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CHAPTER ONE
INTRODUCTION
1.1	Background of the Study
The modern office environment plays a vital role in shaping the productivity and functionality of employees, especially secretaries who are at the administrative heart of any organization. Secretaries perform diverse roles such as communication handling, data management, scheduling, and customer service. For these tasks to be carried out efficiently, a conducive and well-organized work environment is essential. A poorly designed office, characterized by inadequate lighting, noise, poor ventilation, or outdated equipment, can negatively affect the concentration, morale, and performance of secretarial staff. Conversely, a well-structured office environment enhances workflow and increases output. According to Adetayo and Akinbode (2023), physical factors such as office layout, ergonomics, and lighting directly influence secretarial performance and motivation. Secretaries are often at the receiving end of workplace inefficiencies due to their dependence on tools and proximity to organizational processes. Understanding how the environment affects their effectiveness is key to maximizing their contribution. This has raised scholarly and managerial interest in optimizing workplace conditions.
Over the past decade, organizations have increasingly adopted new strategies to improve their office environments as a way to increase employee performance. This development has been driven by empirical studies showing the correlation between work setting and task efficiency. For secretaries, who often multitask and manage time-sensitive responsibilities, environmental factors like temperature control, workspace personalization, and noise levels can either serve as enhancers or barriers. According to Eze and Ibeawuchi (2022), secretaries in ergonomically-designed spaces are 34% more productive compared to those in cramped, poorly-lit offices. The office setting is not just a backdrop but a functional component of productivity. With increased reliance on digital tools and virtual communication, there is also a growing need to assess the technological aspect of the work environment. An ideal office should integrate both physical and digital comfort to support secretarial roles. The transition to hybrid or flexible workspaces further accentuates the need for effective environmental planning.
In addition to physical components, the psychosocial aspect of the office environment also plays a crucial role in determining the performance level of secretaries. This includes interpersonal relationships, leadership style, and organizational culture. Secretaries often function as the first point of contact between management and staff or external stakeholders, making interpersonal harmony essential. A toxic work environment, lack of recognition, or excessive work pressure can diminish both efficiency and job satisfaction. According to Okafor and Uche (2024), secretaries working in supportive and communicative environments report higher levels of job satisfaction and commitment. Emotional well-being, therefore, is as important as physical conditions in determining work outcomes. Secretaries thrive in organizations where their roles are clearly defined, appreciated, and supported by functional communication channels. This underscores the importance of integrating emotional intelligence into workplace design and policy-making.
	Furthermore, office furniture and equipment, such as adjustable chairs, modern desks, fast computers, and efficient filing systems, are essential in ensuring the comfort and ease of secretaries. A secretary who struggles with old or malfunctioning office equipment is likely to experience fatigue, frustration and errors in task execution. Ergonomics, the science of designing user-friendly tools and workspaces, has become central to discussions on office efficiency. A study by Nwachukwu and Adeyemi (2023) reveals that secretaries using ergonomic furniture experience 40% less physical strain, translating to fewer sick days and higher work accuracy. Technological advancement in office tools such as automated scheduling systems, cloud storage, and communication apps also enables secretaries to perform tasks faster and with greater precision. Therefore, both furniture and technology are critical components of an efficient office setting. The absence of such infrastructure puts secretaries at a professional disadvantage.
Lighting and ventilation are other important environmental elements that significantly influence the efficiency and effectiveness of secretaries. Natural lighting has been found to improve mood and alertness, while poor lighting can cause eye strain and fatigue. Likewise, proper air circulation reduces discomfort and increases concentration. According to the World Green Building Council (2022), indoor environmental quality improvements such as enhanced lighting and air quality can boost productivity by up to 25%. For secretaries who spend long hours at their desks, these factors are particularly important. Organizations that ignore these details risk decreasing the output and well-being of their administrative staff. Office designers and facility managers must prioritize these elements in new constructions or renovations. Sustainable office designs not only enhance employee performance but also reflect organizational commitment to staff welfare.
The modern shift toward remote and hybrid work models has also brought attention to the need for well-equipped home office environments for secretaries and administrative professionals. While working remotely may offer flexibility, the lack of formal office infrastructure at home can hinder performance. Noise distractions, poor seating, and lack of privacy can all contribute to reduced efficiency. As organizations increasingly rely on secretaries for coordination and communication tasks across virtual platforms, ensuring they are supported with appropriate resources becomes crucial. According to a study by Adepoju and Salami (2023), secretaries with access to institutional support for home office setups reported higher efficiency levels than those without such support. This trend highlights the evolving nature of office environments and the need for flexible yet supportive systems. Employers must view the work environment as a strategic asset, both in physical offices and remote settings.
The office environment plays a multifaceted role in influencing the efficiency and effectiveness of secretaries within organizations. From physical layout and technological resources to psychosocial factors and remote work considerations, the conditions under which secretaries operate significantly impact their productivity. Given the evolving nature of work and increasing administrative demands, there is an urgent need for organizations to reassess ad improve workplace conditions. Current research underscores the correlation between a conducive office environment and improved employee performance. Therefore, this study seeks to examine the extent to which office environmental factors affect the performance of secretaries and to offer practical recommendations. Addressing this issue will not only enhance secretarial functions but also contribute to the overall operational success of organizations. It is hoped that the findings will guide organizational leaders in designing workspaces that align with modern demands and employee expectations.
However, secretaries are to be motivated not only by the monetary incentives but also by a conducive working environment, when the environment is conducive the secretary will like to stay in the office to enjoy the facilities and equipment provided by the employer. A well design working place is a boaster of moral to the employee who will be selling to invite outsider to come and transact business with the organization,then the organization must take cognizance of this factor and improve on the design layout and the facilities provided in the office for the employee. It is worth noting that performance could be linked to conducive or unconducive working environment, so big names business organization move to offer than they move with the pave of technology in the office automatic and organic. There by making the work place attractive and conducive to the secretary and workers alike.
Human behavior is dynamic and can easily change, secretary do compliant about the type of office environment in which they work, they make them to spend little time in the office jumping from pillar to post, late coming long conversation on the wretched office and good atmosphere outside the work place through organization are now beginning to understand the fact that secretary must be comfortable in the office and even within the work environment and this ergonomic is being given prominence today due to certain laws that established standards of organization to follow in relishing a conducive work place.
However, office environment refers to those physical and psychological components of an office that is, all things containing in an office, which include office, machines, equipment, office layout, air conditioning, working situation and suitable working environment. The main purpose of an office environment is to support its occupants in performing their job. The environment has many effects according to Gnaft (2010) who commented on the effect of work environment. He stated that environmental factors contribute to employee's productivity, quality output, and level of wastage and rate of turnover. He further postulated that unhealthy depressing and unsafe work environment leads to job dissatisfaction and eventually low productivity. He went further to mention that when an office is grossly deficient in stimulation, the resultant effects are absenteeism, lateness, wastage of resources, disobedience and many other negative attitudes. Hicks (2012) opined that poor working environment expose employees to injuries, discomfort and helps to reduce productivity, therefore an organization has to provide a conducive environment that will protect them under emergency conditions.
Management itself realizes that there are certain fundamental needs that must be satisfied if secretary's must function at their best, secretary look for organization, firms, companies and institutions that offer jobs that provides satisfaction and sense of accomplishment. It is in view of this background that the researchers intends to carry out this research work with the view of making organizations to improve their working condition as to get the best out of their employees.
Secretaries are needed in every type of office, be it public or private such as advertising, education institution, law and medicine, manufacturing and industries, publishing and schools, insurance and bank e.t.c they also work for politicians, writers and judges. It is an indisputable fact that the secretary is backbone of any organization; many achievements have been made by the management of many organization of which the secretary is no exception. Secretary is derived from the latin word 'secretarius' meaning something know to one or few and kept secret or hidden from the view or knowledge of others, simply puts, a secretary is a keeper of secrets Hicks (2012). He/she is a person who works in an office, working for another person, dealing with letters and telephone calls, typing, keeping records, arranging meeting with people and performing other different types of job within the scope of her responsibilities. Secretary cannot be efficient and effective if he/she is working under poor environmental office condition. Therefore the study intends to look at the impact of office environment and working condition on the performance of secretary in an organization.
1.2	Statement of the Problem
Despite the increasing awareness of workplace ergonomics and environmental design, many organizations still operate in environments that are not conducive to high secretarial performance. Secretaries often contend with inadequate workspace, outdated office equipment, poor lighting, noise pollution, and a lack of privacy, all of which contribute to stress and inefficiency. These challenges can undermine the quality and speed of administrative functions, ultimately affecting the organization's overall productivity. This study seeks to investigate how various elements of the office environment impact the efficiency and effectiveness of secretaries in organizations.
Conductive office environment contribute a lot to the best productivity of office workers in their daily activities. However, some problem also attached to this study, are lack of fund of provide appropriate layout for the office worker such as air conditioning, furniture's, furniture's, necessary machines et cetera, lack of effective management these listed office layout, and problem of sharing office with other staffs which one may not like.
It is observed that many organizations are yet to realize the benefit of good working environment and consequently, this is greatly affecting their employees. Based on this, it is the realization of this fact that prompted the researchers to go into a study of this nature.
1.3	Objectives of the Study
The main objective of this study is to assess the impact of the office environment on the efficiency and effectiveness of secretaries in an organization. Specifically, the study aims to:
i. Examine the influence of physical office design (lighting, furniture, ventilation and space) on secretarial performance.
ii. Analyze the effect of modern office equipment and technology on the efficiency of secretaries.
iii. Determine the extent to which office noise, cleanliness, and organization affect the morale and productivity of secretaries.
1.4	Research Questions
The study seeks to answer the following research questions:
i. How does the physical office design influence the efficiency and effectiveness of secretaries?
ii. In what ways does the availability and use of modern office equipment impact the performance of secretaries?
iii. What is the relationship between office conditions (noise, cleanliness, and organization) and secretarial productivity?
1.5	Significance of the Study
The study will be beneficial to the following people:-
This study is significant for several reasons. Firstly, it provides organizational leaders and facility managers with insights into how the physical and technological aspects of office environments affect administrative efficiency. Secondly, it helps human resource professionals design better workspaces that support optimal secretarial performance. Finally, it contributes to existing literature on workplace productivity and can serve as a basis for future research on employee performance and environmental psychology.
Students:-The study will enable students to know how important the working condition is to them and how it will contribute to their effective and efficient dissemination of information in an organization.
Management:-The study will also be useful to the management; it will enable them to provide a conductive working conditionthat will promote and enhance the productivity of the employees as well as the organization.
Secretary: -It will be more beneficial to the secretary and secretarial functions in an organization; it will enhance secretary productivity in the organization and reduce stress with the introduction of technology.


