aspiration, so that the people work harder and make more progress.  
· Competence Motivation: Is a drive to do quality work competence motivation secretary often are so interested in the technical aspect of their job that they are blind to the human factor work. They seek job mastery and professional growth.  
2.6	Actions Management Must Imbibe to Motivate
Management must put in place some basic practical actions which are believes will motivate secretary to put in their best to increase productivity.  
· Making Subordinate Feel Valued: This can be achieved by regularly monitoring the secretary’s work, sharing an interest in lives and in whatever she hold to be important, creating an atmosphere of approval and cooperation, ensuring that she understand the important of her contribution to the department and organization’s objectives. She can equally be allowed to contribute to the decision making through meetings and interactions.  
· Recognizing Achievement: This could be done by praising the secretary successes and communicating the news to others, having regular meetings to monitor and give counsel on the secretary progress toward targets and also by explaining the organization’s result and achievements.  
· Providing Opportunities for Development: This is by setting standards and targets, by providing on and off the job training, by using subordinates to train others in any specialist skill they may have and by structuring or grouping tasks to use the skill and gifts to the fullest.  
· Providing a Challenge: This could be achieved by setting and communicating the organization objectives, providing scope for secretary to take greater responsibility, and lastly by encouraging ideals and where practicable by allowing the secretary to implement them.  
2.7	Ways of Motivating Secretary  
· Wages and Salary: These are actually the reward of labor. However, secretary rewards are of two types – financial and non-financial. Wages and salary are financial rewards while non-financial rewards include good working condition, recognition for exceptional achievement and other types of benefits.  
· Job Satisfaction: This is the favorableness or un-favorableness with which secretary view their work. Therefore, job satisfaction involves expectation compared with receivable reward.  
· Working Condition: Each organization has its own cultures, traditions and methods of action which constitute its climate for people. Certain working condition must be provided to motivate secretary.
· Status: This is referred to as the social rank of a person in comparison with others in a social system. Status may be both formal and informal status refers to the rank of people to the social rank according to people because of feelings toward them.  
· Company Procedure/Policy or Administration: Each organization, no matter how small has its own policies concerning how people will be governed within the organization. It includes personnel policies, marketing, production, etc.  
· Quality of Interpersonal Relation: This refers to the types of interaction which exists between persons within an organization. There is a chain of relationship within any organization as well as interpersonal relationship between the manager and secretary and secretary and supervisor etc. there must be conducive and not hostile, soon as to motivate secretary. On the other hand, there is a set of intrinsic job conditions which exist and operate within the job that can increase the level of motivation and good job performance.
  2.8	The Effectiveness of Motivation on Secretary Increased Performance
Secretary performance is increased when they are motivated. This increase production and raises the revenue of the organization and the net profit as well.  
· Create Interest: Motivation creates interest on the part of secretary. Incentive must be given to the secretary as a sort of motivator to show that they are being catered for such incentives may include recognition, promotion, to position, safety and job security; all these create interest in secretary too increase productivity.  
· It Mobilizes Secretary: Motivation mobilizes secretary. With the aides of motivating secretary in an organization, they tend to produce better job. For instance management may provide a van to convey the secretary to increase their skill.  
· Reduces Idleness: Idleness is reduced when secretary are motivated. A secretary who is motivated will know that she is not being motivated to be idle, she will therefore, as a matter of fact, pay prompt attention to his work. All relevant duties in the office will be done according to rules.





CHAPTER THREE
METHODOLOGY
This chapter aims at discussing methods and procedures used in data collection. The following sub-headings will be discussed.
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
The instrument used for the collection of data for this study was questionnaire. The questionnaire was designed to enable the researcher make useful findings on The Role of Motivation in Enhancing the Performance of a Secretary in educational institutions The items in the questionnaire are placed on four points rating scale of “SA-Strongly Agreed 4, A-Agreed 3, D-Disagreed 2, and SD-Strongly Disagreed 1” respectively.
3.2	Population of the Study
The population of this study is made up of secretaries in University of Ilorin, Ilorin. There is total number of Forty (40) of both female and male secretary selected.
3.3	Sample and Sampling Techniques
The researcher used Twenty-Five (25) of the total population as sample since the total number of population is too large for the study.
3.4	Distribution and Collection of Data
The questionnaire designed will be distributed by hand personally by the researcher. A total number of Twenty-Five (25) questionnaires will be distribute to University of Ilorin, Ilorin, the entire Twenty-Five (25) questionnaire was duly completed.
3.5	Method of Data analysis
For the analysis of data, the researcher decided that percentage method should be used. The data collected were tabulated and itemized according to the questionnaire items. In analysis the research question, the researcher adopted the simple percentage.










CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction 
	This chapter deals with statistical analysis of data collected through questionnaires. It also deals with the interpretation and analysis of data.
4.2	Results 
	Table 4.1:	Motivated secretaries bring positive result to an organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	19
	76

	Agree
	06
	24

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 19(76%) of the respondents strongly agreed with the statement motivated secretaries bring positive result to an organization, 6(24%) respondents agreed with the statement, while none of the respondents responded to disagreed and strongly disagreed with the notion.
	This implied that motivated secretaries bring positive result to an organization.
	Table 4.2:	Motivated secretaries have good interpersonal and customer’s relation.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	60

	Agree
	06
	24

	Disagree
	04
	16

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.2 above revealed that, 15 (60%) of the respondents strongly agreed with the notion that motivated secretaries have good interpersonal and customer’s relation, thereby admitting the risk of enterprise, 6(24%) respondents agreed, while 4(16%) respondents disagreed and there was no respondents for strongly disagreed.
	Therefore, one can say that motivated secretaries have good interpersonal and customer’s relation.




Table 4.3:	A secretary’s productivity is not directly proportional to the enrichment of the job.  
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	17
	68

	Agree
	04
	16

	Disagree
	04
	16

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.3 above indicated that, 17(68%) of the respondents strongly agreed with the notion that a secretary’s productivity is not directly proportional to the enrichment of the job, 4(16%) respondents agreed, while 4(16%) respondents disagreed and there was no respondents for strongly disagreed.
	It is obvious to conclude that a secretary’s productivity is not directly proportional to the enrichment of the job.  .





Table 4.4:	It is a matter of necessity that the job should enrich the job of his/her secretary.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	60

	Agree
	05
	20

	Disagree
	05
	20

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.4 above showed that, 15(60%) of the respondents strongly agreed with the notion that it is a matter of necessity that the job should enrich the job of his/her secretary, 5(20%) respondents agreed, while 5(20%) of the respondents disagreed and there was no respondents for strongly disagreed.
	It is clear to conclude that it is a matter of necessity that the job should enrich the job of his/her secretary.





	Table 4.5:	Secretaries with delegated authorities from their manager are always effective and efficient.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	10
	40

	Agree
	08
	32

	Disagree
	05
	20

	Strongly Disagree
	02
	8

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.5 indicated that, 10 (40%) of the respondents strongly agreed, 8(32%) respondents agreed with the statement that secretaries with delegated authorities from their manager are always effective and efficient, while 5(20%) disagreed and 2(8%) of the respondents strongly disagreed with the notion.
	This implied that secretaries with delegated authorities from their manager are always effective and efficient.




	Table 4.6:	Secretaries with delegated authorities profitable to the overall cooperation goals of the organization
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	18
	72

	Agree
	07
	28

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.6 revealed that, 18(72%) of the respondents strongly agreed, 7(28%) respondents agreed with the notion that secretaries with delegated authorities profitable to the overall cooperation goals of the organization, while none of the respondents responded to disagreed and strongly disagreed respectively.
	It is safe to conclude that secretaries with delegated authorities profitable to the overall cooperation goals of the organization.





	Table 4.7:	The basic qualification for all secretaries is enough to enhance better performance on the job.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	60

	Agree
	08
	32

	Disagree
	02
	8

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.7 showed that, 15(60%) of the respondents strongly agreed with the notion that the basic qualification for all secretaries is enough to enhance better performance on the job, 8(32%) respondents agreed with the notion, while 2(8%) disagreed and there was no respondents for strongly disagreed with the statement.
	Therefore, it is obvious to conclude that the basic qualification for all secretaries is enough to enhance better performance on the job





	Table 4.8:	Rotation of job for secretary makes him/her versatile.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	14
	56

	Agree
	05
	20

	Disagree
	06
	24

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.8 revealed that, 14(56%) of the respondents strongly agreed with the notion that rotation of job for secretary makes him/her versatile, 5(20%) respondents agreed with the notion, while 6(24%) respondents disagreed and there was no respondents for strongly disagreed.
	This implies that rotation of job for secretary makes him/her versatile.






	Table 4.9:	Adequate motivation of secretaries less persuasion or correction from the boss
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	64

	Agree
	05
	20

	Disagree
	04
	16

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.9  indicated that, 16(64%) of the respondents strongly agreed with the statement that adequate motivation of secretaries less persuasion or correction from the boss, 5(20%) respondents agreed with the notion, while 4(16%) of the respondents disagreed and there was no respondents for strongly disagreed with the notion.
	It is obvious to conclude that adequate motivation of secretaries less persuasion or correction from the boss.




