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ABSTRACT
	This research work was conducted to ascertain impact of modern office technology on the efficiency of an organization, in the course of the study related literatures were reviewed, concept of modern Office technology, effect of modern technology on the Secretary’s Job in an Organization, effect of modern machines on job displacement of Secretaries in organizations today, Utilization of office machines by secretaries for betterment productivity in an organization, Enhancement of modern machines to the efficiency, performance, and productivity of secretaries in an organization, and  Importance of modern technology in Modern offices. The study adopted as descriptive research design and the total numbers of 20 questionnaires was distributed to the respondents. The research took place in kwara state polytechnic, Ilorin, and kwara state ministry of agriculture, Ilorin.
Modern office technology is Important and play a vital role in the performance of employees in the organization. The research work recommend that Employees themselves should be eager to make use of these machines to improve on their job.
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CHAPTER ONE
Introduction
1.1 Background of the study
In the past decades, several changes have taken place in private and public offices regarding the roles and functions of the secretary due to fast technological advancement in all phases of human life, especially in the office environment. Most offices in today's business world, be it government, industry, or other human endeavors, require facts and accurate information for quick decision-making. The office worker, including the secretary, expects certain support from the organization that he/she is employed. This support can be technological (machines and equipment) or human. In the past, managers dictated memos and letters and secretaries typed them in various offices. 
Most recently, institutions have developed word processing centers and relied on personal computers and even electronic mail to lessen the need for secretarial support and make the secretary very productive. The type of machines and gadgets that were used to produce, duplicate and store information has undergone a great transformation to cope with the growing world of technology, as a result, the role of secretaries in the business setup has changed tremendously from that of typewriting, shorthand dictation, answering of telephone calls and processing of emails to the usage of computers and other modern gadgets. 
Todays secretaries are exposed to office technology including the internet which makes work much easier and knowledge more accessible (Edwin, 2018).  It is now easier to send messages by telex, electronic mail (e-mails), fax, and telephone. Other office gadgets available to the secretary are photo-copy machines, duplicating machines, dictating machines, and printers, among others. Secretaries now have many technologically advanced office gadgets to ease their jobs and enhance proficiency and productivity leading to improved access to goods and services globally (Akpomi, 2013).  Technological changes have altered the procedures and techniques for office functions including computers, electronic mail, voice mail, and the internet.  
Spencer (2019) defined automation as the process of replacing human work with work done by machines or systems designed to perform a specific combination of actions automatically or repeatedly. However, in recent times, the secretary s routine work has reached an advanced stage due to the invention of automated office equipment. Most of the traditional and routine tasks are performed by automated office equipment such as computers, telephones, etc.  
The efficiency and effectiveness of the secretary in every business organization depend on the availability of office technologies as well as the skills and competencies of the secretary (Ordu&Akpomi 2019). Modern organizations have come to appreciate the role and importance of the secretary as well as the need to provide the requisite and necessary office machines and equipment for the efficiency of secretarial functions. This study was conducted and guided by the following objectives: to assess the impact of modern office technology on the performance of secretaries in some selected business organizations; to ascertain the kind of modern office equipment available at these selected business organizations; to examine the secretary s knowledge and the usage of technology/equipment and to assess the contribution of those technological facilities to the performance of secretaries.
Collins English Dictionary (Complete and Unabridged 2003) defines a secretary as a person who handles correspondence, keeps records, and does general clerical work for an individual, organization, etc. For Mayer (2017) a secretary is an executive assistant who possesses a mastery of office skills, demonstrates the ability to assume responsibility with or without supervision, exercises initiative and judgment, and decides within the scope of assigned authority. Armah (2015) posits that in modern office technology, the role of the secretary is crucial to the progress of an organization. This is buttressed by Akpomi and Ordu (2019) who believe that the effective performance of the professional secretary depends upon the office equipment, knowledge, and skills of that person. 
The concise Oxford English dictionary published in London, UK, defines modern technology as using the most up-to-date techniques and equipment and also as the application of scientific knowledge for practical purposes. According to Atakpa (2016) secretarial functions which were previously done manually have been mechanized or automated. Spencer (2019) defined automation as the process of replacing human work with work done by machines or systems designed to perform a specific combination of actions automatically or repeatedly. Nwosu, 2013 identified that modern office skills allow words, sentences, and paragraphs to be manipulated through the use of a word processor.  This modern office facility makes it possible for a range of editing options such as deleting and insertions before printing the document. Furthermore, word processors have simplified tasks like documents designing, form filling, information retrieval, and printing.
1.2    Statement of problem  
	Even though modern technology is regarded as important and of high value in ensuring quality work output in an office, as well as bringing about productivity. It is equally believed that these machines can cause jobs. Displacement. This is the fear that many employees suffer from when new machines are being purchased for use by their organization. The machines are cost-effective. Some organizations do not apply the use of some of the modern machines and this lead to poor performance, this is because they seem not to attach great importance to these machines and most secretaries are ignorant of their uses.
1.3    Objective of the study
The study intends to achieve the following:
a.      To examine the concept of modern technology and its effect on the secretary’s profession.
b.      To examine whether modern technology causes job displacement of secretaries in organizations.
c.       To determine whether the secretaries utilize the office machines for productivity in every aspect.
d.      To determine whether modern machines enhance the secretary's efficiency.
e. to identify the importance of modern technology in modern offices.
1.4    Research Questions
Based on the topic, of the effect of modern technology on the secretarial profession in government parastatals, this study has drawn up the following research questions:
a.      What effect does modern technology have on the secretary's job in an organization?
b.       How have these modern machines caused job displacement of secretaries in organizations today?
c.       How well do secretaries utilize office machines for productivity in their places of work?
d.      Does modern machines enhance the secretary's efficiency, performance, and productivity?
e.       What is the importance of modern technology in modern offices?

