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ABSTRACT
This project discusses about oral communication skills as an essential ingredient for effectiveness of secretaries in an organization. It includes individuals conversing with each other, be it direct or telephonic conversation. Speeches, presentations, discussions are all forms of oral communication. Oral communication is generally recommended when the communication matter is of temporary kind or where a direct interaction is required. The project makes use of both primary and secondary data in the course of the study. 20 questionnaires were distributed between the two case study and the responses was used for the analysis in chapter four. It was discovered that is the most fastest and most effective means of communication in an organization. The recommendation made includes secretary should improve their oral communication skills and see themselves as an ambassador of the organization who must be able to effectively communicate with outsiders

Key words: Secretary, Oral communication, Organization, Face to face 


2

CHAPTER ONE
[bookmark: _Hlk200483561]INTRODUCTION
1.1	Background to the Study 
Oral communication implies communication through mouth. It includes individuals conversing with each other, be it direct or telephonic conversation. Speeches, presentations, discussions are all forms of oral communication. Oral communication is generally recommended when the communication matter is of temporary kind or where a direct interaction is required. Face to face communication (meetings, lectures, conferences, interviews, et cetera is significant so as to build a rapport and trust. Oral Communication is the ability to talk with others to give and exchange information and ideas, such as: ask questions, give directions, coordinate work tasks, explain and persuade. (Carrysforth, 2008)
Communication can simply be viewed as an act of sending or conveying understanding information from the sender to the receiver through an appropriate channel, with the speaker responding to such a message in the form of feedback. In other sense, it can primarily mean” a means of establishing commonness with someone which involves the giving of an understandable message from one person to another through a desirable and adequate channel or medium which the sender has considered fit to be suitable to both the sender, the occasion and of course, the purpose”. (Atanda, 2005).
Furthermore, communication is said to have been in existence and vital parts of human existence. This is so because no living organism will understand each other, because as long as there is life, the human being is perpetually seeking to be learned and understood. Human beings are always interacting with one another, so for this reason communication has become an imperative aspect of human being and the society at large. Obviously, human being needs to communicate as the process of generating and attributing meaning.
Communication is the link between the past, present and the future. Just as it is impossible for man to do without communication, so it is for an organization. For an organization to be viable, there must be a link within it, between it and other organization. (Onyekwere & Nkoro, 2007).
Therefore, secretary, who’s in ability to converse and relate intelligently with visitors or customers in communication creates a link between the organization and the visitors; thus, an intelligent and effective secretary should handle work with tact and finesse so as to be a good ambassador to her organization. By competency, an error free amiable display work sent to another organization will no doubt form as good positive impression on the sender and the organization and invariable serve as a credit to the secretary from whom the work is originated from. (Thomas, 2011)


[bookmark: _Hlk200483588]1.2 	Statement of the Problem
Oral communication is the most common and most important means of communication especially in an organization. It kind of communication that basically happens on a face-to-face basis or via electronic communication means like telephone. Fluentness in oral communication is very essential for every secretary because they are important member of the organization that communicates with people within and outside the organization. For any secretary to be able to perform their functions effectively their oral communication skills must be properly improved.
However, some secretary takes the issue of oral communication with levity and lack proper and essential skills of oral communication.
This work examines effective oral communication skills as an ingredient for effectiveness of a secretary in an organization. 
[bookmark: _Hlk200483621]1.3   Objectives of the Study 	
The major objective of the study is to examine oral communication skills as an essential ingredient for effectiveness of secretaries in any organization. Other specific objectives are to;
1. Examine what oral communication is and how it is used by secretaries to improve their efficiency.



2. Highlight the importance of oral communication to the performance of an organization.
3. Discuss the types of oral communication skills use by secretaries. 
4. Highlight the barriers to effective oral communication. 
5. Examine whether a secretary can perform effectively without adequate oral communication skills.  
1.4 	Research Questions
This project is aimed to find answers to the following research questions:
1. What is oral communication and how it is used by secretaries to improve their efficiency?
2. What is the importance of oral communication to organization performance?
3. What are the types of oral communication skills needed by secretaries?
4. What are the barriers to effective oral communication? 
5. Can a secretary perform effectively without adequate oral communication skills?
[bookmark: _Hlk200483744]1.5   Significance of the Study 
	It is hoped that the outcome of this study will be of great benefit to employers, secretaries, institutions and trainers of secretary as it will provide a research based contribution on the skills required in oral communication on secretary’s effectiveness in an organization.


	The result of this study will reveal the effect of good oral communication skills, methods of communication used by an organization, the communication process and information technology and also help secretaries to know the barriers to effective oral communication and how it can be solved. The secretaries will know how to increase their oral communication skills to be able to perform their duties effectively.
1.6	Delimitation
 The project is about oral communication skills as an essential ingredient for effectiveness of secretaries in an organization. The research work would be limited to First Bank of Nigeria Plc as the case study. The researcher will not go beyond this limit.
1.7	Limitation
There were some factors that hindered the researcher from attainting the peak of the research work. Among these factors are; attitude of respondents, cost and time.


CHAPTER TWO
REVIEW OF RELATED LITERATURE 
	This chapter discussed oral communication skills as an essential ingredient for effectiveness of secretaries in an organization. This chapter would be discussed under the following sub-headings:
2.1 	Concept of oral communication
2.2	Forms of oral communication
2.3	Benefits of oral communication
2.4 	Drawback of oral communication
2.5	Reasons for using oral communication
2.6	Challenges facing effective oral communication     
2.7 Concept of Oral Communication 
Oral communication implies communication through mouth. It includes individuals conversing with each other, be it direct conversation or telephonic conversation. Speeches, presentations, discussions are all forms of oral communication. Oral communication is generally recommended when the communication matter is of temporary kind or where a direct interaction is required. 