1.6	Delimitation
This research work attempt to discuss on impact of the office environment on the efficiency and effectiveness of secretaries in an organization. No attempt would be made to go beyond this scope.



CHAPTER TWO
LITERATURE REVIEW
It is generally believed that office environment and working condition is the pivot on which the axis of any successful organization rotates. Certain state and federal regulation pertaining to the office should be taken into consideration. To guarantee comfort and health, the office working environment should be well planned to motivate workers in order to increase their productivity. As a result the review of related literature will be carried out under the following sub-headings:-
2.1	Concept of an Office
2.2	Concept of Office Environment
2.3	Office Environment and Productivity of Secretary
2.4	Secretarial Duties and Responsibilities
2.5	Components of a Conducive Office Environment
2.6	Function of Office to Optimal Efficiency and Effectiveness of Secretary
2.7	What is Environment Relation?
2.8	Office Planning and Layout
2.9    Factors Contribution to Conducive Work Environment
2.10	Factors that could affect Performance of Secretary in an Organization
2.1	Concept of an Office
The office is an integral part of a business organization which is basically meant for clerical duties. The office shop and railway premises act (1963) define office to be "'building or part of building the sole principal use of which is as an office or for office purpose"(Mitchell 2011) stated that an office is a place where function or activities relating to the office are habitually perform or carried out. A teacher in the class room is in his office, likewise a driver who operates a taxi car. A mechanic who operates by the road side to earn his living is in his office and a shoe maker who mends and polishes shoes for income purpose is operating is his office.
An office is any location or joint set aside for a business purpose. The office may include a bench in a corner of a small scale business. Thus, Akewusola (2011) stated that "office is any place set aside for work of a clerical nature, by whatever name it may be called". Also an office is generally a room or other area where administrative work is done, but may also denote a position within an organization with specific duties attached to it, the latter is in fact an earlier usage, office as place originally referring to the location of one's duty. (Wikipedia).
Thus, it is generally believed that office environment is the pivot on which the axis of any successful organization routes. Certain state and federal regulation pertaining to the office should be taken into consideration. To guarantees comfort and health, the working condition/environment should be well planned to motivate workers in order to increases their productivity.
However, Adebayo (2009) gave contextual definition of office environment as the place that; embraced various aspects that constitute the physical and psychological setting that prevails at any given time in an office.
From the above, it could be concluded that authors referred to office environment to be that which deals with the physiological factor like lighting, temperature and humidity, ventilation, overcrowding, color, flower, sanitary conveniences, noise, reduction, cleanliness, and the work of music which affect the behavior, attitude and morale of office workers and their performances, that is, their productivity. Employer's interests can be enhanced in what they are doing with good office environment. Employers should be interested in motivation because it is related to performance on the job since it is essential that people should be motivated to have in originally useful ways, organizations are encouraged to provide a motivating for their worker. This will enhance their performance. Hence, office planning and layout concept need to be applied as the first motivational step.
Hornby, (1989) said "an environment includes conditions, circumstances et cetera affecting people' lives". The author considered the environment from the point of this influence on one feeling, moral, ideas, and decorum. Also according to Akewusola (1992), “for business objectives and the goal of profit achieved, the environment of business that is conducive must be created". Moreover, the office environment consists of some physical factors that have physiological effect on worker in the office like chairs, tables and types of furniture used in the office. The worker can get carried away with his problems when the office environment is not conducive but where the office environment is perfect; the office worker will put in best in term of production.
An office can also be seen as a set of rooms or building where people work, usually sitting at desks. The company is moving to new office on other side of town. An office is a room in which particular person works. Usually some people have to share an office.
An office surgery a doctor's dentist office and can also (often compounds) a room or building used for a particular purpose specially to provide information or a service the local tourist office.
An office is an identity for business patronage. An office is purposely design to trend legality to business and section.
An office can be seen as an avenue where business operation is been performed.
An office is also a place where business transactions are carried out. Therefore, I borrowed the ideal of F. Beaker (2008) who said that "'the tool of clerical duties carried out through out any clerical duties are carried out but also specific functions which such shall be discussed in the next topic".
2.2	Concept of Office Environment
The environment has many effects and opined by the following theorists, Gnaft (2010) comments on the effect of office environment, in his write up he stated that environmental factors contributes to employees productivity, quality output, level of wastage and rate of turnover. He further postulated that unhealthy depressing and unsafe work environment leads to job dissatisfaction and eventually low productivity. He went further to mention that when an office is grossly deficient in stimulation, the resultant effects are absenteeism, lateness, wastage of resources, disobedience and many other negative attitudes. Hicks (2012) opined that poor working environment expose employees to injuries, discomfort and helps to reduce productivity, therefore a organization has to provide a conducive environment that will protect them under emergency conditions.
Flippo (2011) postulated that the physical environment is our greatest material resource without relatively clean air, pure or clean water and hygienic surroundings, people become unfit to work and for living. He further stated that air is not polluted and that safety of employees must be protected for higher productivity by ensuring that airis not polluted and that the physical environment should be devoid of any injury or threat to the life of workers.
Hicks (2012) discussed that an organization does not exist in a vacuum, it exist in an environment and there is nothing a worker can do without the environment being friendly and conducive. As a result of this, all efforts should be geared towards providing those conditions like enough space, good ventilated office, adequate light and other materials that will enhance the productivity of the employees.
Oliver (2012), in his own contribution stated that an unsafe physical condition gives rise to accident of which employees are bound to sustain injuries in their working place. Unsafe equipment and tools, polluted air with toxic substance, poor ventilation and inadequate personal protective equipment pose a great danger to the health and life of employee. These things drastically help to reduce productivity of the employee. He went further to urge employers of labour to provide good working environment that is safe without risk to health and also provide facilities that will ensure the welfare of employees at work.
2.3	Office Environment and Performance of Secretary
In office environment, technology has removed countless barriers and made it possible for professionals to work efficiently virtually any time and place. But while some worry that there are changes have ushered in an era of unprecedented productivity, some worry that there are changes that are actually hurting performances namely the office environment of your workspace impact your productivity? Cubicles across Nigeria, have gone by the wayside as open office have continued to gain popularity. It's been estimated that 70% of Nigeria employees are working in open offices, and the benefits seem obvious open communication, collaboration, idea-sharing and in theory, improved productivity sound like a great day at the office. As cubicle walls have come down, a number of new distractions have reared their heads. Phone calls, conference room meetings, and multiple office conversations are now all simultaneously happening in one big open space, which makes it increasingly difficult for some employees to remain focused on their work. As communication increases for some, concentration goes way down for others.