1.5 Significance of the Study
One important significance of this research is to enlighten office technology and management products on the importance and inevitability of modern office technology and therefore encourage them to adopt the appropriate method of using the tools to carry out their tasks in the office. This study will also be of great value to every office manager, employee, young and professionals persons, giving them a good thought on how to be more productive using desktop publishing skills.
1.6 Limitation
There were no problems, challenges, constraints, or limitations encountered during the course of writing this very chapter of this study.
1.7 Delimitation 
This project is focused on the general objective of the study is the impact of modern office technology on the efficiency of an organization. Specifically, the study intends to find out the following No attempt would be to go beyond this topic.



CHAPTER TWO
LITERATURE REVIEW
This research is on the impact of modern office technology on the efficiency of an organization. This study will be conducted under the following, subheadings.
2.1 The concept of modern Office technology
2.2 Effect of modern technology on the Secretary’s Job in an Organization
2.3 Effect of modern machines on job displacement of Secretaries in organizations today
2.4 Utilization of office machines by secretaries for betterment productivity in an organization
2.5 Enhancement of modern machines to theefficiency, performance, and productivity of secretaries in an organization
2.6 Importance of modern technology in Modern offices
2.1 The concept of modern Office technology
Early 1990s concept of Office machine, the term office automation refers to all tools and methods that are applied to office activities which make it possible to process written, visual, and sound data in a computer-aided manner. 
Office automation is intended to provide elements which make it possible to simplify, improve, and automate the organization of the activities of a company or a group of people (management of administrative data, synchronization of meetings, etc.). 
Modern office technology refers to the use of technology to improve the efficiency and productivity of office work. It includes the use of computers, software applications, communication devices, and other digital tools that help automate routine tasks and streamline workflow. Office technology as a concept is the deployment of scientific knowledge, devices, and systems to facilitate and enhance information processing and delivery Oludale&Dosunmu, (2013). It is also viewed as a concept associated with office automation, electronic technology, and office globalization.
In the past decades, several changes have taken place in private and public offices regarding the roles and functions of the secretary due to fast technological advancement in all phases of human life especially in the office environment. Most offices in today’s business world, be it government, industry, or other human endeavors, require facts and accurate information for quick decision-making. The office worker, including the secretary, expects certain support from the organization in that he/she is employed. 
This support can be technological (machines and equipment) or human. In the past, managers dictated memos and letters and secretaries typed them in various offices. Most recently, institutions have developed word processing centers and relied on personal computers and even electronic mail in an effort to lessen the need for secretarial support and make the secretary very productive (Ezoem, 2017).
2.2 impact of modern technology on the Secretary’s Job in an Organization
An automated office, obviously, grants the secretary new roles and responsibilities. With such new roles, secretaries are required to gain additional training and qualifications. Aromolaran (2013) postulated that automation in offices creates a distinct career path for the secretary and gives him/her a prominent position in the organizational chart. Additionally, with automation, the secretary now spends less time correcting, revising, proofreading, and reproducing documents.
Now, we are in the era of the Industrial Revolution 4.0, where internet technology has become the basis of human life. Digital technology has not only changed our personal lives but has completely changed the world of business and no industry is an exception (Li, 2020) Utilizing digital technology and the internet in business activities with the aim of significantly increasing productivity and efficiency. In general, the digital revolution is driven by four types of technology that have a big impact on secretaries lives: 
1) Mobile Internet: smartphones/mobile gadgets have taken over the role of home phones or gadgets that use the fixed line for people who access the Internet.
 2) Cloud Computing: (Pihir, et al., 2019). There are three common benefits of using cloud services: performance, speed, and cost reduction, faster and relatively inexpensive internet network, and accessibility
 3) Internet of Things (IoT): there were millions of internet-connected devices. Cheaper sensors, faster actuators, and faster and wider internet networks make more areas, connected to one another. As a result, business types, production methods, and the application of new technologies have grown, such as driverless cars, drones, and smart homes.
 4) Big Data and Advanced Analytics: Every second there is an exchange of information and high-power computers that can help humans in the decision-making process. In addition, the exchange of information can help businesses because supply chain information processes become more efficient. By digitizing processes and making organizational changes, governments can enhance services, save money, and improve citizens’ quality of life (Li, 2020). Nowadays companies are dealing with large amounts of data, not only for an important decision but also into their day-to-day activities. To handle properly these large volumes of data, from different sources without missing the opportunities, companies need to figure out how to manage big data to their advantage (Corydon, et al., 2016).
According to Franklin Ursula (2019) traditionally, new technology has been concerned with the construction of machines, structures, and tools on a relatively large scale. The development of materials for building bridges or skyscrapers is an example of this, as is the development of the internalconstruction engine and the nuclear reactor. While such activities involve all the sciences, from chemistry to nuclear physics, the overriding goal has been the same to improve the human condition by finding better ways to deal with the macroscopic world.
