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CHAPTER ONE
INTRODUCTION
1.1	Background of the Study
Secretarial practice has long been a fundamental profession encompassing procedures, knowledge, methods, and skills necessary for office management and administrative support. Secretaries and office assistants play a crucial role in both private and public organizations, ensuring smooth operational workflows, documentation, and communication (Adam, 2011). Historically, the secretarial profession involved skills such as shorthand, manual and electronic typing, office correspondence, and document management. However, with rapid advancements in technology, particularly in information and communication technologies (ICT), the profession has undergone significant transformations (Adam, 2011).
The introduction of computers, automation, and artificial intelligence (AI) has revolutionized office administration. AI-powered tools now perform many tasks traditionally carried out by secretaries, such as scheduling meetings, transcribing documents, and managing databases (Bowling, Burch, Johanson, &Tammelin, 2015). These advancements have raised concerns about the relevance and sustainability of the secretarial profession in its traditional form. While some argue that AI threatens the profession by replacing human effort, others contend that AI enhances productivity and efficiency by allowing secretaries to focus on high-value tasks (Allen, 2020).
In the past, secretarial roles were largely confined to clerical duties, requiring basic administrative skills such as typewriting and shorthand. However, modern secretarial practice demands a broader range of competencies, including digital literacy, data management, and proficiency in AI-driven office applications (Adirondack & Taylor, 2001). The shift has necessitated a review of secretarial education curricula to align with emerging trends and technological advancements. Unfortunately, many institutions have been slow to adapt, leaving graduates with skills that may not fully meet contemporary workplace demands (Ashton, 2000).
Artificial Intelligence is revolutionizing industries, and its integration into office administration is inevitable. AI systems can perform cognitive functions traditionally associated with human intelligence, such as learning, problem-solving, and decision-making (Schank, 1991). In the secretarial profession, AI applications such as natural language processing (NLP), speech recognition, and automated scheduling are becoming increasingly common. Despite these developments, the extent to which AI can replace human secretaries remains debatable. While AI enhances efficiency, human intelligence, discretion, and interpersonal skills remain irreplaceable in many administrative functions (Lombardo, Boehm, &Nairz, 2020).
Secretaries undergo training to develop skills in administrative tasks and information processing, facilitated by the utilisation of information technologies. Anikeze, Abonyi, and Okafor (2023), referencing Oyedokun and Adeolu-Akande (2022), define information technology as a broad term encompassing various technologies that facilitate the production, processing, manipulation, storage, communication, and dissemination of information. These technologies include computer hardware, networks, software, data, and other related materials used to construct information systems. Information technology has become indispensable in nearly all organisations today. Digital skills encompass the knowledge and abilities required to effectively utilise digital devices, communication apps, and networks for the purpose of accessing and managing information. These skills are of utmost importance in the modern workplace (UK Study Centre, 2021). The Chartered Institute of Personnel and Development (CIPD) (2020) stated that technology has had a significant impact on the world of work for a considerable period of time. In recent times, advancements in automation, robotics, and AI have increasingly impacted work and the workplace. These technologies have been altering jobs by either replacing, enhancing, or creating new tasks for workers. However, it is worth noting that although technology has the potential to replace or undermine jobs, recent research by the CIPD suggests that the positive effects, such as job enrichment and the creation of new professional development opportunities, tend to outweigh the negative impacts. Nwaobiakara and Amasike (2014) acknowledged that modern information technology has significantly impacted the world by successfully tackling numerous challenging tasks. In recent times, it has played a crucial role in the growth and development of organisations, particularly in enhancing the capabilities and efficiency of secretaries in small and mediumscale enterprises. The secretary must possess the necessary skills and knowledge to effectively handle the current and future challenges of the modern office. This includes managing and organising various types of office documents, as well as performing confidential secretarial tasks at different levels within an organisation.
Given the evolving landscape, it is essential to examine the implications of AI adoption in secretarial practice, particularly in educational institutions and corporate environments. This study aims to explore the impact of AI on secretarial roles, the challenges faced by professionals in adapting to technological changes, and the necessary skills required for future-proofing the profession. This research will focus on Kwara State Polytechnic as a case study to investigate the direct impact of AI on the performance of secretarial duties.
