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CHAPTER ONE
INTRODUCTION
1.1     Background To The Study
A secretary is a person who has a wide knowledge into the art and science of handling office correspondence and machines. In other words, a secretary is that person who has under gone secretarial courses and having the knowledge to operate all office machine available, such as typewriter, franking machines, adding machines, duplication machines etc. he or she also received information, makes calls, receives calls either within or outsides the organization. It  is important to identify the functions of secretary performs in the modern business world; by this we would be able to appreciate the role computer plays in secretarial activities.
Computer has been defined by many authors and computer  analysis as an electronic device that has the ability of automatically accepting data, applying sequence of process to data store and automatically execute a program of instruction and supplying the result of the process. Computer evolved as results of man’s search for fast, accrual calculating devices. But if will be wrong to think that computer just arrived unto sense  of secretarial profession and organization computer comes into existence between  15th and 16teh century. The first known data processing devices consisted of the use of fingers, stones and sticks for counting on a string, Socrates on a rock and abacus as keeping devices. In addition a follow up development on the data processing was the introduction of manual metic and science operations, but with the dynamic nature of business world. It’s important has been stretched beyond these spheres of operation, but business office of organizations and even to private homes.
The introduction of computers and machines to perform arithmetic operations is often attributed to blaze passels of France and Volition of Germany in the seventeenth century A.D. In order to honor blaze pascal, the programming language was named after him, pascal with the introduction of electronic computer since then a series of radical breakthrough, the computers based upon the order form of electronics have been replaced by a new “generation of computer based upon a new form of electronics.
Therefore, we must face the reality of the fact that secretaries must be ready to embrace the beauty of computer because of its numerous advantages opportunities and its applications of solving secretariat problem.
In this era of computer, secretaries are expected to be well versed, that is have adequate knowledge, experience and skills in computer activities in order and efficiently perform their secretarial duties.
Upon this background, it became relevant to investigate the impact of computer system on the performance of secretaries in an organization.
1.2	Statement of the Problem
The study intend to look at the essence of computer literacy on the effectiveness of secretaries and acquisition of computer skills by Office Technology and Management students is very germane to the study. It has been discovered that, in most offices today, majority of office work have been carried out with electronic machine called computer system. In the past manual typewriter were used, it delays work and cannot produce several copies of document at the same time, secretaries are faced with the challenges of storing information and difficulty of getting along in the organization because of computer system. All these have become a different ball-game altogether when one is to consider the necessity of computer skills in today’s organization.
1.3	Objectives Of The Study
The general aim of the study is to investigate the essence of computer literacy on the effectiveness of secretaries. The specific objectives is to:
1. Describe the concept of computer system
1. Determine the importance of computer system in organization
1. Discuss the influence of computer on the performance of secretary
1. Analyse the prominent computer skills that increase secretary performance 
1. Examine essence of computer on employability of secretary
1. The likely consequences of not investing on computer facilities in an organization
1.4	Research Questions.
	The following research questions were raise for the study:
1. What is the concept of the computer system?
1. What are the importance of computer system in an organization?
1. What influence does computer system has on the performance of secretaries?
1. What are the prominent computer skills required by secretary to be effective ?
1. What is the essence of computer skills on the employability of OTM graduates?
1. What are the likely consequences of not investing on computer facilities in an organization?