Face to face communication (meetings, lectures, conferences, interviews, etc.) is significant so as to build a rapport and trust. Afolayan E. (2013).
Oral communication describes any type of interaction that makes use of spoken words, and it is a vital, integral part of the business world, especially in an era dubbed the information age. "The ability to communicate effectively through speaking as well as in writing is highly valued, and demanded in business.
Knowing the content of the functional areas of business is important, but to give life to those ideas—in meetings or in solo presentations—demands an effective oral presentation." The types of oral communication commonly used within an organization include staff meetings, personal discussions, presentations, telephone discourse, and informal conversation. Oral communication with those outside of the organization might take the form of face-to-face meetings, telephone calls, speeches, teleconferences, or videoconferences.


Conversation management skills are essential for small business owners and managers who often shoulder much of the burden in such areas as client/customer presentations, employee interviews, and conducting meetings. For oral communication to be effective, it should be clear, relevant, tactful in phraseology and tone, concise, and informative. Presentations or conversations that bear these hallmarks can be an invaluable tool in ensuring business health and growth. Unclear, inaccurate, or inconsiderate business communication, on the other hand, can waste valuable time, alienate employees or customers, and destroy goodwill toward management or the overall business.
There are many situations in which it makes sense to choose oral communication over written communication. Oral communication is more personal and less formal than written communications. If time is limited and a business matter requires quick resolution, it may be best to have a face-to-face or telephone conversation. There is also more flexibility in oral communication, different aspects of issues can be discussed and make decisions more quickly than you can in writing.
Oral communication can be especially effective in addressing conflicts or problems. Talking things over is often the best way to settle disagreements or misunderstandings. Hence, oral communication is a great way to promote employees’ morale and maintain energy and enthusiasm within a team.



2.2 Forms of Oral Communication
Oral communication within an organization encompasses a variety of methods including meetings, presentations, and informal conversations, both within the organization and with external parties. These forms can be categorized as formal or informal, and may involve various technologies. 

(i) Intrapersonal communication
(ii) Interpersonal communication
2.2.1 Intrapersonal Communication
Intrapersonal communication refers to communication with oneself. It encompasses the internal dialogue, thoughts, feelings, and mental processes that occur within an individual. It's the way people process information, interpret experiences, and form self-perception. This can include self-talk, imagination, memory, planning, and problem-solving
It is communicating to oneself; an internal dialogue to oneself. A self-talk most people say. Most of them bypass this process and much of their stress in life is from a feeling of not having any control in their lives. Meditation & prayer are part of this intrapersonal communication.
Besides the normal intrapersonal communication that reoccur all the time, there are also techniques and methods of positive affirmations to lead a better, healthy and successful life using intrapersonal communication. All intrapersonal communication is triggered by external or internal stimuli. All the rethinking and musings with oneself are intrapersonal communication. There are different types of intrapersonal communication which may include the followings:
i. Self-control or self-awareness: This is the core foundation of intrapersonal communication since it decides on how one see themselves in relation to other people. This aspect of intrapersonal communication consists of beliefs, values and attitude, and this is important for developing emotional intelligence.
ii. Perception: This aspect of intrapersonal communication focused outwards. How one perceives other people and the world in general is filtered by oneself-concept. Depending on personal beliefs, values and attitudes, one can perceive the same thing differently than another person with differing beliefs, values and attitudes. This aspect may be seen as a means of setting the rules for personal behavior.

iii. Expectations: This third aspect is regard to expectation of the future. What one expects from others is mostly concerned here. Long-term expectations are sometimes projections of what you have learned from environments such as family growing up and the society.
Intrapersonal communication can be of many ways. These may include thinking form, vocal form and written form. Thinking as well as dreaming or thinking about something; vocal in a way of performing intrapersonal communication is essential talking of oneself out loud; while written involves all writing one do with oneself as the only intender reader.        

2.2.2	Interpersonal Communication 
Interpersonal communication is the process by which people exchange information, feelings, and meaning through verbal and non-verbal messages: it is face-to-face communication. Interpersonal communication is not just about what is actually said – the language used - but how it is said and the non-verbal messages sent
through tone of voice, facial expressions, gestures and body language. When two or more people are in the same place and are aware of each other's presence, then communication is taking place, no matter how subtle or unintentional. Without speech, an observer may be using cues of posture, facial expression and dress to form an impression of the other's role, emotional state, personality and/or intentions. Although no communication may be intended, people receive messages through such forms of non-verbal behaviour.

Basic interpersonal communication such as a good intrapersonal communication, listening, language, emotions, non-verbal communication, communication climate, and others which these skills will make you excellent at being as a good friend, good spouse, good employee and boss.
By learning all them and putting them into practice as often as possible to become excellent at interpersonal communication. Interpersonal communication involves a close group of participants such as the everyday conversations you carry on. Interpersonal communication involves face-to-face encounters which you get the immediate communication.
It also includes speeches, general friendly exchanges, arguments and basically anytime you speak to someone. Many variations make interpersonal communication flexibility important for difference circumstances. We use interpersonal communication to learn new information such as when asking questions. Plus, we use it to share information such as when telling a story. Even to define yourself in a speech. We do learn about different cultures and languages through interpersonal communication as well.