1.2	Statement of the Problem
The rapid advancement of artificial intelligence and digital technology has significantly impacted the secretarial profession, raising concerns about its future viability. Secretarial duties, which were once dependent on human expertise, are increasingly being automated through AI-driven applications. Tasks such as document transcription, scheduling, and data management are now performed by AI-powered virtual assistants, reducing the reliance on human secretaries (Ford & Colvin, 2015).
A critical issue is the perception that AI is rendering the secretarial profession obsolete. Many organizations are shifting towards AI-based solutions to cut operational costs and improve efficiency, thereby reducing the demand for traditional secretarial roles. This trend has led to job insecurity among secretarial professionals and has raised questions about the relevance of conventional secretarial training programs (McCorduck, 2004).
Another major concern is the readiness of secretarial education programs to equip students with the necessary skills for the modern workplace. While some institutions have updated their curricula to include digital literacy and AI applications, many still emphasize outdated skills that may no longer be relevant in AI-driven workplaces (Adam, 2011). This gap between educational training and industry demands creates challenges for graduates seeking employment in contemporary office environments.
Furthermore, there is a growing debate about the effectiveness of AI in performing secretarial functions that require human discretion, emotional intelligence, and critical thinking. While AI can execute routine administrative tasks with precision, it lacks the ability to handle complex interpersonal communications, ethical considerations, and decision-making that secretaries often navigate in professional settings (Russell & Norvig, 2003). The potential risks of over-reliance on AI, such as cybersecurity threats, system failures, and ethical dilemmas, further complicate the discussion.
Specifically, at Kwara State Polytechnic, the increasing adoption of AI-driven office solutions has affected the traditional roles of secretarial staff. Many administrative tasks that were once manual are now being performed by AI software, leading to concerns about job displacement. Additionally, students pursuing secretarial studies at the institution may face challenges securing employment if they are not equipped with AI-related competencies. Despite these concerns, the extent to which AI has impacted secretarial performance at the institution remains unclear. Thus, it is imperative to investigate how AI influences secretarial duties at Kwara State Polytechnic, the preparedness of students for AI-integrated workplaces, and strategies to ensure that the secretarial profession remains relevant in the digital era. By investigating these issues, this study aims to provide insights into the evolving nature of secretarial practice and offer recommendations for ensuring that professionals remain competitive and adaptable in the digital era.
1.3	Objectives of the study
The main objectives of this study is to investigate the impact of AI on the performance of secretarial duties. The specific objectives are:
i. To access the impact of AI adoption on the roles and responsibilities of secretarial professionals at Kwara State Polytechnic
ii. To analyze the impact of the secretarial education programs in adapting to technological changes
iii. To identify the potential risks and benefits of AI integration in performing secretarial duties.



1.4	Research Questions
	Therefore, this study seeks to address the following key questions:
1. What is the impact of AI adoption on the roles and responsibilities of secretarial professionals at Kwara State Polytechnic?
2. How prepared are secretarial education programs in adapting to technological changes?
3. What are the potential risks and benefits of AI integration in secretarial practice?
1.5	 Significance of the Study
This study is significant because it will contribute to the understanding of the role of Artificial intelligence in enhancing the performance of secretaries in organizations. It will provide insight into how Kwara State Polytechnic can improve their technological practices, training programs, and performance evaluations. Additionally, the findings could assist other government organizations and private sector entities in improving the efficiency and effectiveness of their secretarial teams.
Moreover, this research will contribute to the academic literature on organizational communication and secretarial studies, providing valuable information for future researchers interested in this area. It will also highlight the need for continuous professional development and training for secretaries in the use of AI to ensure they have the skills needed to perform effectively in dynamic organizational environments.
1.6	Delimitation
The study will focus specifically on the Kwara State Polytechnic, excluding other public institutions or private-sector organizations. This focused approach allows for a detailed examination of the integration of AI into secretarial roles within this particular polytechnic in Kwara State. Data will be gathered from secretarial staff involved in task coordination and communication, while other employees who may interact with secretarial functions but are not directly responsible for coordination will not be included in the study.