1.5	Significance Of The Study
	This study will identify the impact of computer system  on the performance of secretaries. The findings of this study will be useful in the following ways:
It will help modern secretaries to know the whether computer is important in performing their jobs. This is to minimize and where possible to eliminate computer ignorance on the side of secretaries, workers and nature itself.
This study will also help the employers, it will help to inform the employers on the category of secretaries whether to choose or employ qualified secretaries in their organizations.
Lastly, the study will be beneficial to those who need the information for literature enrichment of subject such as director, managers, secretaries and those interested in secretarial information.
1.6	Delimitation
	This work covers “essence of computer literacy on the effectiveness of secretaries and the case study of the work Union Bank plc, Ilorin. The researcher will do is best not to go beyond the scope.
1.7	Limitations
	Many problem were encountered during the course of this research work but in which I tried my best in order for the problems not to hinder the effectiveness of this research work.
Some of the problems are financial constraints, inadequate time and slow response from the respondents of the study
 CHAPTER TWO
Review of Related Literature
This chapter deals with review of literature. The review will be conducted under the following sub-headings
2.1	Concept of computer system
2.2	Importance of computer system in an organization
2.3	Influence of the computer system on the performance of secretaries 
2.4	The computer skills required for effective performance of secretaries
2.5	Essence of computer skills on employability of OTM graduates 
2.6	Problems facing secretaries in the use of computer system
2.7	Consequences of not investing on computer facilities in an organization
2.1 	Concept Of Computer System
Computer like other electronic equipment uses electricity to work with battery and called battery powered computer. Every computer work on the instruction given to it, which determines what, it does how it is done. The numbers and letter given to the computer are known as data computer stores the data and the instructions on its memory, uses the instruction to wotk on the data cold bring out the answer mostly called the output or information in a way human being can understand it clearly.
Computer has revolutionized the entire business world most especially, the banking industries which have must to tend with as a result of large number of customers.
The computer means different people to some, it is a terrible complex invention, which is best avoided, while to other it is the “ultimate” solution to all problems, these are two examples of several misconceptions about computer while the formal depicts an over whelming technological development the letter view is rather simplicity as it invariably leads to disappointment and trust ration.
2.2	The Importance Of Computer System In An Organization
Until the evolution of computers into the sense of industries, most duties were performed manually but after the introduction of computer, most of jobs that were carried out traditionally now become computerized such computer has its own unique code computer is an important management tool for the following reasons
1. It performs operation quickly
1. It stores data compactly
1. It handles large quantities of data
1. It handles effectively the routing large scale data processing tasks, such as wages and salary calculations and billing etc.
1. Computer help to make workers faster and much more productive
1. It handles effectively the routine large scale data processing tasks, such as wages and salary calculations and billing etc.
1. Fast and Easy Learning
1. Quick And Cashless Bank Transactions
1. Online banking is another way that computer helps in banking
1. Assistance to the Disabled
1. Easy exchange of information and communication
1. The computer acts as a source  of getting lots of information and also source of giving information out
1. The computer provides the equipment to help manage in the office environment
1. Diagnose of diseases and monitoring 
the use of information technology and computer based equipment has helped  Doctors to diagnose diseases.
2.3	Influence of Computer System on the Performance of Secretary
The computer is a wonderful tool but not a “spoon feeder” which can restructures an inefficient organization. The computer will aid secretary in processing information Note that the first thing that connects a company  and its customers is the business letter or other information sent. It is the duty of the secretary to check the quality of output from the organization, with computer the secretary can actually of work without  stress, produce work or which she can be proud recall information on a screen on this screen all corrections can easily be made.
2.4	The Computer Skills Required for Effective Performance of Secretaries
In many organizations, managers are likely to find out that running the computer system of computer without the personal back up of a secretary has the effect of actually covering up the management mistake so there might be found a high degree of complimentarily computer according to Robert (181-8) he had observed that.
The secretary is the interface between technology and the manager this does not means that she has to have expert knowledge of the whole computer” This falls in line with Cameron (1982-5) who claimed that the computer has no altered the time honored role of secretary. The same idea was expressed by Eni (1991-5) when he pointed out that: the secretary is often the company’s first contact with prospective customers. Her effectiveness can either give the customers a good impression to call again on the company”
So from what Robert and Eni said one can see what the secretary has a very important role to play in an organization. She connects the technology in the office to the outside world which includes the customers. The most vital features of what a secretary produces is data. The most vital features of what a secretary produces in actually must be harmonized with her top event loss or corruption of data.