However Eric Schalzbery (2014) in his views says that with the high rate of technological development in this “global village” era, the secretary has come to terms with the reality of having her job greatly enriched and complete business activities going on in the modern office. The secretary plays an important role in ensuring the proper utilization of these machines for greater productivity.
2.3 Effect of modern machines on job displacement of Secretaries in organizations today
Several changes have taken place in private and public offices as regards the roles and functions of the secretary. The type of machines and gadgets that were used to produce, duplicate, and store information has undergone a great transformation to cope with the fast-growing world of technology. The success of any organization relies much on the secretary whose role though supportive is critical to the achievement of organizational goals and objectives. In today’s organizations, one of the things that make organizations unique is the use of modern technological gadgets. 
Both internal and external forces such as market competition, consumer behavior, technology, and quality management are the drivers of organizational change In today’s business world, every office requires facts and accurate information for quick decision-making (Akpomi and Ordu, 2019). In Modern Office Technology the role of the secretary is crucial in the life or progress of an organization hence, needs some technological and human backing from the workplace. The effective performance of the Professional Secretary depends upon the office equipment, knowledge, and skills, of the Professional Secretary. The skill level and functioning of the traditional secretary involve greater physical and mental ability. The introduction of modern technologies and programs has lessened the onerous tasks for the modern secretary. These range from production, reproduction, storage, and retrieval among others. With this advancement in technology, the use of computer and software programs facilitates the work of the professional secretary. 
These include the use of machines such as printers, fax, pen drive, cell phones, photocopier, telex, and the internet. These requisite knowledge and skills make the position of a secretary rather challenging. With the improvement in technology and recent development in the office, it is envisaged that the work of the secretary will be easier. However, these new developments brought by technological challenges require even more knowledge and skills beyond being a professional secretaryOnifade, A. (2019). 
For the secretary to be abreast with the changing times, face the challenges, and overcome the old ways of doing things she or he needs training requirements in recent times to help meet organizational objectives. Information technology has affected many professions in recent times. The roles of secretarial professionals have been turned around by technology. It has provided the tools that shift the role of secretaries from that of information recorders to business strategists (Adedoyin, 2016), several other authors are of the view that the secretary has to be well-equipped to meet the present challenges of a modern office. There are conclusions by experts in the secretarial profession that there need to change that will reshape the office (Boladele, 2022).
As noted by (Edwin, 2018), the roles of secretaries in contemporary times have changed tremendously from the traditional roles. They have access to modern office technology such as the internet, intercom and fax. These modern technologies make work much easier. Dulek and Fielden (2019) also noted that it is easier to send messages using telex, electronic mails, fax and telephones. He noted that the era of computers and information technology helps users to write and edit and send memos, letters and reports. According to Duniya (2021) , modern day offices are equipped with technologically sophisticated gadgets that informs accuracy and efficiency of work output. Information and Communication Technology (ICT) is concerned with managing and processing information. This is made possible through the use of electronic computers and computer software to manage information (Okute, 2021). According to Atakpa (2016), secretarial functions the world over have undergone tremendous technical transformations. He noted further that secretarial functions which were previously done manually have been mechanized. On the other hand, Okwuanaso and Obayi (2013) have noted that ICT has posed several challenges to secretaries in the execution of their duties. Supporting this claim, Eze (2023) asserted that any office staff of today that is lacking in Information Communication Technology would find work boring and uninteresting.
 According to Nwaokwa and Okoli (2014), the introduction of ICT has changed the roles of secretaries. They opined that ICT has influenced the performance of secretaries in the delivery of information, accuracy, and effectiveness at the workplace. Nonye (2013) researching the need for capacity building of secretaries in modern office technology concluded that secretaries should be abreast of the use of modern office technology and recommended the need for periodic training programs to be organized for secretaries to update their knowledge on modern office skills. With modern office skills, words, sentences, and paragraphs are manipulated. This is made possible using a word processor. This makes possible all range of editing options applicable. This makes possibilities for deleting and inserting sentences before they are printed. Designing of documents, filling forms, retrieving information, and finally printing have become simplified tasks with the use of word processors (Nwosu, 2022).
 Examining the effects of information and communication technology on the performance of public sector secretaries, Buseni (2013) asserted that the quality of a secretary is a function of a reliable reporting framework. The study revealed that the use of computer, telecommunication, and video techniques positively and significantly affected the productivity of public sector secretaries