1.7	Limitations
The study's findings are limited to Kwara State Polytechnic, so the results may not be directly applicable to other universities, government agencies or organizations, either in Nigeria or elsewhere. Additionally, the study will rely on perspectives from secretarial staff, which may not fully represent the experiences of other departments or stakeholders.







[bookmark: _Hlk197338158]CHAPTER TWO
LITERATURE REVIEW
This chapter deals with review of related literature. The review will be conducted under the following sub-headings
2.0	Introduction
2.1	 Artificial Intelligence (AI)
2.2	The Secretary’s Role and Performance
2.3	The Impact of Computers on the Secretary’s Role
2.4	The Significance of Computers in Secretarial Administration
2.5	Importance of Computer Skills on Secretary Productivity, Communication, and Efficiency
2.6	The Role of Computer Skills in Office Management
2.7	Computer Skills for Secretaries: Essential Competencies
2.0	Introduction
This chapter presents a comprehensive review of relevant literature relating to the impact of Artificial Intelligence (AI) on the performance of secretarial duties. The chapter begins with a conceptual clarification of key terms, followed by a detailed exploration of previous empirical studies. The literature review aims to provide a theoretical and empirical foundation for the current study, identifying gaps that this research seeks to fill. Key concepts discussed include Artificial Intelligence, the role and evolution of secretarial duties, the intersection of technology and secretarial functions, and the specific applications of AI in administrative and secretarial environments.
2.1	 Artificial Intelligence (AI)
Artificial Intelligence (AI) is broadly defined as the simulation of human intelligence processes by machines, particularly computer systems. These processes include learning, reasoning, and self-correction. AI encompasses subfields such as machine learning, natural language processing, robotics, and computer vision. AI in the office setting typically takes the form of software applications that streamline administrative tasks. Examples include AI-powered virtual assistants, scheduling tools, transcription services, and workflow automation platforms. A secretary is an administrative professional who supports management by handling clerical and communication tasks, including managing correspondence, organizing meetings, and maintaining records. The modern secretary is also expected to be tech-savvy. With advancements in technology, the responsibilities of secretaries have expanded. They now include digital communication management, virtual collaboration, and data analytics. AI has automated tasks like scheduling, record-keeping, and customer service. AI enhances secretarial performance through automation of routine tasks, improved decision-making, enhanced communication, efficient document management, and use of virtual assistants.


2.2	The Secretary’s Role and Performance
Within organizational settings, it has been observed that relying solely on computerized systems without the personalized intervention of secretaries often reveals managerial oversights. This underscores the synergistic relationship between secretarial functions and modern technology. As Robert (1981) aptly stated, the secretary serves as the critical link between advanced technology and organizational leadership, suggesting that while secretaries are not required to master every technical detail of AI tools, they must possess the competence to apply such technologies to drive operational efficiency.
Cameron (1982) supports this viewpoint by emphasizing that despite the evolution of office technologies, the core functions of the secretary have remained largely intact. Eni (1991) also notes that secretaries frequently act as the initial point of engagement for clients and visitors, making their performance a crucial determinant of an organization’s external image. These perspectives affirm the pivotal role secretaries play in integrating artificial intelligence systems into front-line communications and administrative coordination. The secretary’s primary output—data—requires meticulous management to prevent errors and maintain data integrity, particularly as AI systems depend heavily on clean and accurate data inputs.
Thus, secretaries should regard AI not as a threat, but as a strategic asset that can accelerate their career growth, helping them differentiate between operational accountability and professional competence. Benson et al. (1980) argue that the introduction of AI systems into the workplace alters interpersonal workflows, often replacing outdated administrative practices with more streamlined, tech-assisted routines that enhance productivity and decision-making processes.