So a secretary should see the computer as a “catalyst by which her careers will become more explicit, it will even aid her to distinguish between responsibility and competence the computer with the secretarial performance it poses yet another set of question dealing with employee attitudes according to Benson et al (1980-1995) computer is:
When computer is brought into an organization old pasterns of interaction … are altered or entirely destroyed and new pasterns are faced upon employees and managers.
The importance of computer in the world of secretarial administration cannot be over emphasized. Computer has got more to offer in the world of secretarial administration the just the traditional method of storing information. In this project the relevant of compute and how computer enables a secretary to function effectively will be explained and discussed. Computer allows materials to be a stored and recalled on future occasion. The secretary can correctly insert, delete and edit material easily. It allows the secretarial staff to produce need for repetitive typing thus allowing the operators can perform other tasks while machine is printing. Proofreading time is reduced since, only amendment is reduced because need to be checked. Similarly time for drafting of document is reduced because only codes for standard paragraphs need to be used.
2.5	Essence Of Computer Skills On Employability Of OTM Graduates
The computer by providing information such as minutes of meeting taking dictation, keeping of files and as communication devices has improved decision making process of such organization. It has not actually, replace the performance of the secretaries personally, but it has enhanced their problem solving capabilities and increase their capacity to handle complex or different jobs. This qualification made mention above, have outright allowed present day secretaries to be more proficient on their jobs. And this has really imbues many imbued many organization to scout strongly for secretaries that have experience in computer operation. A part on-going qualifies of the computer in the secretaries profession, it serves as the eye-opener and has boosted the professional moral of the secretaries.
Conversely, computer have been accepted worldwide as the most usually office equipment and it is better for any viable and promisner organization to have this contemporary office equipment to really fit into the modern business  standard. Through expensive, the computer could perform the work that should be carried out with a number of typewriters within shortest possible time, with much eligibility and error free.
2.6	Problem Facing Secretaries In The Use Of Computer System.
           For the fact that there is an increasing establishment of business organization and commercialization of industries in Nigeria there are bound to be some problems facing secretaries in the modern office equipment that consequently affect their job performance. This problem arise as a result of lack of computer and world processing knowledge
· Ignorance: Many individuals are impolite of having get acquainted with modern office equipment {computer} as a result of that, many secretaries easily terminates their appointment. They are usually with a misconceive idea that as a secretary one will remain subordinate forever.
· Lack of criteria for membership: in some profession like accounting, you cannot practice as an accountant if you are not a member of accounting bodies nor can considering the following demerit on the information communication technology;
1. Invasion of individual privacy: today, there is no much information about the individual in the computer for every days access that one being to wonder whether a person has any right to this privacy more.
1. Displacement of jobs by computer and computerization devices, while some people believed that computers are creating jobs, there are those who sees the computer as displacing people from their jobs and creating unemployment. This seems to be the most presenting problems facing secretary in the modern office equipment.
1. Crime aid. There is the saying that to err is human but that its takes the computer to really foul up things, really the type of crime that can be commited with the computer are supper crimes
1. Changing the job home environments. Computerization is having that can be commited with the computer are supper crimes.
1. Preserving the privacy of confidential instruction when large data base are linked by network.
2.7	Consequence of Not Investing On Computer Facilities In An Organization 
	Everybody knows what a computer is. It can simply be defined as an accurate electronic device that performs calculations and processes information at great speed. 
Computers come in different sizes, shapes, capacities, etc. We have desktops, laptops, and palmtops. The computer is used in medicine, engineering, architecture, education, banking, etc. 
	There can be several consequences of not investing in computer facilities in an organization, including:
1. Decreased efficiency: Without adequate computer facilities, employees may not be able to perform their tasks as quickly or effectively, leading to decreased productivity.
1. Increased costs: Manual processes or outdated technology can be time-consuming and expensive, leading to higher overall costs for the organization.
1. Security risks: Without proper computer facilities, the organization may be more vulnerable to cyber attacks and data breaches, which can be costly and damaging to the organization's reputation.
1. Inability to compete: In industries where technology is rapidly advancing, organizations that do not invest in computer facilities may fall behind their competitors and lose market share.
1. Reduced innovation: Without access to the latest technology and software, employees may not be able to innovate and come up with new ideas for the organization.