Another aspect of office environment that typically flies under the radar, but can have a significant impact, is office furniture. Those a modern chairs and minimalist desks might give you the trendiest office space on the block but if they don't make sense for your employees, they may as well as be sitting on the floor. Making sure that employees have ample and usable desk space and comfortable, it will make them more productive.
Simple considerations like making sure office space are well lit and kept at comfortable temperatures are also easy ways to make sure that your office environment isn't killing productivity. Whatever your preference is for the design and layout of your office, make use you are creating a way for everyone to stay productive.
2.4	Secretarial Duties and Responsibilities
Secretaries serve as vital administrative support staff within an organization. Their responsibilities include typing and formatting documents, managing schedules, filing records, handling correspondence, attending meetings, and facilitating communication within and outside the organization. According to Nwosu (2010), the efficiency and effectiveness of secretaries are largely influenced by both their skills and the supportiveness of the environment in which they operate.
Secretaries play a pivotal role in the smooth functioning of modern organizations by ensuring effective communication, coordination, and documentation within the workplace. Their core duty revolves around managing office operations such as handling correspondence, scheduling meetings, and maintaining organized records (Stoner, Freeman & Gilbert, 2002). Secretaries are often the first point of contact between the organization and external stakeholders, requiring them to exhibit professionalism, discretion, and customer service skills. They also play a vital role in organizing travel arrangements and processing expenses for management. A competent secretary not only anticipates the needs of executives but also mitigates problems through proactive planning and organizational competence (Robbins & Coulter, 2018). As a result, their efficiency significantly contributes to the productivity of the entire office. Due to their administrative support, managers are able to focus more on strategic decision-making. Their duties, though clerical in appearance, often extend into critical operational areas. For instance, the compilation of confidential documents requires trustworthiness and attention to detail. Secretaries often use various software applications to prepare reports and presentations. This growing technological involvement reflects their evolution from mere typists to integral administrative professionals (Laudon &Laudon, 2016).
An essential aspect of secretarial responsibility is information management, which includes receiving, organizing, and disseminating information to the appropriate channels within the organization. This involves filtering emails, preparing briefing documents, and ensuring timely communication between departments (Mintzberg, 1973). Secretaries ensure the confidentiality and security of sensitive documents, whether stored digitally or in hard copy. They maintain filing systems and update records, ensuring easy retrieval and proper data archiving. A secretary must exercise judgment to distinguish between urgent and routine matters, prioritizing them accordingly. This judgment is especially crucial when managing the diaries of senior executives, where meeting arrangements and cancellations can have broader business implications. Furthermore, they serve as liaisons between management and employees, often relaying messages and clarifying instructions. In some organizations, they may also support human resources by helping onboard new staff or coordinating training sessions. Their ability to manage vast amounts of information with discretion directly impacts the overall efficiency and reputation of the organization (Drucker, 1999). As custodians of information flow, they ensure seamless internal operations.
Secretaries are increasingly involved in project coordination and office management tasks, particularly in small to medium-sized enterprises. In these settings, secretaries may assume responsibilities that stretch beyond traditional administrative boundaries, such as budgeting, procurement of office supplies, and event planning (Bateman & Snell, 2017). This shift demands versatility, time management, and problem-solving skills. They may coordinate logistics for meetings, prepare agenda packet, and follow up on action points after discussions. Additionally, they often serve as gatekeepers, protecting managerial staff from unnecessary interruptions while ensuring critical issues receive attention. In roles that involve customer service or public interaction, secretaries represent the organization's values and culture to the outside world. Their demeanor, professionalism, and communication style influence stakeholders' perception of the organization (Gomez-Mejia, Balkin & Cardy, 2016). Furthermore, they must be proactive in identifying inefficiencies and proposing solutions that enhance office workflow. With technology integration in the workplace, secretaries are now required to master various software tools such as word processors, spreadsheets, and scheduling applications. Thus, the scope of their duties has expanded to include a blend of technical and managerial functions.
Ethics and professionalism form the bedrock of secretarial duties. Given their exposure to privileged information and decision-making processes, secretaries must uphold high ethical standards, including integrity, loyalty, and impartiality (DuBrin, 2012). They are expected to maintain confidentiality in matters concerning company policies, internal disputes, financial records, and strategic plans. Breaching these duties can lead to loss of trust and potential legal consequences for the organization. In terms of professionalism, secretaries must demonstrate respect for workplace diversity and maintain decorum in both verbal and written communication. They are expected to resolve conflicts diplomatically and handle grievances or client complaints effectively. Secretaries also play a role in corporate governance, especially in institutions where they support boards of directors or attend high-level meetings (Mullins, 2010). In such roles, they may be required to take minutes, track compliance, and follow up on resolutions. Furthermore, professionalism extends to their personal appearance, punctuality, and reliability. In sum, the ethical and professional obligations of a secretary not only shape organizational culture but also ensure accountability and trust across all levels.
The changing business landscape has necessitated a transformation in the role of secretaries from traditional administrative assistants to strategic partners in organizational operations. With the advancement of digital technologies and remote work environments, secretaries are now required to adapt to virtual collaboration tools and online meeting platforms (Cascio & Montealegre, 2016). Their ability to learn and apply new digital tools contributes to the agility and competitiveness of their organizations. Additionally, they often assist in policy drafting, internal communications, and departmental reporting, making them indispensable in decision-support systems. The emergence of the “executive assistant" role further emphasizes the strategic function of secretaries, where they are expected to think critically, provide insights, and manage projects independently (Robbins & Coulter,2018). They are now active participants in team meetings, idea brainstorming, and stakeholder engagement. As work environments continue to evolve, the responsibilities of secretaries will also grow to include more strategic input, thereby enhancing their relevance and value to organizational success. With adequate training and recognition, secretaries can contribute far more than routine clerical tasks they can become agents of organizational change and continuity.