2.4 Utilization of office machines by secretaries for betterment productivity in an organization
In today’s organizations, one of the things that make organizations unique is the use of modern technological gadgets. Both internal and external forces such as market competition, consumer behavior, technology, and quality management are the drivers of organizational change in today’s business world, every office requires facts and accurate information for quick decision-making (Akpomi and Ordu, 2019).  
The introduction of modern machines such as printers, fax, pen drive, cell phones, photocopier, telex, internet, and programs has lessened the onerous tasks for the modern secretary. The effective performance of the Secretary depends upon the available office equipment, knowledge, and skills. The skill level and functioning of the traditional secretary involve greater physical and mental ability.  The introduction of modern technologies and programs has lessened the onerous tasks of the modern secretary, ranging from production, reproduction, storage, and retrieval among others. These requisite knowledge and skills make the position of the secretary rather challenging, hence the reason for graduates of other disciplines and professions now embracing the secretary ship as their career.
However, these new developments brought by technological challenges require even more knowledge and skills beyond being a secretary. In order to face the challenges and problems brought to bear by the introduction of modern technology training and retraining of the secretary is paramount.
Information technology has affected many professions in recent times. The roles of secretarial professionals have been turned around by technology. It has provided the tools that shift the role of secretaries from that information recorders to business strategists ( Iro-Idoro and Jimoh, 2018).
There is a wide range of office machines and equipment which now enable secretaries to improve their performances. Such new machines take the form of electronic typewriters that have replaced manual ones. Word processors with multi-purpose facilities, computers, and other sophisticated office machines and equipment are now provided by employers. Some of the physical equipment used by secretaries includes computer communication equipment and electronic pocket organizers (Lucas, 2017). New technological equipment that has altered the procedures and techniques for office functions include computers, electronic mail/commerce, voice mail, and the Internet. 
2.5 Enhancement of modern machines to the efficiency, performance, and productivity of secretaries in an organization
Enhancement of modern machines to the efficiency, performance, and productivity of secretaries in an organization. The emergence of secretarial personnel into Nigeria’s economic development can be traced to the colonial days. The British colonial administration saw the need to have Nigerians to serve them in different lower capacities as typists, messengers, court clerks, interpreters etc. To make this a reality, they introduced into Nigeria’s educational curriculum some subjects that could make students become secretaries. These subjects include Typewriting, Shorthand Secretarial Duties,
	Office Practice among others. According to National Secretaries Association (United States of America) as cited by Ejeka (2016) a Secretary is an assistant to an executive, possessing mastery of office skills and ability to assume responsibility without direct supervision, who displays initiative, exercises judgment and takes decision within the scope of his/her authority. Onosanya (2019) sees a secretary as the chief administrator of an organization or a person who performs the functions of organizing and recording the proceedings of a meeting.
2.6 Importance of modern technology in Modern offices
The use of modern office equipment is inevitable to offices in this modern era- until the 15th century before the advent of typewriters, publication of business documents was a difficult job and bored mostly to secretaries because everything has to be handwritten. 
	With time and technological growth, business organizations witnessed information overload due to over increasing commercial transactions. Business therefore, needs technology to turn out words effectively, efficiently and continuously.
These days, the world of work is changing fast, as we approach  the new millennium modern equipment are fast replacing manual machines in  the workplace, computer automated machines have gradually taken the work of men. With the level of sophistication and cut throat competition in our society, nobody is resting on their oars in the new technological ageBoladele, Y. (2014).
With the introduction of new technologies, business men have been saved from carrying huge sums of money all over the place, the advent of electronic fund transfer is a pointer to this topic.
	The use of internet, E-mail, pagers, digitized telephone services, mobile phones, answering machines have made the job of executive, top managers less cumbersome and communication gap has been bridged with the popularization of these gadgets. Business and transactions can be discussed through these servicesOnifade, A. (2019).  
	Even in terms of society for the workplace it is common feature in some big organization to mount circuit television, to monitor movement of people. Big time executive also use close circuit television to wade off intruders and those they don’t want to see, with this, productivity is thus enhanced Adedoyin, T. (2016).