Interpersonal communication is very indeed important since it develop our self throughout the stages of life. You learn, teach and get an identity. You get so many things to share to others who you are. Basically learn how to pronounce words correctly and to speak properly in certain situation and how to communicate in general.
In recent years, interpersonal communication has taken back seat compare to other forms since more people are in to using social networks to exchange information and contacts. Basically, develop your interpersonal communication skills for success at work and at home.

2.2.2.1 Small Group Communication
Small group communication is an interpersonal communication defines as within 3 or more persons. People join groups for variety of reasons. Some group members are motivated by task concerns and others are motivated by interpersonal attraction to other group of members. There is a phrase, " the whole is greater than the sum of its parts", which also refers to group synergy. A group synergy refers to the idea that two heads or more are better than one. A group communication will increase the ability to perform more and multiple work which provides encouragement and support to its members within a project. This may lead to promote the interpersonal relationships between the group members.

Individuals often join a team or group to meet their interpersonal needs. Self-Control is needed to exercise leadership and prove one's abilities. Some person does not want to be a leader. So, group communication is the necessary control over aspects of their lives. Take note that groups are an excellent way to make friends.
Social Groups: This group is predominantly social in their orientation such as families and social clubs. Basically, it provides for our safety and solidarity needs and they help to develop self-esteem.

Work Groups: This group work to complete a particular task. Their expertise is counted to full fill the mission or task. There are several work groups such as workplaces, campus organizations or juries. An example of this will be assembly line which each worker performs tasks to build a complete car. A group member must be able to communicate freely and openly with all of the other members of the group. A group must have a common purpose or goal so that they must work together to achieve that goal. Basically, a goal brings the team together.

2.2.2.2	Public Communication
Public Communication is the process of speaking to a group of people in a structured, deliberate manner intended to inform, influence or entertain the listeners. Skill in public speaking is important. No matter what your career choice, most college graduates enter occupations that require some form of speaking before groups. Culture affects the way people use, present and regards public speaking. Ishola (2005).
Public Communication usually difficult for most people and effective public speaking is a skill which must be learned. Not only do you listen in person, but receive information via technology. We hear speeches on television and radio. The basic components of public communication process are the source and the code, perceptions and attitudes, message, channel, receiver, feedback, noise and environment. Audience awareness is very important when it comes to public communication. It is the ability to ensure that your communication level is interactive towards the listeners. Self-centered is very important.
Public communication can be defined as public speaking as well. It can consider as fear for most of the people. But with proper preparation, anyone can make it happen. Carrysforth (2008).

2.2.2.3	Mass Communication 
	This is a communication through radio, broadcast and newspaper to reach the wide population.	
	Olasinde, (2014) assorted communication that takes place among members of an organization within that building or organization.

2.2.2.4	Intercultural Communication 
	This is a communication between people of diverse cultures ethnicity. It is a process of exchanging meaningful and unambiguous information across cultural boundaries.




2.3 Benefits of Oral Communication 
According to Thomas (2011) Oral communication involves many advantages. In a recent survey about communication, it is clear that more than 55% of the executives choose this communication. 
Good conversation skills are essential in both personal and professional settings. It allows for quick feedback, making it a valuable tool in meetings, discussions, and problem-solving situations. The personal touch it provides helps build stronger connections compared to written communication, whether it’s between two individuals or within a group. Good conversation skills also offer flexibility, allowing speakers to clarify or adjust their message if it is misunderstood.
In business, strong verbal skills are crucial. Entrepreneurs and business owners need to communicate clearly and concisely with stakeholders to establish strong relationships. Effective communication helps avoid misunderstandings and can make interactions more productive, whether in casual conversations or formal meetings. In fact, research shows that verbal skills are highly valued by employers, often ranking as a top priority when hiring. The ability to express thoughts and ideas clearly and listen actively can set individuals on a successful career path.
Additionally, good conversation skills foster better teamwork and collaboration. Being able to share ideas with colleagues or a board of directors can enhance professionalism and ensure smoother team dynamics. These skills are also crucial for building rapport and conveying confidence, which are key to creating positive work relationships. Ultimately, good conversation skills help individuals succeed in many work situations, from daily interactions to job interviews and high-stakes negotiations.
The advantages of oral communication are as follows:
1. 	Time saving: When action is required to be taken immediately it is best to
transmit a message orally. If the executives work load is high, then they stop
writhing and by oral instructions they complete their message transmission
and released their work load and also it saves time.

2. Cost savings: Cost is involved in any communication. When the communication is needed within the organization and if it and is completed in orally, it has not needed any paper, pen or stamp or computer. So it saves the money of the organization.
3. More powerful: Speech is a more powerful means of persuasion and control. Therefore, executives often prefer to transmit messages orally.
4. Effectiveness: With the help of variations in the tone, pitch and intensity of voice, the speaker can convey shades of meaning. This factor also contributes to the effectiveness of oral communication.