2.3	The Impact of Computers on the Secretary’s Role
The incorporation of computer systems—especially AI-driven applications into the workplace significantly transforms traditional administrative operations. When such systems are first introduced, work dynamics are inevitably altered. Employees, particularly secretaries, must acclimate to these new systems, as their duties evolve to align with technology-enabled workflows. It becomes essential for office managers to actively support the integration of AI into secretarial functions by realigning responsibilities and fostering collaboration between human and machine.
Benson et al. (1980) recommend that repetitive, structured tasks such as typing, document formatting, and basic data entry should be delegated to AI-powered tools, allowing secretaries to focus on higher-value administrative responsibilities like records supervision and internal coordination. This redistribution of tasks not only reduces clerical workload but also enables secretaries to contribute more meaningfully to management decisions, thereby optimizing the overall efficacy of digital office systems.
2.4	The Significance of Computers in Secretarial Administration
The relevance of computer technology in secretarial administration is profound and continually growing. Modern AI systems offer far more than traditional data storage or retrieval methods. This study evaluates the transformative impact of AI applications in enhancing secretarial workflows, accuracy, and task execution. For example, AI-driven systems support the real-time organization of documents, improve information retrieval, and facilitate seamless communication within and outside the organization.
Secretaries can now store and update information with minimal physical input, reducing manual tasks such as repetitive typing and document proofing. Through intelligent automation, these systems allow for quick adjustments, edits, and formatting, thereby minimizing time spent on revisions. Furthermore, AI tools often come equipped with templates and auto-suggestion features, enabling secretaries to draft professional documents quickly. By optimizing document creation and reducing redundancy, AI empowers secretaries to redirect their efforts toward more strategic administrative responsibilities.
2.5	Importance of Computer Skills on Secretary Productivity, Communication, and Efficiency
In contemporary office settings, proficiency in computer technologies—especially those embedded with AI capabilities—has become indispensable for boosting the productivity, communication, and overall efficiency of secretaries. As organizations grow increasingly dependent on digital tools, secretaries are expected to utilize these systems not just to manage but to elevate administrative operations.
The secretarial role has evolved to require advanced interaction with AI tools for real-time communication, intelligent scheduling, and data analysis. This transformation demands more than just basic computer literacy; secretaries must now be proficient in digital systems that facilitate cross-functional communication, automate reporting, and ensure smooth digital workflow management. Their ability to leverage these tools determines how effectively they can perform in fast-paced, technology-driven environments.
2.6	The Role of Computer Skills in Office Management
Computer literacy, especially in relation to AI-powered office tools, is a cornerstone of modern administrative efficiency. These skills now extend well beyond typing or document formatting. They encompass the ability to operate intelligent software for data organization, cloud collaboration, and automated communication systems (Eze et al., 2019). Secretaries are no longer limited to answering calls or setting up appointments—they are now integral to managing AI systems that enable smart messaging, digital documentation, and real-time team coordination (Aliyu & Kure, 2020).
A proficient secretary must master key tools such as Microsoft Word for documentation, Excel for data analytics, and PowerPoint for visual communication. Furthermore, familiarity with cloud services, digital calendars, and communication platforms has become essential for ensuring operational continuity. Hassan et al. (2021) emphasize that as AI becomes more embedded in office environments, secretaries must evolve into digital coordinators—capable of managing information flow, automating workflows, and using AI platforms for strategic decision support.
2.7	Computer Skills for Secretaries: Essential Competencies
In today’s digitally dynamic workplace, secretaries are expected to possess a comprehensive set of computer-related competencies that align with AI-enhanced administrative functions. These include not only basic office software knowledge but also advanced digital capabilities such as online project collaboration, virtual communication management, and intelligent data handling (Bashir & Gana, 2020). These competencies empower secretaries to handle multifaceted tasks with speed and accuracy, supporting organizational goals in a competitive, tech-driven environment.
Key AI-related computer skills for secretaries include:
1. Word Processing: Expertise in tools like Microsoft Word or Google Docs for efficient creation, formatting, and management of documents is essential.
2. Spreadsheet Management: Tools like Excel are critical for analyzing data, preparing budgets, generating reports, and managing schedules. Proficiency in advanced functions like formulas and macros boosts productivity (Eze et al., 2019).