CHAPTER THREE
METHODOLOGY
        This chapter deals with the procedures and methods used for obtaining the data needed for the analysis and completion of this research work impact of modern office technology on the efficiency of an organization.
The detail will take this form
3.1 Instrument used
3.2 Population for the Study
3.3 Sample and Sampling Technique
3.4 Distribution and Collection of Data
3.5 Validity
3.6 Reliability
3.7 Method of Data Analysis.
3.1 Instrument used
Data for the research work were gathered through the use of questionnaires. The research questionnaire was designed for the collection of data necessary to provide information to the research questions stated in chapter one. The questionnaire was vetted and scrutinized by the researcher's supervisor, to ensure that it was in line with the topic.
3.2 Population for the Study
This research aimed to critically look at improving secretarial productivity through the use of modern office machines and equipment the entire population of secretaries used was 20 in kwara state polytechnic, Ilorin, and kwara state ministry of agriculture, Ilorin.
3.3 Sample and Sampling Technique
       A sample of 20 secretaries of the total population was selected in the organization.
3.4 Distribution and Collection of Data
      20 copies of the questionnaire were distributed by the researcher at the chosen case study and we were returned by the respondent to the questionnaire was framed in such a way that it is selective of the research questions highlighted in chapter one. After the necessary correction by my supervisor, approach the distribution of copies of the questionnaire as given to the respondents.
3.5 Validity
A validity test was carried out to ensure that the research instrument measured what it was supposed to measure. The four methods of measuring external validity face validity face and content validity were carried out in this work.
Content validity measures the appropriateness of the wording of the instrument and the objectives of the study while face validity enables the researchers to assert to claim to have measured what he or she end to measure. The researcher also confirmed id the format used in designing the instrument is appropriate for obtaining the information required from the respondents.
3.6 Reliability
The reliability test ensures that the instrument measures consistently as required by the work. All of the 20 copies of a questionnaire sent out, 20 copies of the questionnaire containing 20 questions were disturbed, twenty- copies (20) were returned, analyze or otherwise convert to data into usable information. The statistical package for social science  (SPAS) data entry form contains all collected on the instrument used it was validated by the expert,) contain all collected on the instrument used was validated by the experts in educational respondents.
3.7 Method of Data Analysis.
The data collected through the questionnaire were analyzed manually, using tables and percentages to explain the analysis. The analyses are presented in the next chapter.