5. Immediate feedback: The speaker can get immediate feedback on whether it is creating a favorable impression on the receiver or whether the receiver will protest or whether the receiver has receiver has clearly understood his meaning or is feeling perplexed or baffled and he can mold and adjust his message accordingly.
6. More suitable: The employees felt more suitable when the message transmits in orally. They get an opportunity for feedback and clarification.
7. A relationship develops: Oral communication is mostly carried out helps to promote friendly relations between the parties communicating with each other.
8. Flexibility: By the demand of the situations, oral instructions can be changed easily and for these cases maintain the formalities are not necessary. So it is very much flexible and effective.
9. Easiness: It is so easy method of communication. It needs little preparation to send a message. No need of pens, pencils and other writing equipment’s which are needed in written communication.
10. Correction of errors: If any error is expressed at the time of oral communication. It was possible to rectify at that time or within a very short time.
11. Informal communication: In oral communication, no need to maintain such formalities which are needed in written communication. So it is easy and helpful to any organization.
12.   Motivation: In oral communication system, top executives and sub ordinates staff can sit face-to-face and exchange their views directly, so sub-ordinates are motivated day by day.
13.   Special applications: Oral communication is more helpful in communicating messages to groups of people at assembly meetings etc.
14.  Maintaining secrecy: Interested parties of oral communication can maintain the secrecy of messages easily.

2.4	Drawback of Oral Communication
Adegbija, (2006) asserted that Oral communication contains many advantages. In spite of this, there are oral some disadvantages which are given below:

1. No record: In oral communication, messages are difficult to record. So it is impossible to preserve the message for future.
2. Expensive: It is also expensive media of communication. Sometimes the audience can be managed by paying T.A and D.A. On the other hand, Technological devices that are used in this system are costly.
3. Distortion of the word: If distortion of the word occurs in oral communication, then main goals of the organization may be filed.
4. Inaccuracy: There is very possibility of inaccurate messages to reach the destination. So, the reverse result of expected plan may be occurred.
5. Limited use: The scope of usage of oral communication is limited. It is not suitable for lengthy messages. It should be sued for short message.
6. Probability of omitting main subject: Sometimes, main subject may be omitted to express a word for communicating. So, expected result may not be achieved.
7. Confused speech: Sometimes the receiver fails to understand the meaning of a message due to habitual productions of the speaker.
8. No legal validity: there is any legal validity of the oral message. As, the oral messages are not taped and kept records, so it can be denied easily if the situation goes against the speaker.
9. Late decision: It takes time to reach a decision. At the beginning stage, sometime is killed in the discussion of any personal matters. Besides some time is also wasted for irrelevant discussion. In this way decision making is delayed.
10.  Less important: In oral communication, meaningless speech can mislead the main effects of the communication. But when the information comes out in written, we take it seriously.
11.  Lack of secrecy: In oral communication, the important and secret information may be disclosed.
12.  Defective: Oral communication is defective for company’s policy, procedure, programs, law and other important information.
13.  Creates misunderstanding: The speaker often gives message without having properly organized it earlier. So, it is possible that he may not be able to make himself properly to communicate with the receiver. As a result, misunderstanding May develops.
2.5    Reasons for Using Oral Communication
In organizational setting, effective oral communication is important because it is built on transparency, understanding and trust. Oral communication skills can boost morale, encourage or improved performance and promote teamwork. Oral communication is use for several reasons which includes the following:
1. To harness opportunity using communication process. It is the most secure form of communication for critical issues and important information.
2. Oral communication allow staff to participation in decision making especially on the spot decision. It is more transparent in terms of communication as it let staff gauge how others react to conversations.
3. To pass information to every employer from Managing Director to the junior executive, oral communication in this regard saves time by letting executive bodies convey message directly to the other party and getting response immediately.
4. Oral communication enables the management to plan ahead for smooth running of their operations. It helps to resolve conflicts with face-to-face communication.

2.6   Challenges Facing Effective Oral Communication
According to Atanda, (2005) these are the things that generate problems and rendered communication less effective. Likewise, they are the obstacles that hinder pertinent flow of communication. They are the following:
1. Attitudes: Emotions like anger or sadness can taint objectivity. Also being extremely nervous, having a personal agenda or “needing to be right no matter what” can make communications less than effective. This is also known as “Emotional Noise”.
2. Language:	This can seem like an easy one, but even people speaking the same language can have difficulty understanding each other if they are from different generations or from different regions of the same country. Slang, professional jargon and regional colloquialisms can even hurt communicators with the best intentions.
3. Problems with Structure Design: companies or institutions can have organization structures that are not clear, which can make communications difficult. Also to blame for faulty communications are bad information systems, and lack of supervision or training of the people involved.


4. Cultural Noise: people sometimes make stereotypical assumptions about others based on their cultural background.
5. Lack of Common Experience: it’s a great idea to use examples or stories to explain a point that is being discussed. However, if the speaker and the audience cannot relate to these examples because they do not have the same knowledge or have not shared the same experiences then this tool will be ineffective.	
6. Ambiguity and Abstractions Overuse: leaving things half-said, using too many generalizations, proverbs or sayings, can all lead to communications that are not clear and that can lend themselves to misinterpretations.
7. Information Overload: it takes time to process a lot of information and too many details can overwhelm and distract the audience from the important topics. Keep it Simple.	
8. Assumptions and Jumping to Conclusions: This can make someone reach a decision about something before listening to all the facts.
9. Poor retention: People can only remember so much. Unless listeners take notes, they can quickly forget what was said.



10. Difficult to document: Unless you make digital recordings, there's a danger of the audience forgetting what you said.
11. Requires receptive listeners: Grasping spoken information requires active listening. It can be easy to become distracted, and inattentiveness can lead to misunderstanding.
12. Time-consuming: Verbal communication is prone to veering off-topic. Meetings often fall behind schedule or run overtime.
13. Less precise: Verbal communication can be imprecise. It's easy for listeners to misunderstand the information they hear, especially if the speaker and listener have cultural or linguistic differences.