Telephones – Mobile And Land 
The land line is the most basic office communications tool used by secretaries. The most popular mobile phone used in the business place is the GSM Global Systems for Mobile Communication. 
Fax Machine 
Just like the telephones, the fax machine transmits information, but in text or document format Internet (www, e-mail, search engine, etc.)
	This is an intangible facility on the computer. WWW stands for worldwide web and it is a collection of information in multimedia form on the internet. This information is stored at locations, called websites, in the form of web pages. Websites are an effective way of distributing information, such as advertisements, technical information, comments, ideas, etc. Other applications on the internet are chatting for simultaneous communication between people and the use of a web camera for seeing while chatting. Search engines like Google, yahoo, msn, etc. are used to find information on the internet – looking through millions of sources all over the world.
Teleconferencing 
	This facility, usually embedded in the telephone technology, allows more than two people to communicate via phone at the same time. This makes it possible for people in different cities to hold meetings together. 

Video Conferencing 
	This facility usually makes use of the internet with or without the telephone and allows visual and speech communication among several people at the same time. Like teleconferencing, it enhances remote communication. For example, your colleague in America can remotely participate in a meeting held in Ghana whereby he sees and hears everybody who attends the meeting in Ghana as he makes his own contributions. 0
Scanner 
	This machine is used to convert hard copy documents into soft copies to later be transmitted from one place to the other via the internet. This format can include colors, unlike the typical fax machine. 
Printers and Photocopiers 
	Printers are used to convert our documents from soft copy formats to hard copies and photocopiers are used to make additional copies of such documents
	Information that is most important to the office can be stored, processed, and retrieved by computer facilities. They provide very cheap services. Messages can be sent to many people simultaneously. Security of information is assured. Time, effort and money are saved, stressed is minimized. Space is saved as little or no paper is used in the off.
 
  
CHAPTER THREE
Methodology
	The purpose of this chapter is to enumerate the method used in collecting and analyzing data for 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 “Essence Of Computer Literacy On The Effectiveness  Of Secretaries” was designed by the researcher which was used as a tool for data gathering for the study. The items in the questionnaire are placed in four point rating scale of “SA-Strongly Agree, A -Agree, SD-  Strongly Disagree, D- Disagree


3.2	Population Of The Study
	The population of the study made up staff of Union Bank plc, Surulere Branch Ilorin, Kwara State. There are a total number of 20 Clerical officers including secretaries both junior and senior at the case  study.
3.3	Sample And Sampling Techniques
	Random Sampling is the techniques used because it is non-biased method and it gives all the respondents equal chances of been selected. A total of twenty (20) clerical officers including secretaries in the Union Bank plc, Surulere Branch Ilorin were selected.
Their responses were analyzed in chapter four of the project.
3.4	Distribution and Collection of Data
	The questionnaires designed were distributed by hand personally by the researcher. Twenty (20) copies of questionnaire were distributed to the secretaries of the Union Bank plc, Surulere Branch Ilorin, Kwara State. The researcher went back the following week to retrieve all the questionnaires. 
3.5	Method of Data Analysis
	The researcher based the analysis on the data collected from the respondents. The presentation of data collected was done in tabular form and converted into percentage for easy reading, understanding and to show the numbers of respondent who answered the questionnaire in chapter four.
CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
	This chapter deals with the interpretation and analysis of data collected from the respondents. Interpretation of findings is based on the response from the collected questionnaire. Data collected are presented in tables and figures were converted to percentage for easy understanding
4.2	Results
Table 1: Does Computer System Serve As Ingredient On The Job Performance
	Option
	Responses
	Percentage (%)