CHAPTER FOUR

DATA ANALYSIS
4.1	Introduction
This chapter illustrates the presentation and analysis of data collected through the questionnaire.
As stated in Chapter three, twenty (20) copies of the questionnaires were distributed to the organizations chosen as the case study.  Twenty (20) copies were completed and returned. The results obtained from the questionnaires formed the basis of this chapter.
The information gathered through the questionnaire is carefully analyzed below and all the questions are adequately effective of questions raised in chapter I of the research questions
4.2	Presentation and Analysis of Data
Table 1: The use of internet, E-mail, pagers, digitized telephone services, mobile phones, answering machines have made the job of executive, top managers less cumbersome.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	10
4
5
1
	50
20
25
5

	Total 
	20
	100


Source: Field Survey, 2025
Table 1 shows that, 10(50%) of the respondents strongly Agreed, 4(20%) agreed, 5(25%) partiallygreed. 1(5%) disagreed whether or not that the use of internet, E-mail, pagers, digitized telephone services, mobile phones, answering machines have made the job of executive, top managers less cumbersome.
Table 2: The wide range of office machines and equipment has enable secretaries to improve their performances.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	10
2
5
3
	50
10
25
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 2 states that 8(40%6) strongly agreed, 2(10%) agreed, 5(25%) disagreed, 1(5%) strongly disagreed whether or not responses of the respondents on whether The wide range of office machines and equipment has enable secretaries to improve their performances.


Table 3:Office technology is the deployment of scientific knowledge, devices, and systems to facilitate and enhance information processing and delivery.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	12
3
2
3
	60
15
10
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 3 affirmed that, 12(60%) of the respondents strongly agreed, 3 (15%) agreed, 2(10%) strongly disagreed, 3(15%) disagreed whether or not that the Office technology is the deployment of scientific knowledge, devices, and systems to facilitate and enhance information processing and delivery.


Table 4: An automated office create and record ore reliable information.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	1
15
2
2
	5
75
10
10

	Total 
	20
	100


Source: Field Survey, 2025
Table 4 shows that, 1(5%) strongly agreed, 15(75%) agreed, 2(10%) strongly disagreed, 2(10%) disagreed whether or not that An automated office create and record ore reliable information


Table 5: Term office automation refers to all tools and methods that are applied to office activities.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	17
1
1
1
	85
5
5
5

	Total 
	20
	100


Source: Field Survey, 2025
Table 5 indicates that, (85%) strongly agreed, 1(5%) agreed, 1(5%) disagreed, 1(5%) strongly disagreed whether or not that the term office automation refers to all tools and methods that are applied to office activities


Table 6: In Modern Office Technology the role of the secretary is crucial in the life or progress of an organization hence.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	8
4
5
3
	40
20
25
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 6 shows that 8(40%) of the respondents strongly agreed, 4(20%) agreed, 5(25%) strongly disagreed while 3(15%) disagreed whether or not that In Modern Office Technology the role of the secretary is crucial in the life or progress of an organization hence.


Table 7: The introduction of modern technologies and programs has lessened the onerous tasks for the modern secretary
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	5
2
9
4
	25
10
45
20

	Total 
	20
	100


Source: Field Survey, 2025
Table 7 shows that, 5(25%) of the respondents strongly agreed, 2(10%) agreed, 9(45%) strongly disagreed, 4(20%) disagreed whether or not that the introduction of modern technologies and programs has lessened the onerous tasks for the modern secretary


Table 8:The secretary has to be well-equipped to meet the present challenges of a modern office.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	4
15
1
0
	20
75
5
0

	Total 
	20
	100


Source: Field Survey, 2025
Table 8 affirmed that, 4(20%) of the respondents strongly agreed and 15 (75%) agreed and 1 respondent strongly agree while nil for disagree that The secretary has to be well-equipped to meet the present challenges of a modern office.



Table 9: The secretary has come to terms with the reality of having her job greatly enriched.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	12
0
7
1
	60
0
35
5

	Total 
	20
	100


Source: Field Survey, 2025
Table shows that, 12 (60%) strongly agreed, 7935%) strongly disagreed while 1(5%) disagreed whether or not that the secretary has come to terms with the reality of having her job greatly enriched.


Table 10: New technology has been concerned with the construction of machines, structures, and tools on a relatively large scale.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	2
10
5
3
	10
50
25
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 10: indicate that, 2(10%) strongly disagreed, 3(156) disagreed whether or not that the New technology has been concerned with the construction of machines, structures, and tools on a relatively large scale.