	CHAPTER THREE	
[bookmark: _Hlk200483779]METHODOLOGY
	This chapter dealt with methodology and procedure adopted for data gathering for the study.	This chapter would be discussed under the following sub-headings:
3.1	Instrument used
3.2	Population 
3.3	Sample and Sampling technique
3.4	Date Collection
3.5	Method of Data Analysis
3.6	Validity 
3.7	Reliability
[bookmark: _Hlk200483789]3.1	Instrument Used
The research designed a questionnaire for collection of data. The questionnaire was tagged Oral Communication skills as an essential ingredient for effectiveness of Secretaries in an organization (OCSEIESO). The items in the questionnaire placed on four-point rating scale of SA – 4 Strongly agree, A – 3 Agree, SD – 2 Strongly Disagree and D – 1 Disagree respectively. 




[bookmark: _Hlk200483804]3.2	Population
This explains the total number of people, material and event considered during a study or particular geographical area or an organization. The population for this research work consists of forty (40) administrative staffs working as a secretary at University of Ilorin Teaching Hospital and Kwara State University Teaching Hospital.
3.3	Sample and Sampling Technique 
Sampling is the total number chosen in a particular population. The sample must contain of the material people that will give an answer to the questionnaire provided. In this study, a random method was employed. A list of secretaries working in University of Ilorin Teaching Hospital and Kwara State University Teaching Hospital was obtained from various departments/units and were grouped according to their years of experience in the organization. Ten (10) departments from each organization were selected and two (2) secretaries were selected from each organization as respondents. Therefore, sample size for this study is forty (40).
3.4	Distribution and Collection of Data
A researcher’s designed questionnaire was used for data collection. The questionnaire was divided into two (2) sections. Section A provides background information of the respondents and Section B provides details on the perception of respondents on oral communication skills as an essential ingredient for effectiveness of secretaries in an organization. The administration of questionnaire lasted for a week after receiving the respondents’ full consent in taking part in the administration, all distributed questionnaires were retrieved immediately after administered by the respondents so as to avoid misplacement.

3.5	Validity of Research Instrument
The validity of the research was established through professionals in the fields of information and communication. These experts reviewed the questionnaire to ensure that the items accurately measured the key aspect of effective communication within an organization. The validity was confirmed by comparing the results of the survey with existing literature on effective oral communication. 

3.6	Reliability of Research Instrument
To ensure the reliability of the data collection instruments, a pilot test was conducted before the full-scale data collection process. The pilot test involved distributing the questionnaire to 15 workers who were not part of the actual sample. The responses from this test were analyzed to identify any ambiguities or issues with the instrument. Based on feedback from the pilot test, adjustments were made to the questionnaire to ensure clarity and ease of understanding.

[bookmark: _Hlk200483882]3.7	Method of Data Analysis
The presentation of data collected was done in tabular form. Frequency distribution and percentage were used to analysis the data.


CHAPTER FOUR
	DATA ANALYSIS	
4.1	Introduction
This chapter dealt with statistical analysis of data collected through questionnaires. It also deals with the interpretation and analysis of data collected from respondents.	Interpretation of findings are based on the responses from collected questionnaire, data collected are presented with percentages for easy understanding.
4.2 	Results

Table 1: Oral Communication Implies Communication Through Mouth

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	28
	70

	Agree
	12
	30

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 1 showed that 28 (70%) of the respondents strongly agreed that oral communication implies communication through mouth 12 (30%) of them agreed, while none of them disagreed and strongly disagreed respectively
	Based on the above analysis it is safe to say that Oral communication implies communication through mouth.
Table 2:	 Oral Communication is Generally Recommended when the Communication Matter is of Temporary Kind or where a Direct Interaction is Required

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	24
	60

	Agree
	10
	25

	Disagree
	00
	00

	Strongly Disagree
	6
	15

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 2 revealed that 24 (60%) of the respondents strongly agreed that oral communication is generally recommended when the communication matter is of temporary kind or where a direct interaction is required, 10 (25%) of them agreed, 6 (15%) of them strongly disagreed and none of them disagreed.
	Based on the above analysis it can be said that one may not be wrong in saying oral communication is generally recommended when the communication matter is of temporary kind or where a direct interaction is required


Table 3:  Oral Communication Serves As Bedrock To Effective Performance Because No Useful Activities Can Be Carried Without Adequate Communication Among Individuals In The Organization

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	36
	90

	Agree
	4
	10

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025

	Table 3 indicates that 36 (90%) of the respondents strongly agreed that oral communication serves as bedrock to effective performance because no useful activities can be carried without adequate communication among individuals in the organization, 4 (10%) of them agreed while none of them disagreed and strongly disagreed. 
	From table 3 it can be discovered   that oral communication serves as bedrock for effective communication.


Table 4:  Oral Communication is the Most Common and Most Important Means of Communication Especially in an Organization

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	30
	75

	Agree
	10
	25

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 4 revealed that 30 (75%) of the respondents strongly agreed that oral communication is the most common and most important means of communication especially in an organization while 10 (25%) of them agreed while none of them disagreed and strongly disagree. Based on the above analysis it is discovered that oral communication is the most common and most important means of communication especially in an organization.