	Strongly agree
	15
	80

	Agree 
	05
	20

	Strongly disagree
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100


Source : Researcher’s field Work, 2023
Table 1 above shows that, 15(80%) respondents strongly agreed that Computer system serves as ingredient on the Job performance, while  5(20%) respondents agreed while no response to strongly disagreed and disagreed respectively. Therefore,  it seen that, computer system save as ingredient on the job performance.
Table 2: Does Computer System Stand As Essential Ingredient For Success In The World Of Work.
	Option
	Responses
	Percentage (%)

	Strongly agree
	04
	20

	Agree 
	12
	60

	Strongly disagree
	02
	10

	Disagree 
	02
	10

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	Table 2 above revealed that, 4(20%) strongly agreed, 12(60%) respondents agreed, while only 2(10%) respondents strongly disagreed and 2 (10%) disagreed. It is therefore, ascertained that, computer system stand as essential ingredient for success in the world of work.
Table 3: Does Computer Application Skills Affect The Productivity Of Work Done.
	Option
	Responses
	Percentage (%)

	Strongly agree
	00
	0.00

	Agree 
	00
	0.00

	Strongly disagree
	15
	80

	Disagree 
	05
	20

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	Table 3 shows that, 15(80%) respondents strongly disagreed that computer application skills affect the productivity of work done, while 5(20%) of the respondents disagreed with the statement.. In the above result its shows that computer application skills does not affect the productivity of work done.
Table 4: The Advent Of Computer Affected The  Demand For Success In The World Of Work
	Option 
	Responses
	Percentage (%)

	Strongly agree
	13
	75

	Agree 
	07
	25

	Strongly disagree
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	Table 4 above shows that, 13(75%) respondents strongly agreed and 7(25%) respondents agreed that advent of computer affected the demand for success in the world of work.
	It is therefore, concluded that, the advent of computer affect the demand for success in the world of work.
 
 

Table 5: Who Are Not Computer Literate Are Not Employable In Today’s Modern Office.
	Option
	Responses
	Percentage (%)

	Strongly agree
	13
	75

	Agree 
	07
	25

	Strongly disagree
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100


Source: Researcher’s field Work, 2023
	In table 5, 13(75%) of the respondents strongly agreed that who are not computer literate are not employable in a modern office, while 7(25%) respondents also agreed with the statement.     Therefore, it shows that, who are not computer literate are not employable in today’s  modern office.
Table 6: Worker Without Computer System Skills Maintains Their Position In The Modern Office.
	Option
	Responses
	Percentage (%)

	Strongly agree
	02
	10

	Agree 
	01
	5

	Strongly disagree
	15
	75

	Disagree 
	02
	10

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	From the table 6 above, 2 (10%) of the respondents strongly agreed, while, 1(5%) of the respondent agreed and 15(75%) of the respondent strongly disagreed, while 2(10%) of them disagreed that worker without computer system skills maintains their positions in the modern office. Therefore, it is seen that, workers without computer system skills does not maintain their position in the modern office. 
Table 7: There Are Offices That Are Still Accepting Worker Without Computer Knowledge.
	Options
	Response 
	Percentage (%)

	Strongly agree
	00
	0.00

	Agree 
	02
	20

	Strongly disagree
	18
	80

	Disagree 
	00
	0.00

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	From the table 7 above, it can be seen that, 18(80%) respondents strongly disagreed, while only2 (20%) respondents agreed that, there are offices that are still accepting  worker without computer knowledge. This shows that, no offices still accept worker without computer knowledge.
 