2.5	Components of a Conducive Office Environment
A conducive office environment is built upon several interrelated components that foster employee productivity, comfort and well-being. First and foremost, ergonomic furniture plays a crucial role in promoting good posture and minimizing physical discomfort, which directly affects employee efficiency and reduces workplace injuries (Amjad & Zainab, 2020). Natural lighting and proper ventilation are also key elements; access to daylight has been shown to improve mood, reduce eye strain, and increase concentration (Boubekri et al., 2014). Furthermore, noise control is essential excessive noise levels can disrupt cognitive functions and reduce employee output, thus implementing acoustic panels or providing quiet zones helps maintain focus. A well-structured layout that facilitates collaboration while preserving privacy contributes to better teamwork and reduced stress. Additionally, a clean and organized workspace minimizes distractions and reflects a professional atmosphere, which can positively influence work attitudes and behavior.
Technology infrastructure is another vital aspect of a conducive office environment. Reliable internet connectivity, efficient communication tools, and up-to-date computing devices ensure smooth workflow and reduce downtime (Nwachukwu et al., 2017).Moreover, incorporating biophilic elements such as indoor plants has been linked to stress reduction and improved air quality, making the office more invitingand energizing (Gray & Birrell, 2014). Temperature regulation also significantly impacts comfort environments that are too hot or too cold can cause discomfort and lower concentration. Furthermore, the presence of break areas where employees can relax and recharge contributes to mental well-being and work-life balance. Organizational culture, including inclusive policies, respectful communication, and recognition practices, underpins all these physical features by creating a psychologically safe environment. Collectively, these components form the foundation of a workplace that enhances motivation, satisfaction and overall performance.
Lighting 
Good lighting is crucial to minimizing eye strain and fatigue. Poor lighting, whether too dim or too harsh, can impair vision and reduce concentration. According to Sundstrom et al. (1994), appropriate lighting levels enhance employee satisfaction and efficiency.
Ventilation and Air Quality
A well-ventilated office with good air quality improves comfort and reduces health-related absences. Secretaries often spend long hours indoors,making proper air circulation essential to maintaining alertness and well-being.
Office Layout and Space
The arrangement of furniture and equipment affects ease of movement, accessibility, and interaction. Open layouts can promote collaboration but may also cause distractions, while enclosed spaces provide privacy and focus but may hinder teamwork. The ideal layout depends on the nature of the tasks performed by secretaries.
Noise Control
Noise from office machines, conversations, and external sources can distract secretaries and reduce task accuracy. According to Evans and Johnson (2000), high noise levels lead to increased stress and reduced performance.
Ergonomic Furniture 
Proper seating, desk height, and positioning of equipment help prevent musculoskeletal problems. Ergonomically designed furniture ensures comfort, which in turn supports sustained attention and efficiency.
Technology and Equipment 
Access to modern office machines such as computers, printers, and communication tools significantly enhances the productivity of secretaries. Outdated or malfunctioning equipment hinders the completion of tasks and causes frustration.
2.6		Function of Office to Optimal Efficiency and Effectiveness of Secretary
a) Writing:-this is making original record either by hand or with the use of machines such as typewriter or machines.
b) Copying:-this involve reproducing information form original writing or by using machines such as duplication or by photocopy.
c) Computing:-it involves using arithmetic to calculate price wages cost etc. either mentally or with the aid of calculator or other adding machines and computers.
d) Sorting:-it involves putting the records, into order in which they can be more convenient. Michelin (2013)
e) Filling:-this deal with putting the record away for safe keeping and reference purpose.
Specific Functions of an Office to Secretary Performance
a) Gathering Information:-Kehinde (2011) operate that "'the office is one of the fact needed for management decisions "these fact are get hoed from information racers through letter, reports, proposals, forms, emails etc and also information flow in from outside the organization as part of the normal process of business itself.
b) Keeping Information:-Office keeps record of information. Records kept may be financial records, sales records,records of person working in the organization. They are usually kept in files or registers for future references.
c) Arranging Information: - information collected must be well sorted out and properly arranged, it is the duty of the office to collect such information the information may be in form of statistical report, financial reports, letters or orders etc.measure in providing suggestion of the necessary performance.
According to the Association of Accountancy Technicians (2008) ergonomics is the "'study of the relationship between people and their work place, including working environment work organization, work practices, management and information science. Hence ergonomics will include the study of the internal and external factors, the physiological and psychological condition in relation to the subject matter.
Marllyn (2010) “Also defined ergonomic as the sciences of adopting working condition. Environment and equipment design to build the secretary"
He further buttressed his point by saying an ergonomically designed office environment is one that is carefully planned with the secretaries physicals and psychological well-being in mind'' he strongly and emphasis among all other things, on office land scalping and design, which will proved comfort and convenience for the secretary.
Akewusola (2008) also opened that for business to flourish and goal of profit achieved a conducive business environment must be created"
Marllyn (2010) stated that to maximize both productivity and job satisfaction work station should suit the need of the people who work for them he argue that suiting the needs of the secretaries is similarly the guiding principles in deciding how things can best be arrange top fit to an office organization structure and work-flow.
Dissemination may help in the purchasing department to order goods sales department to amend press and give quotations, personnel department to keep up to date staff record and the account department to provide the shareholders with financial statement of the years trading. Some office information is disseminated orally while come are done through letters, reports, curricular, memos.
Akewusola (2004) summit put by saying "office disseminate information to whole world about it existence.
Protecting Information:-The office personnel must ensure that information is well protected. Kehinde (2011) also support this by saying, the office protect the business by safe guarding it assets. Therefore the minute book must be protected against fire loss and against obsolesce.
2.7	Concept of Environment Relation Management should always endeavor to make secretary safe, satisfying and cost effective. Therefore critical study of physiological requirement of man to medicine along with other working environment will entrance in no small in a similar related to this,Henry believed that offce environment has influence on ones feelings, morals, ideal and decorum" so everything which is relevant to the world places working practice and method is though out in ergonomics. Hence ergonomics and occupational health are loosely linked and the need for arise from a number of factor including.
1. The injury rate.
2. The frequency of near miss accident
3. The dominance of pain or discomfort
4. The rate of job turnover or frequency of work stop page.
5. Job satisfaction
2.8	Office Planning and Layout
Fries (2010) asset that: an attractive office well planned office is an investment that pays divided to management in higher quality work membership turnover of employees. According to the authors the proper planning, it entails the plan to be staffed and the type of job to be performed in a particular office when planning, the office environment should also be considered. Planning is also refers to as the act of drafting future intruded actions. It involves planning as well as forecasting are essential proper planning of an office environment is made to produce more at lower cost, to reduce the amount of time used in performing the work to improve the flow of work to enhance the morale of secretary's and provide more comfortable working conditions in their contribution Denier (2010) post that "'environment consist of the office building, its furniture and layout as well as the physical condition under which the secretary operate therefore in setting up of an office one should consider:
1. Efficiency
2. Convenience
3. Economy
This factor could be brought together and explained to be the necessary considerations an organization should make. The place where an office is located will serve as biophysical and psychological motivation for the secretaries. An office must be easily accessible, the area where offices are sited. Also avoidance of noise from their street hawkers and located in an office in other words office must be located in a place which will not distract secretary attention thing like easy transportation, power supplies, healthy environment which gives good psychological incentive to secretary must be in consideration in locating an office.
Denyer (1980) opined that, unless the office is planned, organized and executed, it would just be like a nightmare.
He went further that, working condition in an office is more than mere planning it: it entails the plan to be effectively put into action. He added that it is necessary to analyzer the exact data regarding the population of staff and the type of job to the performed in a particular office when planning the office. He said further that the planning of the office should be part of the initial photo type of the entire organization, because it enhances proper plan of the office.
Furthermore, Carat (2004) said decision regarding location buildings are not made frequently by any given firm, when they are made they have far reaching importance between success and failure for the business.
It could be concluded from the references that the failure or success of any organization is caused by their decision making, location and the building of the office, having salved the problem of the exact to be done, the people to do them and how will they can be done.
Office Layout
The office layout concerns the setting within the office. In includes provision of appropriate areas for senior and junior office staff. The internal layout should aim to make for optimum flow of work and information coordination of the work of staff, provide enough space for movement, proper lighting and ventilation and also to look into the equipment used in the office and the provision for adequate furniture. Though Omotosho (2001) said that the planning and layout of offices depended to a very large extent on the type and sizes of business undertaking.
Payne (2009) stated further that office layout is the organization and arrangement of equipment, furniture and other space consuming items within a given area of floor space.