	Table 4.10:	Efficient motivation of secretaries leads to job satisfaction.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	22
	88

	Agree
	03
	12

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.10  showed that, 22(84%) of the respondents strongly agreed with the statement that efficient motivation of secretaries leads to job satisfaction, 8(16%) respondents agreed, while none of the respondents disagreed and strongly disagreed respectively.
	Therefore, one can conclude that efficient motivation of secretaries leads to job satisfaction.





	Table 4.11:	Promotion alone as motivation tool, is adequate for improving the productivity of secretaries on their job.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	80

	Agree
	04
	16

	Disagree
	01
	4

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.11 revealed that, 20(80%) of the respondents strongly agreed with the statement promotion alone as motivation tool, is adequate for improving the productivity of secretaries on their job, 4(16%) of the respondents agreed while 1(4%) respondents disagreed and there was no respondents for strongly disagreed with the statement.
	It is clear to conclude that promotion alone as motivation tool, is adequate for improving the productivity of secretaries on their job.




	Table 4.12:	A secretary believe in performing effectively without any perceived benefits
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.12 indicated that, 25(100%) of the respondents strongly agreed with the statement that a secretary believe in performing effectively without any perceived benefits while none of the respondents responded to agreed, disagreed and strongly disagreed respectively.
	Therefore, one can say that a secretary believe in performing effectively without any perceived benefits.





	Table 4.13:	Management recognize the effect of motivation in boosting secretaries moral.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	00
	0.00

	Agree
	20
	80

	Disagree
	05
	20

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.13 revealed that, 20(80%) of the respondents agreed with the notion that management recognize the effect of motivation in boosting secretaries moral, 5(20%) respondents disagreed with the statement, while there was no respondents for strongly agreed and strongly disagreed respectively.
	It is safe to conclude that Management recognize the effect of motivation in boosting secretaries moral.





	Table 4.14:	There is training programme to boost the efficient and effectiveness of the secretaries in your organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	19
	76

	Agree
	06
	24

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.14 showed that, 19(76%) of the respondents strongly agreed, 6(24%) respondents agreed with the statement that there is training programme to boost the efficient and effectiveness of the secretaries in your organization, while none of the respondents responded to disagreed and strongly disagreed respectively.
	Therefore, one can say that there is training programme to boost the efficient and effectiveness of the secretaries in your organization.





	Table 4.15:	The work environment of your organization motivate worker
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	22
	88

	Agree
	03
	12

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.15 revealed that, 22(88%) of the respondents strongly agreed, 3(12%) respondents agreed with the statement that the work environment of your organization motivate worker while there was no respondents for disagreed and strongly disagreed respectively with the notion.
	This implies that The work environment of your organization motivate worker.





	Table 4.16:	Motivated secretaries will promote the organizational set goals in the environment and the world at large
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	21
	84

	Agree
	04
	16

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.16 revealed that, 21(84%) of the respondents strongly agreed with the statement that motivated secretaries will promote the organizational set goals in the environment and the world at large, 4(16%) respondents agreed with the statement, while none of the respondents disagreed or strongly disagreed respectively.
	It is obvious to conclude that motivated secretaries will promote the organizational set goals in the environment and the world at large.





	Table 4.17:	Motivating factors such as increment of salaries and promotion can be used to motivate secretaries in an organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	20
	80

	Agree
	05
	20

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.17 showed that, 20(80%) of the respondents strongly agreed with the notion that motivating factors such as increment of salaries and promotion can be used to motivate secretaries in an organization, 5(20%) respondents agreed, while there was no responds from disagreed and strongly disagreed respectively.
	One can conclude that motivating factors such as increment of salaries and promotion can be used to motivate secretaries in an organization




	Table 4.18:	Training Programme help to boost the efficiency and effectiveness of the secretaries in an Organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	60

	Agree
	10
	40

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.18 revealed that, 15(60%) of the respondents strongly agreed with the statement that training Programme help to boost the efficiency and effectiveness of the secretaries in an Organization, 10(40%) respondents agreed while none of the respondents responded to disagreed and strongly disagreed respectively. 
	This implies that training Programme help to boost the efficiency and effectiveness of the secretaries in an Organization,.





	Table 4.19:	Every human activities benefits from improved productivity through the use of motivating factors in an organization
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	60

	Agree
	10
	40

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.19 indicated that, 15(60%) of the respondents strongly agreed with the notion that every human activities benefits from improved productivity through the use of motivating factors in an organization, 10(40%) respondents agreed, while none of the respondents responded to disagreed and strongly disagreed with the notion respectively. 
	It is safe to conclude that Every human activities benefits from improved productivity through the use of motivating factors in an organization



	Table 4.20:	Addressing secretaries by being recognized represented and value title can greatly motivate them.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	25
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	25
	100