Table 5:  Business Communication Centre Majorly on the use of Oral Communication

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	20
	50

	Agree
	20
	50

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 5 depicted that 20 (50%) of the respondents strongly agreed that business communication center majorly on the use of oral communication, also 20 (50%) of them agreed while none of them disagreed and strongly disagreed.
	It is obvious from the analysis that business communication center majorly on the use of oral communication 


Table 6:  Fluentness in Oral Communication is very Essential for every Secretary because they are Important Member of the Organization that Communicates with People Within and Outside the Organization

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	16
	40

	Agree
	24
	60

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
Table 6 showed that 16 (40%) of the respondents strongly agreed that Fluentness in oral communication is very essential for every secretary because they are important member of the organization that communicates with people within and outside the organization while the remaining 24 (60%) of them agreed and none of them disagreed and strongly disagreed. It is obvious from this fluentness in oral communication is very important 


Table 7:  Interpersonal Communication Simply Means the Form of Communication in a Face to Face Interaction
 
	OPTION	
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	30
	75

	Agree
	10
	25

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
Table 7 illustrated that 30 (75%) of the respondents strongly agreed that Interpersonal communication simply means the form of communication that even a face to face interaction.  10 (25%) of them agreed and none of them disagreed and strongly disagreed. With the analysis it is cleared that Interpersonal communication simply means the form of communication that even a face to face interaction. 


Table 8:  A Group Communication Will Increase the Ability to Perform More and Multiple Work Which Provide Encouragement and Support to its Members Within a Project

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	34
	85

	Agree
	6
	15

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 8 showed that 34 (85%) of the respondents strongly agreed that group communication will increase the ability to perform more and multiple work which provide encouragement and support to its members within a project and 6 (15%) of them agreed while none of them disagreed and strongly disagreed.
	From the table above it can be discovered that group communication will increase the ability to perform more and multiple work 


Table 9:  The Basic Benefits of Oral Communication in Business is the Time Saving and the Instantaneous Nature

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	30
	75

	Agree
	10
	25

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 9 illustrated that 30 (75%) of the respondents strongly agreed that basics benefits of oral communication in business is the time saving and the instantaneous nature and 10 (25%) of them agreed while none of them disagreed and strongly disagree.
	The obvious interpretation is that basic benefit of oral communication in business is the time saving and the instantaneous nature.


Table 10: Oral Commutation is Cost Saving and Doesn’t Usually Involve any Special Techniques

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	24
	60

	Agree
	16
	40

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 10 showed that 24 (60%) of the respondents strongly agreed that oral commutation is cost saving and doesn’t usually involve any special techniques and 16 (40%) of them agreed and none of them disagreed.
	From the above it can be deduced that oral commutation is cost saving and doesn’t usually involve any special techniques.



Table 11:   It is Possible for an Organization to Overcome Threats to its Survival by Utilizing the Opportunities Offered by Information and Communication Technology

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	18
	45

	Agree
	12
	30

	Disagree
	6
	15

	Strongly Disagree
	4
	10

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 11 illustrated that 18 (45%) of the respondents strongly agreed that it is possible for an organization to overcome threats to its survival by utilizing the opportunities offered by Information and Communication Technology and 12 (30%) of them agreed while 6 (15%) of them disagreed and 4 (10%) of them strongly disagreed.
	In view of this the researcher also agreed with the statement that it is possible for an organization to overcome threats to its survival by utilizing the opportunities offered by Information and Communication Technology.


Table 12:  The Main Barrier to Proper Communication is Use of Wrong Channels of Communication

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	34
	85

	Agree
	6
	15

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 12 depicted that 34 (85%) of the respondents strongly agreed that main barrier to proper communication is use of wrong channels of communication and 6 (15%) of them agreed while none of them disagreed and strongly disagreed.
	It can be safely said that with the main barrier to proper communication is use of wrong channels of communication


Table 13: Speech is a more Powerful means of Persuasion and Control. Therefore, Executives often Prefer to Transmit Messages Orally

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	22
	65

	Agree
	6
	15

	Disagree
	12
	20

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
Table 13 showed that 22 (65%) of the respondents strongly agreed that Speech is a more powerful means of persuasion and control. Therefore, executives often prefer to transmit messages orally. and 6 (15%) of them agreed while 12 (20%) of them disagreed and none of them strongly disagreed.
Based on the above, it can be said that Speech is a more powerful means of persuasion and control. Therefore, executives often prefer to transmit messages orally.  


Table 14: The Speaker can get Immediate Feedback from the Receiver when Using Oral Form of Communication

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	20
	50

	Agree
	10
	25

	Disagree
	10
	25

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 14 indicated that 20 (50%) of the respondents strongly agreed that speaker can get immediate feedback from the receiver when using oral form of communication and 10 (25%) of them agreed while 10 (25%) of them disagreed and none of them strongly disagreed.
	It can be said that business transaction has been tremendously aided optimized with the implementation of Information and Communication Technology.


Table 15: Oral Communication is the Fastest and Most Effective Means of Communicating

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	24
	60

	Agree
	10
	25

	Disagree
	00
	00

	Strongly Disagree
	6
	15

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 15 revealed that 24 (60%) of the respondents strongly agreed that oral communication is the fastest and most effective means of communicating and 10 (25%) of them agreed, 6 (15%) of them strongly disagreed, none of them disagreed.
	It is therefore ascertained that Oral communication is the fastest and most effective means of communicating. 