From the above statement, we could conclude that for an office to be properly laid out, the type and size of the business, undertaking the organization and arrangement of equipment and furniture should be considered. For all afore-mentioned to be achieved, the management of the office should be entrusted into the hands of professionals.
The planning and layout of offices depend to a very large extent on the types and size of business undertaking. Denyeret (2011) opened that offices layout refers to the calculation of "'space requirements and the detailed use of the total area to provide the best practical arrangement of furniture and equipment" office layout is concern within the office (internal arrangement). It include provision of appropriate areas for junior and senior secretaries on how to do their work and how well work can be done, it should also aim at making for option flow of work and information as well as coordination of work.
As author observed that a base sketch should first be prepared to show the location of all position, furniture and equipment with the name of employee and department identified. He proceeded by saying that on organizational space planners handling the layout. He concluded that the office arrangement should be aesthetically appealing, but should not have priority over practical aspect of the office.
Modular offices are now preferred by most organizational because it permits periodic change in the office layout without a great deal of expenses. Modular partitions are used to divide office space into several segments of work areas to give employee a sense of privacy and personal space.
Employees who frequently pass papers forward should be seated next to each other accordingly, this helps to increase the efficiency of work and to economize the use of available space to improve and maintain morale.
It is simply the act of determine what to do, who to do it and how to do it. It involves decision-making and forecasting. Furthermore, Carat (2004) said; decisions regarding location and buildings are not made frequently by any given firm, when they are made they have far reaching importance between success and failure for the business. It could be concluded from the references that the failure or success of any organization is caused by their decision making and location and the building of the office, having salved the problem of the exact thing to be done, the people to do them and how well they can done.
2.9	Factors Contribution to Conducive Working Environment
There are lots of factors that contribute to conducive work environment which organization are compelled by the offices,shops,and railway premises act 1963 to put in place.
According to Mitcheu (2012) he has to say about the act "'the most important provision of the act are those for the health safety and welfare of employees" all premises shall be over crowded, temperature in very room compressed or constituted premises which people are employed to work, otherwise than for a short periods thus what constitute the effect give and conducive work environment include:
1. Cleanliness: Every office environment must keep its vicinity clean and tidy. The factories act 1961, stipulated this in sectionb1accumulation of dirty and refuse shall be removed daily by suitable method from floors, and benches of work rooms and from staircases and passage the floor of every work by washing or if it is effective and suitable by sweeping or other method " (Mitchell 2009)
2. Avoidance of over Crowding the Same Act Provide for an adequate space for every secretary to do his work. As noted by Chambers (1972) each member of the staff must be provided with 40 square feet of working space and including passages between desks.
3. Ventilation: Work room must be adequately ventilated the office, hops, and railway, premises as 1963,section if paragraph
i. “Effective and suitable provision shall be made for :curing and maintenance by the circulation of adequate supplied of fresh or artificially pinfold air the ventilation of every room in which persons as employed to work.
ii. Lighting of proper light which gives a uniform light intensity should be provided for the secretary's, this will help to reduce glare from display screens and help avoid eye-strain and fatigue. An adjustable light intensity instrument on ergonomically designed screen which will suit to over-head light and cut down on glaring the screen
iii. Marilyn (2012) asserts that poor or inadequate light that is too bright or glaring can reduce both productivity and work quality and even contributes to lower employee morale.
4. Noise Reduction: Noise is generally defined as unwanted sound, when it becomes instating it cause tension and fatigue and takes away attention from one's work.
		Farmhand (1985) post that the noise level is an environment factor that has an effect of office productivity. Any organization have taken a number of steps combat this probe partially cosigned sound absorbing panels and partition for example can be used to control noise. Music is a coherent show sounding music for the secretary can harmonize his/her attention to work
		Farmland (1985) was at the opinion that when certain type’s work are being performed music can reduce the monetary and contribute to a pleasant work atmosphere. Music will drive away unison and fatigue and increase efficiency at work, this is because what pleases the soul gives sound psychological feeling and set needy to display all possible efficiency to attain excellence on one's work.
5. Decoration Ututu (2014),affianced that in planning the physical factors of the office, colour must be considered because colour has an effect on the above that different colour nave different reflective capacities and this influence both their luminal level available for the various types of work and usual comfort chamber (1972) believes that the habit in many modern offices of providing white walls off-white ventral blinds and gray floor conversing relives only be medium brown wood desks often with black tops, makes and austere environment this and other things like flowers, portraits, photographs all form part of the decoration of an office and it boost the morale of the secretary immensely.
6. First Aid: Section 24-26 of the office, shops, and railway premises act 1963, stipulates that there should be first aid for secretary and there should be a qualified personnel to maintain the first aid box. Also the medical bill of employees must be taken care of at least by a percentage there of.
7. Sanitary Conveniences: Sufficient and suitable convenience shall be maintained for the person employed the sanitary convenience shall be provided for both set even where only six is employed. Therefore were all these factors are considered in planning an office, then the employees will contrarily put their best in the work for which they are employed.
2.10	Factors that could affect Performance of Secretary in an Organization
One of the factors that could affect productivity is staff morale. Morale includes mental or psychological factors like zeal, spirit, hope and confidence, employees, reaction to all the situations relating directly or indirectly to his/her job. As well as what he gets from its. What an employee gives to his/her job could affect productivity. In every organization, many contributions in enhancing secretary's morale to achieve a particular purpose and such conditions are;
1.	Safety Measure-level of safety measure in an organization helps to improve employee's morale and make them contribute immensely toward the productivity of the organization. Every manager should be conscious comfort for the interest of their employees. Anderson (2008) opined that safety measures are important in every organization. According to him, many people are not only interested on the salary scale when seeking for employment, but also want good working conditions which includes the health and safety of employees. In addition, he stated that inadequacy of fire extinguishers first aid box e.t.c in the office will affect employees negatively. He further emphasized that the morale interest and attitude of secretaries will not be boosted if they understand that they are not cared for.
2.	Prevention of Overcrowding-According to Molokwu (2011), office is safe for employee when overcrowding is avoided. This allows free movement of both secretaries and materials as well as enhances effective operational process. David (2010) postulated that overcrowding causes inadequate ventilation in work environment. In his view, he suggested that adequate effect should be put in place to see that overcrowding is been prevented in an office. He further highlighted that environment comfort is achieved by controlling the movement of materials in the office.
3.	Poor Ventilation:-Graft(2010)posted that a stuffy atmosphere reduces capacity to think and act, this reduces output, he went ahead to say that proper ventilation, makes for a healthy working environment devoid of fatigue, laziness, drowsiness e.t.c, and consequently promotes secretary's efficiency. According to David (2010), state that inadequate ventilation and air conditioning system provides environmental discomfort to employee.
4.	Good Quality Lighting System: Onibonje (2012) postulated that poor standard of light obviously affect secretary interest and attitude towards their work and makes them to suffer from degree of eye strains and fatigue. Adequate lighting system stimulates secretary to carry out the work effectively. He said that office shop and railway premises act of 1963 stated that sufficient and suitable light either natural or artificial should be made available in the office. Denyer (2009) stated that bad lighting system causes eye strains and fatigue to employees. He went ahead to say that the result of a test carried out in Bureau of internal Revenue in Washington, USA shows that productivity in the office increases by five per cent 5% as a result of introduction of higher lighting system. He further stated that good vision is important for the satisfaction of the industrial work and its essential quality and safety
5.	Good Coloration-According to Oliver (2012), a well decoded office or working environment is an ideal home and has a reaching effect on the morale and interest of employees. He further opined that appearance of work environment has a positive effect on people working in it to him, dirty stinking and unsafe surroundings are depressing to secretaries while bright and cheerful colour base have great effect on employees.
6.	Safety: Employees should take the greatest care and ensure safety in the office. Electrical and other apparatus should be installed or repaired only by qualified electricians. Office equipment should be shielded where necessary; fire exit should be brought to the notice of staff and drills should be held to ensure that procedures are understood.
7.	Break Period: This is also part of the welfare activities that enhances productivity. The basic purpose of break either coffee or lunch is to increase the productivity and efficiency of secretary. The principle underlying the provisions of break of that
	Certain type of work being repetitive soon becomes monotonous. This monotony increase fatigue and intern, shows down productivity.
Stiegler (1992) said "'an office accommodation needs not only to be comfortable and should also be well organized"
It is quite clear that the office accommodation should be comfortable and should be organized. The word organized here means the proper arrangement of both outside the office.