Table 11: These modern technologies make work much easier. 
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	8
7
2
3
	40
35
10
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 11 indicates that, 8(40%) strongly agreed, 7(35%) agreed that These modern technologies make work much easier


Table 12: These requisite knowledge and skills make the position of a secretary rather challenging.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	4
0
16
0
	20
0.00
80
0.00

	Total 
	20
	100


Source: Field Survey, 2025
The table 12 shows that, 4(20%) strongly agreed, 16(80%) strongly disagreed that the These requisite knowledge and skills make the position of a secretary rather challenging.


Table 13: An automated office, obviously, grants the secretary new roles and responsibilities.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	20
0
0
0
	100
0.00
0.00
0.00

	Total 
	20
	100


Source: Field Survey, 2025
Table 13 states that, 20 (100%) of the respondents strongly agreed that an automated office, obviously, grants the secretary new roles and responsibilities


Table 14: Today s secretaries are exposed to office technology including the internet which makes work much easier and knowledge more accessible
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	5
5
7
3
	25
25
35
15

	Total 
	20
	100


Source: Field Survey, 2025
Table14 shows that 5(25%) strongly agreed, 5(25%) agreed, 7(35%) strongly disagreed that Today s secretaries are exposed to office technology including the internet which makes work much easier and knowledge more accessible while 3(15%) disagreed.


Table 15: Technological changes have altered the procedures and techniques for office functions including computers, electronic mail, voice mail, and the internet.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	8
7
2
3
	40
35
10
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 15 indicates that, 8(40%) strongly agreed, 7(35o) agreed, 2(10%) strongly disagreed and 3(15%) that the technological changes have altered the procedures and techniques for office functions including computers, electronic mail, voice mail, and the internet.


Table 16: The secretary s routine work has reached an advanced stage due to the invention of automated office equipment.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	18
0
2
0
	90
0.00
10
0.00

	Total 
	20
	100


Source: Field Survey, 2025
Table 16 above indicates that, 18 (90%) respondent strongly agreed that the secretary s routine work has reached an advanced stage due to the invention of automated office equipmentwhile 2(10%) respondents strongly disagreed with the Statement


Table 17: Modern organizations have come to appreciate the role and importance of the secretary.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	13
7
0
0
	75
25
0.00
0.00

	Total 
	20
	100


Source: Field Survey, 2025
Table I7 above shows that, 13(75%) respondents strongly agreed and 7(25%) respondents agreed that the modern organizations have come to appreciate the role and importance of the secretary.


Table 18: The office staff of today that is lacking in Information Communication Technology would find work boring and uninteresting.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	10
10
0
0
	50
50
0.00
0.00

	Total 
	20
	100


Source: Field Survey, 2025
This table 18 shows that, 10(50%) respondents strongly agreed and 10(50%) respondents agreed that the office staff of today that is lacking in Information Communication Technology would find work boring and uninteresting.


Table 19: In today’s organizations, one of the things that make organizations unique is the use of modern technological gadgets
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	10
5
2
3
	50
25
10
	15

	Total 
	20
	100


Source: Field Survey, 2025
Table 19 shows that, 10 (50%) respondents strongly agreed and 5 (25%) respondent also agreed that in today’s organizations, one of the things that make organizations unique is the use of modern technological gadgets. While 2(10%) respondents strongly disagreed and 1(5%) respondent disagreed with the statement.


Table 20: The effective performance of the Secretary depends upon the available office equipment, knowledge, and skills.
	Choice 
	No of respondents 
	Percentage % 

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	18
0
2
0
	90
0.00
10
0.00

	Total 
	20
	100


Source: Field Survey, 2025
Based on table 20, it is clear that, 18(90%) respondents strongly disagreed and 2(10%) respondents agreed that the effective performance of the Secretary depends upon the available office equipment, knowledge, and skills.



CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1 Summary
	This study is based onimpact of modern office technology on the efficiency of an organization with a reference in Kwara state polytechnic, Ilorin, and Kwara State ministry of agriculture, Ilorin.
The study apparently discussed on how modern office technology makes every workers in the organization to be more productivity.
	The following items was discussed in chapter two, concept of modern Office technology, effect of modern technology on the Secretary’s Job in an Organization, effect of modern machines on job displacement of Secretaries in organizations today, Utilization of office machines by secretaries for betterment productivity in an organization, Enhancement of modern machines to the efficiency, performance, and productivity of secretaries in an organization, and  Importance of modern technology in Modern offices
	Data were also collected by the use of questionnaire. The questionnaire was designed by the researcher with the assistance of her supervisor and distributed to the chosen case studies, twenty (20) copies of questionnaire were distributed and twenty (20) were answered and returned. Data were analyzed and presented in chapter four (4).
	Finally, it was observed that the recent technologies is important on organization efficiency, this is because, when the organization make use of the recent office technology they will be productive, save and retrieve information easily with this will organization will maintain it growth.
5.2 Conclusion
	This study discussed on how modern office technology has impacted positively and effectively on the employee performance in an organization. Modern office technology play an important role to workers in carrying out their responsibilities in the organization.
	This study has also helped individuals seeking to be an employee of an organization to be more actively and he or she should be able to handle modern office technology for them to be able to carrying out their duties.
5.3 Recommendations
	Based on the findings the following recommendations are listed below, which they are:
· Organization should provide fund for the procurement of these needed machines in their right quantities and qualities and at the right time.
·  Organization should send employees on training from time to time.
·  Employees themselves should be eager to make use of these machines to improve on their jobs.
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APPENDIX
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir,
REQUEST FOR THE COMPLETION OF THE PROJECT QUESTIONNAIRE
	I am a student of the Department of Office Technology and Management, INSTITUTE OF INFORMATIONA AND COMMUNICATION TECHNOLOGY, KWARA STATE POLYTECHNIC, ILORIN pursuing the National Diploma. I am conducting a research project on impact of modern office technology on the efficiency of an organization.
I will be glad if you can go through and respond to the enclosed questionnaire designed for data collection. The study is strictly for academic purpose and the information provided will be used in the research.
Please kindly tick the correct option to the questionnaire and were necessary, please write in full. At the same time, individual response will be kept confidential.


Yours faitfully

FAYOMI FUNKE FELICIA
ND/23/OTM/PT/0051


APPENDIX II
KWARA STATE POLYTECHNIC
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir  
             REQUEST FOR THE COMPLETION OF THE PROJECT QUESTIONNAIRE 
I am a student from the Department of office technology and Management, INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY, KWARA STATE POLYTECHNIC, Ilorin pursuing the Higher National Diploma. I am conducting a research project on impact of modern office technology on the efficiency of an organization.
I will be glad if you can go through and respond to the enclosed questionnaire designed for data collection. The study is strictly for academic purposes and the information provided will be used in the research.
Please kindly tick (√) the correct option to the questionnaire and where necessary, please write in full. At the same time, individual responses will be kept confidential.

Yours faithfully,

FAYOMI FUNKE FELICIA
ND/23/OTM/PT/0051


QUESTIONNAIRE
1. The use of internet, E-mail, pagers, digitized telephone services, mobile phones, answering machines have made the job of executive, top managers less cumbersome.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )
2. The wide range of office machines and equipment has enable secretaries to improve their performances.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

3. Office technology is the deployment of scientific knowledge, devices, and systems to facilitate and enhance information processing and delivery.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

4. An automated office create and record ore reliable information.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

5. Term office automation refers to all tools and methods that are applied to office activities.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

6. In Modern Office Technology the role of the secretary is crucial in the life or progress of an organization hence.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

7. The introduction of modern technologies and programs has lessened the onerous tasks for the modern secretary.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

8. The secretary has to be well-equipped to meet the present challenges of a modern office.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

9. The secretary has come to terms with the reality of having her job greatly enriched.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

10. New technology has been concerned with the construction of machines, structures, and tools on a relatively large scale.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

11. These modern technologies make work much easier.

Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

12. These requisite knowledge and skills make the position of a secretary rather challenging.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

13. An automated office, obviously, grants the secretary new roles and responsibilities.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

14. Today s secretaries are exposed to office technology including the internet which makes work much easier and knowledge more accessible.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

15. Technological changes have altered the procedures and techniques for office functions including computers, electronic mail, voice mail, and the internet.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

16. The secretary s routine work has reached an advanced stage due to the invention of automated office equipment.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

17. Modern organizations have come to appreciate the role and importance of the secretary.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

18. The office staff of today that is lacking in Information Communication Technology would find work boring and uninteresting.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

19. In today’s organizations, one of the things that make organizations unique is the use of modern technological gadgets.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )

20. The effective performance of the Secretary depends upon the available office equipment, knowledge, and skills.
Strongly agree (   ) Agree (  ) strongly disagree (  ) Disagree (  )