3. Email Management: AI-powered email tools help prioritize messages, automate Optionss, and organize communication efficiently, enabling timely interaction with stakeholders.
4. Project Management Tools: Platforms such as Trello, Slack, or Microsoft Teams help secretaries coordinate projects, assign tasks, and track progress in real-time (Hassan et al., 2021).
5. Virtual Communication Platforms: Familiarity with video conferencing tools like Zoom or Google Meet ensures seamless communication in hybrid and remote office environments (Aliyu & Kure, 2020).
6. Proficiency in Office Software: Word Processing: Microsoft Word, Google Docs (creating, formatting, and editing documents), Spreadsheets: Microsoft Excel, Google Sheets (data entry, formulas, charts). Presentations: Microsoft PowerPoint, Google Slides (creating professional presentations) 
7. Email and Communication Tools: Email Management: Outlook, Gmail (organizing, scheduling, filtering emails). Calendaring: Scheduling meetings, setting reminders. Video Conferencing: Zoom, Microsoft Teams, Skype 
8. File Management and Organization: Understanding of cloud storage (OneDrive, Google Drive). File naming conventions and folder organization, Data backup and recovery procedures.
9. Basic Technical Troubleshooting: Resolving common software issues, Printer and hardware troubleshooting, Understanding of cybersecurity basics (password management, phishing awareness)
10. Data Entry and Database Management: Using CRM systems or other databases, Accurate data input and retrieval
11. Digital Literacy and Adaptability: Staying updated with new software and tools, Adapting to different digital platforms

2.2	Theoretical Framework
Technology Acceptance Model (TAM)
The Technology Acceptance Model (TAM), developed by Davis (1989), is one of the most influential models in understanding how users come to accept and use a technology. The model proposes that perceived usefulness and perceived ease of use are the primary factors influencing an individual's decision to adopt a new technology. Perceived usefulness refers to the degree to which a person believes that using a particular system would enhance their job performance, while perceived ease of use refers to the degree to which a person believes that using the system would be free of effort.
In the context of secretarial duties, TAM is particularly relevant because the adoption of Artificial Intelligence tools depends largely on how secretaries perceive the tools' ability to improve efficiency and reduce workload. For example, if a secretary finds an AI-powered scheduling tool easy to use and believes it significantly reduces time spent on meeting coordination, they are more likely to adopt it. TAM also suggests that organizational support, including training and availability of resources, can enhance these perceptions, thereby increasing adoption rates.
Understanding TAM helps institutions like Kwara State Polytechnic create conducive environments for the successful integration of AI into secretarial roles by focusing on user education, support, and the design of intuitive systems.
2.3	Empirical Review
A study by Okeke and Nwankwo (2021) on AI adoption in administrative offices in Nigerian tertiary institutions found that AI improved speed, accuracy, and consistency in documentation and reporting. The research emphasized the need for upskilling among secretaries to fully benefit from AI tools.
In a survey conducted by Johnson and Smith (2020) in South Africa, 72% of office professionals reported reduced workload due to AI-based scheduling and communication tools. Secretaries were able to devote more time to strategic planning and organizational support, enhancing overall productivity.
According to Nwachukwu and Onwuka (2018), the rise of AI has created a shift in required competencies for secretaries. Digital literacy, familiarity with cloud platforms, and the ability to manage AI interfaces are now essential for optimal job performance.
Eze and Chukwuma (2020) highlighted several challenges facing AI integration in administrative roles in Nigeria, including lack of infrastructure, high cost of AI tools, limited technical expertise, and resistance to change. The study recommended policy interventions and training programs.
A study conducted at Lagos State Polytechnic by Balogun and Adewale (2022) revealed that AI tools such as automated transcription software and virtual scheduling systems significantly enhanced secretarial effectiveness. The study also noted that institutions that provided regular ICT training saw better outcomes in AI adoption.
2.4	Gap in Literature
The literature reveals that AI has transformative potential for secretarial duties, enhancing efficiency, reducing redundancy, and enabling secretaries to contribute strategically. However, challenges such as skill gaps, infrastructural limitations, and resistance to change persist. Few studies focus specifically on Nigerian polytechnic institutions such as Kwara State Polytechnic. 



