CHAPTER THREE
METHODOLOGY
This chapter deals with the method and procedures for data collection that was used in carrying out the study. This chapter will be conducted under the following sub-headings:-
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	Method of Data Analysis
3.1	Instrument Used
A questionnaire tagged; “impact of office environment on the efficiency and effectiveness of secretaries in an organization "questionnaire was designed by the researcher which was used as a tool for data gathering for the study. The items in the questionnaire are placed on four points rating scale of "SA-Strongly Agree 4,A-Agree 3,D-Disagree 2,and SD-Strongly Disagree 1"respectively.
3.2	Population of the study
The population for this study comprised of 30 secretaries at kwara State Ministry of Finance, Ilorin. There are total numbers of 30 of both senior and junior secretary as the population for the study.
3.3	Sample and Sampling Techniques
The researcher used all the total population as sample since the total number of population is sizeable to manage for the study.
3.4	Distribution and Collection of Data
The questionnaire designed was distributed by hand personally by the researcher. A total number of 30 questionnaires were distributed at Kwara State Ministry of Finance, Ilorin the researcher got back all the completed questionnaire.
3.5	Method of Data analysis
The data collected would be analyzed manually and expressed in percentage as will be seen in chapter four. This is to enable readers to have a clear understanding of the analysis.



CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction 
	This chapter gives the analysis of the research findings through questionnaire responses and the interpretation of the data collected.
4.2	Results
Table 4.1:	There should be a Good Relationship between Work and the Environment
	Options
	Respondents
	Percentage%

	Strongly agree
	18
	60

	Agree
	06
	20

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.1, showed that 18 (60%) of the respondents strongly agreed, while 6 (20%) of them agreed and 4 (13%) of the respondents disagreed while 2 (7%) of them strongly disagreed. It is obvious that there should be a good relationship between work and the environment.
Table 4.2: Sharing personal office with other staffs is a good idea
	Options
	Respondents
	Percentage%

	Strongly Agree
	25
	83

	Agree
	05
	17

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.2, showed that 25 (83%) of the respondents strongly agreed, while 5 (17%) of them agreed and none of the respondents disagreed and strongly disagreed with the statement. This table implied that sharing personal office with other staffs is a good idea.
Table 4.3: Organization should encourage sharing of office between senior and junior secretaries
	Options
	Respondents
	Percentage%

	Strongly agree
	25
	83

	Agree
	05
	17

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.3, revealed that 25 (83%) of the respondents strongly agreed, while 5 (17%) of them agreed, and none of the respondents disagreed and strongly disagreed with the notion. In the above analysis one can be seen that organization encourage sharing of office between senior and junior staffs'
Table 4.4: A secretary must be specially groomed to make them perform effectively in any environment she finds her self
	Options
	Respondents
	Percentage%

	Strongly agree
	18
	60

	Agree
	06
	20

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.4 showed that 18 (60%) respondents strongly agreed, 6 (20%) of them agreed while 4 (13%) of the respondents disagreed and 2 (7%) of them strongly disagreed. It is safe to conclude that a secretary must be specially groomed to make them perform effectively in any environment she finds herself
Table 4.5:	Ventilation removes the air pollution caused by people and machines and replaces it with new fresh air.
	Options
	Respondents
	Percentage%

	Strongly agree
	20
	67

	Agree
	08
	27

	Disagree
	02
	6

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.5 showed that, 20(67%) respondents strongly agreed, 8 (27%) respondents agreed that ventilation removes the air pollution caused by people and machines and replaces it with new fresh air while 2 (6%) disagreed with the statement. This implied that ventilation removes the air pollution caused by people and machines and replaces it with new fresh air.
Table 4.6:	High level of performance is gained when secretaries are encouraged by office environment
	Options
	Respondents
	Percentage%