 
Table 8: The Continues Growth Of Computer In Modern Business World Would Make Worker Without Computer System Be Conveniently Employed.
	Option
	Responses
	Percentage (%)

	Strongly agree
	00
	0.00

	Agree 
	00
	0.00

	Strongly disagree
	15
	75

	Disagree 
	05
	25

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	The responses in table 8 above shows that, 15(75%) of respondents strongly disagreed while  5 (25%) respondents disagreed  that the continues growth of computer in modern business world would make worker without computer system be conveniently employed.
	However, it is save to posit that, the continues growth of computer in modern business world would make worker without computer system be conveniently employed.
 
 
 
 

Table 9:The Knowledge Of Computer System Facilitates The Success In The World Of Work.
	Option
	Responses
	Percentage (%)

	Strongly agree
	11
	55

	Agree 
	06
	33

	Strongly disagree
	03
	15

	Disagree 
	00
	0.00

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	The table 9 above shows that, 11(55%) respondents strongly agreed that knowledge of computer system facilitate the success in the word of work, while 6 (33%) respondents agreed and 3 (15%) respondents strongly disagree. This confirms that, knowledge of computer system facilitates the success in the world of work. 
Table 10: Can You Ease The Output Of Work You Produce With Computer
	Option
	Responses
	Percentage (%)

	Strongly agree
	05
	25

	Agree 
	10
	50

	Strongly disagree
	00
	0.00

	Disagree 
	05
	25

	Total 
	20
	100


Source : Researcher’s Field Work, 2023
	Comparing and contrasting the percentages results of table 10, 5 (25%) respondents strongly agreed and 10(50%) respondents agreed, while 5(25%) respondents disagreed with the statement above. From the result of the respondents, its shows that one can  ease the output of work you produce with computer.
Table 11: Computer Has Displayed Worker In Modern Office.
	Option 
	Responses
	Percentage (%)

	Strongly agree
	15
	75

	Agree 
	00
	0.00

	Strongly disagree
	03
	15

	Disagree 
	02
	10

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	The table 11 above puts in right that, 15(75%) of the respondents strongly agreed that computer has displayed worker in modern office. Only 3(15%) strongly disagreed and 2(10%) of the respondents strongly disagreed that, computer has displayed worker in modern office. It is therefore, seen and concluded that, computer has displayed worker in modern office.
Table 12: Does Computer Bring Promotion To Worker
	Option 
	Responses
	Percentage (%)

	Strongly agree
	17
	85

	Agree 
	03
	15

	Strongly disagree
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	The percentage in table 12 clearly shows that, 17(85%) respondents strongly agreed and 3(15%) respondents agreed that computer bring promotion to worker.
	The table above vividly shows that, computer bring promotion to the workers.
Table 13: The Use Of Computer Made Your Roles As a Worker Easy
	Option 
	Responses
	Percentage (%)

	Strongly agree
	08
	40

	Agree 
	07
	35

	Strongly disagree
	03
	15

	Disagree 
	02
	10

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	As shown in table 13, 8(40%) respondents strongly agreed and 7 (35%) respondents agreed that use of computer made your role as a worker easy. But 3 (15%) respondents strongly disagree and 2 (10%) respondents disagreed. Thus, we can say that, use of computer made your role as a worker easy.
 
Table 14: The Continues Growth Of Computer In Modern Business World Would Make Worker Without Computer Be Conveniently Employed.
	Option 
	Responses
	Percentage (%)

	Strongly agree
	20
	100

	Agree 
	00
	0.00

	Strongly disagree
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100


Source : Researcher’s Field Work, 2023
	Table 14 above indicates, all 20(100%) respondents strongly agreed that continues growth of computer in modern business world would make worker without computer be conveniently employed while there was no response for agreed, strongly disagreed a d disagreed. So this is simply saying that, continues growth of computer in modern business world would make worker without computer be conveniently employed. 
Table 15: Machine Should Be Selected On The Basis Of Fund Available And Its Benefit For Office
	Option 
	Responses
	Percentage (%)