Sources: Researcher’s fieldwork, 2025
	Table 4.20 showed that, 25(100%) of the respondents strongly agreed with the notion that addressing secretaries by being recognized represented and value title can greatly motivate them, both capital and human resources, while none of the respondents responded to agreed, disagreed and strongly disagreed with the statement respectively. 
	This implies that addressing secretaries by being recognized represented and value title can greatly motivate them





CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary  
Reasonable outcome which testifies to the fact that motivational techniques employed by the educational institution are a bit effective for improving performance but other motivational techniques are required to be used to order boost the morale of the secretaries. Based on the findings, motivation has great effects on the job performance of general workers. The management also believes that adequately motivated workers will be of greater benefits to their organization.  
In the final analysis of this research work, the various research questions which depend on motivation and aid performance were examined.  
The results of the findings are summarized thus:  
The people that have undergone any training are not those much, which is not encouraging at all. That proper selected motivational mix such as good training, money, promotion, good working environment will enhance the work of the secretary and even the entire workers of the organization.  
Promotion alone should not be used as motivational techniques. Though it boost productivity yet, it should be mixed in a proportion that adequately take care of the needs of the workers while the issue of motivational factors such as money was viewed by respondents as one of the ways performance can be improved in an organization.  
That the optimum performance on the day are achieved properly and well implement in the organization, it would increase staff performance to greater extent.  
The organization should be able to provide some allowances, housing allowance, yearly bonus, staff canteen and some financial insanity as a means of motivating the workers for greater efficiency and performance.  
Since promotion brings about sort of happiness, and motivate employees, the organization employed different techniques such management decisions, individual performance, years of experience, additional qualifications etc. in promoting their workers.  
5.2	Conclusion  
Based on the findings, the following conclusions were obtained:  
It was gathered that financial incentives could only motivate workers to some extent while employees prefer other forms of incentives than monetary incentive. Improvement in motivation will make workers perform their job effectively.  
Evidence showed that modern office equipment could improve secretary’s performance and efficiencies. The management should endeavors to provide to enhance productivity.  
Finally, management using different criteria for promotion is a good idea, because it helps to satisfy different classes of workers.  


5.3	Recommendations  
On the basis of findings and discussion of this study, the following recommendations were made:  
1. That proper motivational factor should be applied by the management of the organization as a means of increasing workers performance and efficiency.  
2. Management should use monetary incentives as the rewards like housing, loan, transport facilities, educational allowances, free medical service, staff canteen recreational facilities, etc. should also be included.  
3. Training workshop, seminars and conferences should be organized by the management for workers to broaden their knowledge in order to keep breast with modern technology.  
4. Employees who perform well should be rewarded accordingly promotion should be given to those who are hard working.  
5. Secretaries should be given opportunities of using their initiatives in bringing new ideas that will promote the organization. This will give them a sense of self-worth and self-esteem.
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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 “ROLE OF MOTIVATION IN ENHANCING THE PERFORMANCE OF SECRETARY IN AN EDUCATIONAL INSTITUTION”.	
	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

SODIQ ZAINAB
ND/23/OTM/PT/0002

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 “ROLE OF MOTIVATION IN ENHANCING THE PERFORMANCE OF SECRETARY IN AN EDUCATIONAL INSTITUTION.”
	 Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.

Yours Faithfully

SODIQ ZAINAB
ND/23/OTM/PT/0002





QUESTIONNAIRE
1. Motivated secretaries bring positive result to an organization.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
2. Motivated secretaries have good interpersonal and customer’s relation.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
3. A secretary’s productivity is not directly proportional to the enrichment of the job.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
4. It is a matter of necessity that the job should enrich the job of his/her secretary.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
5. Secretaries with delegated authorities from their manager are always effective and efficient.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )

6. Secretaries with delegated authorities profitable to the overall cooperation goals of the organization.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
7. The basic qualification for all secretaries is enough to enhance better performance on the job.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
8. Rotation of job for secretary makes him/her versatile.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
9. Adequate motivation of secretaries less persuasion or correction from the boss.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
10. Efficient motivation of secretaries leads to job satisfaction.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )


11. Promotion alone as motivation tool, is adequate for improving the productivity of secretaries on their job.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
12. A secretary believe in performing effectively without any perceived benefits.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
13. Management recognize the effect of motivation in boosting secretaries moral.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
14. There is training programme to boost the efficient and effectiveness of the secretaries in your organization.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
15. The work environment of your organization motivate worker.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
16. Motivated secretaries will promote the organizational set goals in the environment and the world at large.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
17. Motivating factors such as increment of salaries and promotion can be used to motivate secretaries in an organization.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
18. Training Programme help to boost the efficiency and effectiveness of the secretaries in an Organization.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
19. Every human activities benefits from improved productivity through the use of motivating factors in an organization.  
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
20. Addressing secretaries by being recognized represented and value title can greatly motivate them
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