	Strongly agree
	27
	90

	Agree
	03
	10

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
	Table 4.6 showed that, 27 (80%) respondents strongly agreed, 3 (20%) respondents agreed that high level of performance is gained when secretaries are encouraged by office environment while no respondents have contrary opinion on the statement. It is therefore concluded that, high level of performance is gained when secretaries are encouraged by office environment
Table 4.7:	When working environment is well secured secretary will be able to work safely.
	Options
	Respondents
	Percentage%

	Strongly agree
	18
	60

	Agree
	06
	20

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.7 showed that 18 (60%) respondents strongly agreed, 6 (20%) respondents agreed that working environment is well secured for workers to work safely, while 4 (13%) respondents disagreed, and 2 (7%) strongly disagreed with the statement. It is safe to conclude that when working environment is well secured workers will be able to work safely.
Table 4.8: If there is conducive office environment, the rate of absenteeism will be low
	Options
	Respondents
	Percentage%

	Strongly Agree
	15
	50

	Agree
	10
	33

	Disagree
	05
	17

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025 
Table 4.8, indicated that 15 (50%) of the respondents strongly agreed, while10 (33%) of them agreed and 5 (17%) of the respondents disagreed, while none of the respondents strongly disagreed with the notion. In the above analysis, one can be ascertaining that, if there is conducive office environment, the rate of absenteeism will be low.
Table 4.9: Secretary needs constant Communication to Communicate within the Organization to make their job more effective
	Options
	Respondents
	Percentage%

	Strongly agree
	25
	83

	Agree
	05
	17

	Strongly disagree
	00
	0.00

	Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.9 showed that, 25 (83%) respondents strongly agreed, 5 (17%) respondents agreed as well that workers need constant communication to communicate within the organization to make their job be more effective. While no respondents disagreed and strongly disagreed with the statement. It is therefore concluded workers need constant communication to communicate within the organization to make their job more effective


Table 4.10:	Overcrowding in an organization make the working environment to be on conducive for secretary
	Options
	Respondents
	Percentage%

	Strongly Agree
	28
	93

	Agree
	02
	7

	Strongly Disagree
	00
	0.00

	Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.10 above showed that, 28 (93%) of the respondents strongly agreed, 3 (7%) respondents agreed. No respondents on disagreed and strongly disagreed respectively. This implied that overcrowding in an organization make the working environment to be on conducive for secretary.
Table 4.11:	Organizational get good result from good office accommodation
	Options
	Respondents
	Percentage%

	Strongly Agree
	22
	73

	Agree
	08
	27

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total 
	30
	100


Sources: Researcher's Fieldwork, 2025
     Table 4.11, revealed that 22 (73%) of the respondents strongly agreed that organizational get good result from good office accommodation, while 8 (27%) of them agreed and none of the respondents disagreed and strongly disagreed with the notion. It is clear that organizational get good result from good office accommodation.
Table 4.12:	The Office secretary can get carried away with his problem when the office accommodation is not conducive
	Options
	Respondents
	Percentage %

	Strongly Agree
	10
	33

	Agree
	10
	33

	Disagree
	08
	27

	Strongly Disagree
	02
	7

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.12 above showed that, 10 (33%) of the respondents strongly agreed, 10 (33%) respondent agreed, while 8 (27%) of the respondent disagreed and 2 (7%) strongly disagreed respectively with the assertion. It can now be concluded that the Office workers can get carried away with his problem when the office accommodation is not conducive.
Table 4.13: When the office accommodation is perfect, the office secretary will put in best in term of production.
	Options
	Respondents
	Percentage %

	Strongly Agree
	25
	83

	Agree
	05
	17

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
	Table 4.13 above showed that 25 (83%) of the respondents strongly agreed, 5 (17%) respondents agreed that when the office accommodation is perfect, the office worker will put in best in term of production. while no respondents for disagreed and strongly disagreed. This implied that when the office accommodation is perfect, the office worker will put in best in term of production.
Table 4.14: Unsafe equipment and tools, polluted air with toxic substance, poor ventilation affects the health of workers
	Options
	Respondents
	Percentage %

	Strongly Agree
	20
	66

	Agree
	05
	17

	Disagree
	02
	7

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.14 above showed that 20 (66%) of the respondents strongly agreed, 5 (17%) respondents agreed, while 2 (7%) disagreed and 3 (10%) strongly disagreed as well. It is safe to conclude that, unsafe equipment and tools, polluted air with toxic substance, poor ventilation affect the health of workers.
Table 4.15:	There is effective supervision when the supervisor has a clear view of the entire office
	Options
	Respondents
	Percentage%

	Strongly Agree
	19
	63

	Agree
	08
	27

	Disagree
	02
	7

	Strongly Disagree
	01
	3

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.15, revealed that 19 (63%) of the respondents strongly agreed that there is effective supervision when the supervisor has a clear view of the entire office, while 8 (27%) of them agreed and 2 (7%) of the respondent disagreed, while 1 (3%) of them strongly disagreed. In the above analysis, one can be ascertaining that there is effective supervision when the supervisor has a clear view of the entire office.
Table 4.16:	Facing direct light should be avoided in the Office
	Options
	Respondents
	Percentage%

	Strongly Agree
	17
	57

	Agree
	10
	33

	Disagree
	03
	10

	Strongly Disagree
	00
	0.00

	Total
	30         。
	100


Sources: Researcher's Fieldwork, 2025
The above table 4.16, indicated that 17 (57%) of the respondents strongly agreed that facing direct light should be avoided in the office, while 10 (33%) of them agreed and 3 (10%) of the respondents disagreed, none of the respondents strongly disagreed with the notion. In the above illustration stated that facing direct light should be avoided in the office.
Table 4.17:	Ability to share knowledge throughout organizations depend on how the work environment is designed
	Options
	Respondents
	Percentage%

	Strongly Agree
	14
	46

	Agree
	09
	30

	Disagree
	04
	14

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
The above table 4.17, showed that 14 (46%) of the respondents strongly agreed, while 9 (30%) of them agreed and 4(14%) of the respondents disagreed, while 3 (10%) of them strongly disagreed. In the above illustration, one can assume that, ability to share knowledge throughout organizations depend on how the work environment is designed.
Table 4.18:	Conducive office environment gives pleasures experience to secretary and enable them to actualize their abilities and behavior.
	Options
	Respondents
	Percentage%

	Strongly Agree
	27
	90

	Agree
	03
	10

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.18, indicated that 27 (90%) of the respondents strongly agreed that Conducive office environment gives pleasures experience to secretary and enable them to actualize their abilities and behavior, while 3 (10%) of them agreed and none of the respondents disagreed and strongly disagreed with the notion. In the above illustration state that conducive office environment gives pleasures experience to secretary and enables them to actualize their abilities and behavior.