Table 16:  In Oral Communication System, Top Executives and Subordinates Staff Can Sit Face-To-Face and Exchange their Views Directly, So Sub-Ordinates are Motivated Day by Day

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	34
	85

	Agree
	6
	15

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 16 indicated that 34 (85%) of the respondents strongly agreed that oral communication system, top executives and sub ordinates staff can sit face-to-face and exchange their views directly, so sub-ordinates are motivated day by day and 6 (15%) of them agreed, none of them disagreed and strongly disagreed.
	The researcher also agreed that oral communication system, top executives and sub ordinates staff can sit face-to-face and exchange their views directly, so sub-ordinates are motivated day by day.


Table 17: In Oral Communication, Messages are Difficult to Record. So it is Impossible to Preserve the Message for Future

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	22
	55

	Agree
	00
	00

	Disagree
	18
	45

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 17 depicted that 22 (55%) of the respondents strongly agreed, that in oral communication, messages are difficult to record. So it is impossible to preserve the message for future and 18 (45%) of them disagreed while none of them agreed and strongly disagreed.
	Based on the above it is said that in oral communication, messages are difficult to record. So, it is impossible to preserve the message for future.



Table 18: The Scope of Usage of Oral Communication is Limited. It is not Suitable for Lengthy Messages

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	32
	80

	Agree
	8
	20

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 18 indicated, 32 (80%) of the respondents strongly agreed that scope of usage of oral communication is limited. It is not suitable for lengthy messages and 8 (20%) of them agreed and none of them disagreed and strongly disagree
	So it can be safely said that scope of usage of oral communication is limited. It is not suitable for lengthy messages.



Table 19: In Oral Communication, Meaningless Speech can Mislead the Main Effects of the Communication

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	22
	65

	Agree
	18
	35

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 19 depicted that 22 (65%) of the respondents strongly agreed that with the oral communication, meaningless speech can mislead the main effects of the communication while 18 (35%) of them agreed and none of them disagreed and strongly disagreed.
	From the above analysis it can be seen that oral communication, meaningless speech can mislead the main effects of the communication.



Table 20:  In Oral Communication Important and Secret Information may be Disclosed to those that Shouldn’t have it

	OPTION
	NO OF RESPONDENTS
	PERCENTAGE (%)

	Strongly agree
	34
	85

	Agree
	6
	15

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	TOTAL
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 20 showed that 34 (85%) of the respondents strongly agreed that in oral communication important and secret information may be disclosed to those that shouldn’t have it and 6 (15%) of them agreed while none of them disagreed and strongly disagreed.
	It is safe to say that in oral communication important and secret information may be disclosed to those that shouldn’t have it.



CHAPTER FIVE
[bookmark: _Hlk200483897]SUMMARY, CONCLUSION AND RECOMMENDATIONS
[bookmark: _Hlk200483912]5.1	Summary	
It is clear that communication flows in every organization is very important and it help to contribute to the development and achievement of organizational objectives. Communication plays tremendous role in the organization and through effective communication, the organization can compete with competitors both locally and internationally.
	The researcher also went further to critically examine the concept of communication and how effective communication style can be encouraged. Barriers to communication and possible solution were highlighted. 
	Self – designed questionnaire was used to collect data among forty (40) secretaries working in University of Ilorin Teaching Hospital and Kwara State University Teaching Hospital and the data collected was analyzed using frequency distribution and percentage.

	



5.2	Conclusion
	For any organization to succeed communication is a line blood which means any organization that fails to recognize the impact of communication in their organizational management.	This study concluded that:
Oral communication implies communication through mouth and could be recommended when the communication matter is of temporary kind where direct interaction is required.
Oral communication is the most common and most important means of communication especially in a working organization where interaction is paramount.
Interpersonal communication plays a vital role in the growth and development of any organization and that group communication will increase the ability to perform more and multiple tasks.
In oral communication, the basic benefit is the time saving and instantaneous nature, so therefore, oral communication is the best communication skill for time management and easy interpretation of message which ensures quick and effective feedback and response.
It is possible for an organization to overcome threats to its survival by utilizing the opportunities offered by information and communication technology.


It is obvious that speech is the most powerful means of persuasion and control, therefore oral communication is mostly preferred by the executives in transmitting messages to the middle and lower level staffs.
5.3	Recommendations
	In view of the researcher’s findings, the following recommendations were made by the researcher:
i. Firstly, the organization should use communication judiciously from the top management to the lowest in the organization. 
ii. Every organization should ensure that they invest in communication process so that everybody in the organization will be carried along. 
iii. Communication flow from one level to another should be flow a sequence that will not be confusion to the user. 
iv. Communication equipment and gadgets should be acquired to ensure adequate flow of communication in the organization.
v. Breakdown in communication should be prevented as much as possible.
vi. Conversations or calls, participants should quickly respond and clarify misunderstandings to fostering effective dialogue.
vii. There must be personal connection to enabling non-verbal cues like tone, facial expressions, and body language when communicate.


viii. Oral communication can convey information more quickly than written forms, especially for complex ideas that benefit from real-time discussion.
ix.  Conversations can adapt on the fly, allowing speakers to explore topics in depth or change direction based on the audience's reactions.
x. Enhanced Retention: People often remember spoken information better due to the interpersonal connection and engagement involved in a conversation.
xi. Allows for the immediate elaboration of complex concepts, making it easier to explain and discuss intricate subjects.
xii. Regular verbal interactions help build rapport and trust among team members and stakeholders, which can enhance collaboration.
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APPENDIX I
KWARA STATE POLYTECHNIC, ILORIN, NIGERIA.
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Respondent, 
I am a student in the Kwara State Polytechnic, Ilorin, Nigeria. I am at present conducting a research and writing a project on ORAL COMMUNICATION SKILLS AS AN ESSENTIAL INGRDIENT FOR EFFECTIVENESS OF SECRETARIES IN AN AN ORGANIZATION (Case Study of University of Ilorin Teaching Hospital and Kwara State University Teaching Hospital).
The exercise is important in partial fulfillment of the requirements for the award of Higher National Diploma in Office Technology and Management.

Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to. 

Yours faithfully,


                                                    BABAITA ABDULGANIYU
       HND/23/OTM/FT/0092


APPENDIX II
KWARA STATE POLYTECHNIC, ILORIN, NIGERIA.
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 
“ORAL COMMUNICATION SKILLS AS AN ESSENTIAL INGRDIENT FOR EFFECTIVENESS OF SECRETARIES IN AN AN ORGANIZATION (Case Study of University of Ilorin Teaching Hospital and Kwara State University Teaching Hospital).” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.

Yours faithfully,


                                                    BABAITA ABDULGANIYU
       HND/23/OTM/FT/0092



QUESTIONNAIRE
Please tick (√ ) where appropriate
1.	Oral communication implies communication through mouth.
 (a) Strongly agree       (      )	    (b) Agree     (       ) 
 (c) Strongly Disagree (      )       (d) Disagree (       )
2.	Oral communication is generally recommended when the
          communication matter is of temporary kind or where a direct
          interaction is required   (a) Strongly agree   (     )   (b) Agree (     )
          (c) Strongly Disagree (    )     (d) Disagree   (      )
3. 	Oral communication serves as bedrock to effective performance because no useful activities can be carried without adequate communication among individuals in the organization
(a) Strongly Agree     (      )        (b) Agree (        )
(c) Strongly Disagree (      )        (d) Disagree (     )
4. 	Oral communication is the most common and most important means of communication especially in an organization.
(a) Strongly Agree     (       )        (b) Agree     (        )
(c) Strongly Disagree (       )       (d) Disagree (        )


5.	Business communication centre majorly on the use of oral communication. 
(a) Strongly Agree (      )        (b) Agree (        )
(c) Strongly Disagree (     )    (d) Disagree (     )
6. 	Fluentness in oral communication is very essential for every secretary because
they are important member of the organization that communicates with people
within and outside the organization.
(a) Strongly Agree      (       )        (b) Agree     (        )
(c) Strongly Disagree  (       )       (d) Disagree (        )
7. 	Interpersonal communication simply means the form of communication that even a face to face interaction. 
(a) Strongly Agree      (      )        (b) Agree      (        )
(c) Strongly Disagree (       )        (d) Disagree (        )
8. 	A group communication will increase the ability to perform more and multiple work which provide encouragement and support to its members within a project.
(a) Strongly Agree      (      )        (b) Agree     (        )
(c) Strongly Disagree (       )       (d) Disagree (         )	



9. 	The basics benefits of oral communication in business is the time saving and the instantaneous nature.
(a) Strongly Agree     (      )        (b) Agree    (        )
(c) Strongly Disagree (      )       (d) Disagree (       )
10. 	Oral commutation is cost saving and doesn’t usually involve any special techniques.
(a) Strongly Agree      (       )        (b) Agree     (        )
(c) Strongly Disagree (        )       (d) Disagree (        )
11.	Informal communication networks in the organization are used by informal groups who develop and maintain contact for informal exchange of information.
(a) Strongly Agree      (      )        (b) Agree     (        )
(c) Strongly Disagree (       )       (d) Disagree (        )
12.	The main barrier to proper communication is use of wrong channels of communication.  
(a) Strongly Agree     (       )        (b) Agree      (         )
(c) Strongly Disagree (       )       (d) Disagree  (        )



13.	Speech is a more powerful means of persuasion and control. Therefore, executives often prefer to transmit messages orally.  
(a) Strongly Agree     (        )        (b) Agree (        )
(c) Strongly Disagree (       )        (d) Disagree (     )

14.	The speaker can get immediate feedback from the receiver when using oral form of communication. 
(a) Strongly Agree     (        )         (b)  Agree    (        )
(c) Strongly Disagree (       )         (d)  Disagree (       )
15.	Oral communication is the fastest and most effective means of communicating. 
(a) Strongly Agree (      )        (b) Agree (        )
            (c) Strongly Disagree (     )    (d) Disagree (     )



16.	Oral communication system, top executives and sub ordinates staff can sit face-to-face and exchange their views directly, so sub-ordinates are motivated day by day.
(a) Strongly Agree (     )        (b) Agree (     )
(c) Strongly Disagree (    )    (d) Disagree (     )
17.	In oral communication, messages are difficult to record. So it is impossible to preserve the message for future.
(a) Strongly Agree (      )        (b) Agree (        )
(c) Strongly Disagree (     )    (d) Disagree (     )

18.	The scope of usage of oral communication is limited. It is not suitable for lengthy messages. 
(a) Strongly Agree (      )        (b) Agree (        )
(c) Strongly Disagree (     )    (d) Disagree (     )
19.	Oral communication, meaningless speech can mislead the main effects of the communication.
(a) Strongly Agree    (        )     (b) Agree (        )
            (c) Strongly Disagree (       )    (d) Disagree  (       )   



20.	In Oral communication important and secret information may be disclosed to
            those that shouldn’t have it.
 (a) Strongly Agree (      )        (b) Agree   (         )
            (c) Strongly Disagree (       )       (d) Disagree (     )
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