	Strongly agree
	05
	25

	Agree 
	11
	55

	Strongly disagree
	03
	15

	Disagree 
	01
	5

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	Based on the table 15, it is clear that, 5(25%)) respondents strongly agreed and 11(55%) respondents agreed that, machine should be selected on the basis of fund available and its benefits for office.
	However, 3 (15%) respondents strongly disagreed and 1(5%)  respondent strongly disagreed and disagreed respectively with the statement.
	It showed that, machine should be select based on fund available and its benefits for office.
Table 16: Does The Contributions Of Computer To a Nation’s Economy Have Any Effect.
	Option 
	Responses
	Percentage %

	Strongly agree
	18
	90

	Agree 
	00
	0.00

	Strongly disagree
	02
	10

	Disagree 
	00
	0.00

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	Table 16 above indicates that, 18 (90%) respondents strongly agreed that the contribution of computer to a nation’s economy have effect and only 2 (10%) respondents strongly disagreed with the statement.
	According to the respondents, it is therefore, showed that, the contributions of computer to a nation’s economy has effects.
Table 17: The Utilization Of Computer Has Tremendously Increased The Efficiency Of The Worker In An Organization.
	Option 
	Responses
	Percentage (%)

	Strongly agree
	13
	75

	Agree 
	07
	25

	Strongly disagree
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	Table 17 above shows that, 13(75%) respondents strongly agreed that utilization of computer has tremendously increased for the efficiency of the worker in an organization, and 7(25%) agreed with the statement.
	It is therefore, seen that, the utilization of computer has tremendously increased the efficiency of the workers in an organization.  
 
 

Table 18: Does Computer Provide Job Opportunities To The Unemployed.
	Option 
	Responses
	Percentage (%)

	Strongly agree
	10
	50

	Agree 
	10
	50

	Strongly disagree
	00
	0.00

	Disagree 
	00
	0.00

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	This table 18 shows that, 10(50%) of the respondents strongly agreed, while 10(50%) agreed that computer provide job opportunities to the unemployed. This is obvious that, no respondent disagreed with the statement. It showed that, computer provide job opportunities to the unemployed. 
Table 19: Acquiring Appropriate Computer  Skills Will Enable The Professional Workers To Achieve High Productivity
	Option 
	Responses
	Percentage (%)

	Strongly agree
	10
	50

	Agree 
	05
	25

	Strongly disagree
	02
	10

	Disagree 
	01
	5

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	Table 19 shows that, 10( 50%) respondents strongly agreed and 5(25%) respondents also agreed that acquiring appropriate computer will enable the professional worker to achieve high productivity. While 2(10%) respondents strongly disagreed and 1(5%) respondent disagreed with the statement.
	However, this indicated that, acquiring appropriate computer skills will enable the professional workers to achieve high productivity.
Table 20: Does Computer Help Solve The Problem Of Banking Industry In Nigeria .
	Option 
	Responses
	Percentage (%)

	Strongly agree
	10
	50

	Agree 
	05
	25

	Strongly disagree
	01
	5

	Disagree 
	04
	20

	Total 
	20
	100


Source : Researcher’s field Work, 2023
	Based on table 20, it is clear that, 10 (50%) respondents strongly agreed and 5(25%) respondents agreed that computer help solve the problem of banking industry in Nigeria . however, 1(5%) respondent strongly disagreed  while 4(20%) respondents disagreed with the statement. Therefore, from the result of the respondents, its showed that, computer help solve the problem of banking industry in Nigeria.
  