Table 4.19:	Quality of comfort derivable from office environment determine the level of satisfaction and productivity of secretary.
	Options
	Respondents
	Percentage%

	Strongly Agree
	24
	80

	Agree
	03
	10

	Disagree
	03
	10

	Strongly Disagree
	00
	0.00

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
The table 4.19, emphasized that 24 (80%) of the respondents strongly agreed that quality of comfort derivable from office environment determine the level of satisfaction and productivity of secretary, while 3 (10%) of them agreed and 3 (10%) of the respondents disagreed, and none of the respondents strongly disagreed with the notion. In the above analysis, one can be ascertaining that, quality of comfort derivable from office environment determine the level of satisfaction and productivity of secretary.
Table 4.20:	Conducive office environment help organizations to improve effectiveness and allow secretary to benefit from collective knowledge
		Options
	Respondents
	Percentage%

	Strongly Agree
	18
	60

	Agree
	06
	20

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100


Sources: Researcher's Fieldwork, 2025
Table 4.20, showed that 18(60%) of the respondents strongly agreed that conducive office environment help organizations to improve effectiveness and allow secretary to benefit from collective knowledge, while 6 (20%) of them agreed and 3 (10%) of the respondents disagreed, and 3 (10%) of the respondent strongly disagreed with the notion. In the above illustration, it is obvious that, conducive office environment help organizations to improve effectiveness and allow secretary to benefit from collective knowledge



CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
This project as mentioned in previous chapters was designed to look into the impact of office environment on the efficiency and effectiveness of secretaries in an organization, the research has been done, data collected finding, have been analyzed and presented in the previous chapter. It is therefore, necessary to give the summary conclusion and recommendation based on the findings.
The study armed at highlighting the factors that contribute to conducive working environment that optimize secretary performance background knowledge was gathered on what is a office types of office planning and layout, recognize and it was correlated with the result of analysis of the research finding so as to arrive at a realistic recommendation for all employers. Who will inevitably desire high performance from secretary? This not worthy from the research
Findings that good office facilities ventilation, decorations and others contributing to a conducive office environment are indispensable to secretary. All this factors will reduce under tension. And create the research findings reveled that there is a correlation between work and office environment in which the work is carried out and people will feel proud of working in a well-designed and equipped office among the revelation of the research was that fact the organization an equipped office usually have good image and would tall with it profit maximization policy.


5.2	Conclusion
Based on the analysis of the findings in chapter four, it can be a felly concluded that a conducive office environment generally affects productivity and performance in an organization. Findings revealed a large percentage of responses that well-furnished office boost morale and its employers should be conscious of this; also ventilation and cleanliness are factors that promote health of secretary revealed in the finding. Based on responses record, lighting colour and decoration play a vital role in enhancing performance of office secretary as their office will become attractive to them as well as clients, noise is one of the factors that affect the efficiency of employees. The cause of nose he's been attributed to operating, machines and people voice.
Therefore, the findings also shows that management employers are not always ready to provide good or equipped an office with the necessary facilities for the effective performance of secretary. Hence it is advisable for any organization to try as much as possible to make it premise standard one if high productivity would achieve.
5.3	Recommendations
Based on the findings, the followings recommendations are made:-
1. Management should ensure that necessary training of tasks and equipment be provided.
2. Management should train, encourage and persuade workers on the usefulness of a conducive office environment.
3. They should ensures that training on newly machines is giving to workers in the most appropriate they will understand it.
4. They should provide study facilities that will be used for the practice of works in the institutions.
5. Organization should see that all offices are always kept clean and tidy there should be a constant flow of fresh air.

5.4	Limitation
Gathering of all needed data in most studies is usually met with a number of limitations and constraints. As a matter of fact, financial barrier is a big constraint during the exercise affected. However, despite all this constraint the researcher ensure that the effective completion and quality of the work is not
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APPENDIX I
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Sir/Ma,
RESEARCH QUESTIONNAIRE
Please kindly respond to this questionnaire designed for collection on the project topic title "IMPACT OF OFFICE ENVIRONMENT ON THE EFFICIENCY AND EFFECTIVENESS OF SECRETARIES IN AN ORGANIZATION.
Your response will go along way to success of the project and also create a better understanding of this work as embarked on and be rest assured that your responds will be treated in almost confidential.
Thanks for your co-operation


Yours faithfully,

QUESTIONNAIRE
1. There should be a Good Relationship between Work and the Environment. (a) Strongly Agree (  )	(b)Agree (   ) (c) Disagree	(  ) (d)Strongly Disagree (  )
2. Sharing Personal Office with Other Staffs Is a Good Idea.
(a)	Strongly Agree (  )	(b) Agree (  ) (c)	Disagree (  )	(d) Strongly Disagree (  )
3. Organization Should Encourage Sharing of Office between Senior and Junior Staffs. (a) Strongly Agree (  )	(b)Agree ( )
(c) Disagree (  ) (d) Strongly Disagree (  )
4. A secretary must be specially groomed to make them perform effectively in any environment she finds herself. (a) Strongly Agree(  ) (b)Agree ( ) (c) Disagree (  )	(d) Strongly Disagree (  )
5. Ventilation removes the air pollution caused by people and machines and replaces it with new fresh air. (a) Strongly Agree(  ) (b) Agree (  ) (c) Disagree (  )	(d) Strongly Disagree (  )
6. High Level of Productivity is Gained When Employees are encouraged by Office Environment. (a)	Strongly Agree ( ) (b)Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
7. When working environment is well secured workers will be able to work safely. (a) Strongly Agree (  )	(b) Agree ( ) (c)	Disagree (  ) (d) Strongly Disagree (  )
8. If there is Conducive Office Environment, the Rate of Absenteeism will be Low. (a) Strongly Agree (  ) (b)Agree (  ) (c) Disagree(  ) (d) Strongly Disagree(  )
9. Workers need constant communication to communicate within the organization to make their job more effective. (a) Strongly Agree(  ) (b)Agree (  ) (c) Disagree (  ) (d) Strongly Disagree(  )
10. Overcrowding in an organization make the working environment to be on conducive for secretary. (a)	Strongly Agree (  ) (b) Agree ( ) (c) Disagree (   ) (d) Strongly Disagree (  )
11. Organizational Get Good Result from Good Office Accommodation. (a) Strongly Agree (  )	(b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
12. The Office workers can get carried away with his problem when the office accommodation is not conducive. (a)	Strongly Agree (  ) (b)Agree (  ) (c) Disagree (   )	(d) Strongly Disagree (  )
13. When the office accommodation is perfect, the office worker will put in best in term of production. (a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
14. Unsafe equipment and tools, polluted air with toxic substance, poor ventilation affects the health of workers. (a) Strongly Agree  (  )(b) Agree (  ) (c) Disagree (  )	 (d) Strongly Disagree (  )
15. There is Effective Supervision when the Supervisor has a Clear View of the Entire Office. (a) Strongly Agree (  )	(b) Agree ( )
(c)	Disagree (  ) (d) Strongly Disagree (  )
16. Facing direct Light should be avoided in the Office. (a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (   ) (d) Strongly Disagree (  )
17. Ability to share knowledge throughout organizations depends on how the work environment is designed. (a)	Strongly Agree (  ) (b)Agree (  ) (c) Disagree (  ) (d) Strongly Disagree (  )
18. Conducive office environment gives pleasures experience to secretary and enable them to actualize their abilities and behavior. (a)	Strongly Agree (  )	(b) Agree ( ) (c)	Disagree (  )	(d) Strongly Disagree (  )
19. Quality of comfort derivable from office environment determines the level of satisfaction and productivity of secretary. (a) Strongly Agree (  ) (b) Agree (  ) (c) Disagree (  )	(d) Strongly Disagree (  )
20. Conducive office environment help organizations to improve effectiveness and allow secretary to benefit from collective knowledge. (a) Strongly Agree (  ) (b)Agree (  ) (c)	Disagree (  ) (d) Strongly Disagree (  )
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