CHAPTER FIVE
Summary, Conclusion And Recommendations
5.1 	Summary
	Computer is the modern trend in banking today. It is very imperative for banks to access its impact operational performance so as to justify if the huge capital invested on it justifiable or not, analyze their problem and proffer possible solutions.
	The objective of this study is to examine how the adoption of computer affects the operations of Union Bank plc, Surulere Branch Ilorin, Kwara State.
	Computer will pay a dominant catalytic role in grow in the market. This view is consistent with Bill Gates powerful statement on the direction o digital economy. According to Gates "the successful companies of the next decades will be the one that use digital tools to re-invent the way they work.
	These companies will make decision, act efficiently and directly touch their customers positive ways
5.2 	Conclusion
	In conclusion, the study revealed that computer has tremendously improved growth and performance of the union Bank plc, Ilorin. Computer has led to increase customer satisfaction, improved operational efficiency, and reduced transaction time, giving the bank a competitive edge. It has also reduced the running cost and ushered in swift response in services delivery of a secretary. Money transfers locally and internationally are made possible by computer.
	Improvement in technology has not displaced secretaries, despite the invention of equipment. Modern equipment has also helped to eradicate monotonous aspects of secretaries work and secretaries more productivity in an organization.
5.3 	Recommendations
The following recommendations are made in light of the findings of the study
1. Secretarial profession is never a profession for the unfortunate ones. So it is recommended that the secretaries should never be looked down upon in their different organization because without them, there is no organization.
1. Secretaries should be given free hands to operate in accordance to their competence. Executive should not be too dictatorial to their secretaries.
1. Because of the technological improvement in the use of modern machines, it is recommended that secretaries be given chance for further studies, to gain more knowledge technically so as to improve the productivity of the organization.
1. It is recommended that delegation of power to the secretaries should be ensured in the organizations because secretaries are specially trained in the handling of administrative duties.
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APPENDIX I
KWARA STATE POLYTECHNIC,
INSTITUTE OF INFORMATION COMMUNICATION AND TECHNOLOGY
DEARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Respondent,
Request For Completion Of Project Questionnaire
	Please you have been identified as one of the resources person to elicit information for the ongoing diploma programme to determine the information topic “ Essence of Computer Literacy on the Effectiveness of Secretary”
	Please indicate your opinion to the questionnaire as honest as possible as this we be used for research only.
Thanks for your cooperation.
 
							            Yours faithfully,
 
								AHMED JAMIU IMAM
			ND/23/OTM/PT/0037
APPENDIX II
QUESTIONNAIRE
Topic: “Essence Of Computer Literacy On The Effectiveness Of Secretaries”
Dear Sir/Madam 
This questionnaire is drawn for academic purpose therefore kindly respond accurately to all questions. Your response will be held with strict confidence. Please tick (  ) in front of each applicable answer.
PLEASE TICK APPROPRIATE
1. Does computer as ingredient on the Job performance.
1. Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Does computer stand as essential ingredient for success in the world of work?  Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Does computer application skill affect the productivity of work done.
Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. The advent of computer affected the demand for success in the world of work
      Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Who are not computer literate are not employable  in  today’s modern office.
      Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d Disagree {   }
1. Worker without computer maintains their position in the modern office.
      Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. There are offices that are still accepting workers without computer knowledge.
      Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. The continues growth of computer in modern business world would make worker without computer e conveniently employed.
Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. The knowledge of computer facilitates the success in the world of work.
Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Can you ease the output of work you produce with computer.
Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Computer has Displayed worker in modern office 
Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Does computer bring promotion to worker
Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. The use of computer made your role as a worker easy.
Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. The continues growth of computer in modern business world would make worker without computer system be conveniently employed.
Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Machine should be selected on the basic of fund available and its benefit for office.
         Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Does the contributions of computer to a nation’s economy  have any effect.
Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. The utilization of computer has tremendously increased the efficiency of the worker in an organization.
      Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Does computer provide job opportunities to the unemployed.
      Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Acquiring appropriate computer skill will enable the professional worker to achieve high productivity
      Strongly agree {      } (b) Agree {     } (c) strongly Disagree {    } (d ) Disagree {   }
1. Does computer system help solve the problem of banking industry in Nigeria
 
 

[bookmark: _GoBack]
image1.png




image2.png




image3.png




image4.png




image5.png
vi