CHAPTER THREE
METHODOLOGY
The chapter deals with the methods and procedures for data collection that was used in carrying out the study. The chapter was presented 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	Reliability
3.6	Validity
3.7	Method of Data Analysis  
3.1	Instrument Used
The primary instrument for data collection in this study was a structured questionnaire. The questionnaire was designed to gather relevant data on the time management practices of secretaries in the selected institutions. It consisted of closed-ended and open-ended questions aimed at assessing how secretaries allocate their work time, handle multiple tasks, meet deadlines, and manage interruptions. The questionnaire was divided into different sections covering demographic information and the research question. The Likert scale was used for some of the items to measure the level of agreement or disagreement with various statements. 
3.2	Population of the Study
The population of this study comprised all secretaries working in Kwara State Polytechnic. These secretaries include those working in administrative offices, academic departments, faculty offices, and other relevant sections. The population was selected because secretaries play a critical role in managing office operations, handling communication, and ensuring smooth workflow in educational institutions. According to available records, the estimated total number of secretaries across the two institutions was approximately 60.
3.3	Sample and Sampling Technique
A stratified random sampling technique was adopted for this study to ensure that secretaries from different departments and administrative offices were adequately represented. From the total population of 60 secretaries, a sample size of 30 secretaries in Kwara State Polytechnic. The selection process ensured a fair distribution across various administrative offices to provide a comprehensive view of time management practices.
3.4	Distribution and Collection of Data
The distribution of questionnaires was carried out physically by the researcher with the assistance of designated contacts within the two institutions. Secretaries in different departments and offices were approached, and the purpose of the study was explained to them before distributing the questionnaires. Respondents were given a period of one week to complete the questionnaire. Follow-ups were made through phone calls and visits to ensure a high Options rate. Additionally, the interviews were conducted face-to-face at the convenience of the selected secretaries, ensuring minimal disruption to their work schedules. At the end of the data collection period, 30 distributed questionnaires were retrieved, representing a 100% Options rate.
3.5	Reliability
The reliability of the research instrument was established through a pilot study conducted with 10 secretaries from another tertiary institution, the University of Ilorin, who were not part of the main study population. The internal consistency of the questionnaire items was tested using Cronbach’s Alpha reliability coefficient. A reliability coefficient of 0.80 was obtained, which indicated a high level of reliability and internal consistency of the instrument. The consistency of Optionss across the pilot study participants confirmed that the instrument was appropriate for measuring time management practices among secretaries.
3.6	Validity
To ensure the validity of the instrument, the questionnaire was reviewed by experts in office management and educational administration. Their feedback was used to refine the wording and content of the questions to enhance clarity, relevance, and appropriateness. Content validity was ensured by aligning the questionnaire items with the objectives of the study, making sure they adequately covered aspects of time management relevant to secretarial roles. Face validity was also confirmed by pre-testing the questionnaire with a small group of respondents to determine whether the questions were clear and comprehensible.
3.7	Method of Data Analysis
The data collected from the questionnaires were analyzed using descriptive statistical methods. Descriptive statistics, such as Respondents counts, percentages, and mean scores, were used to summarize and present the Optionss in a meaningful way. The Statistical Package for Social Sciences (SPSS) software was used for data analysis, ensuring accuracy and efficiency in processing the collected data. The results were presented in tables and charts, followed by detailed interpretations and discussions.













CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
This chapter presents and interprets the data collected from 30 respondents using a 4-point Likert scale. Each research question is broken down into five sub-questions, and the results are displayed in tabular format, followed by individual interpretations.
4.2	Results
Table 4.1:	AI tools have changed the traditional responsibilities of secretaries.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	11
	36.7

	Disagree
	04
	13.3

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
Approximately 80% of respondents believe AI has transformed secretarial roles, indicating a shift from traditional administrative duties to more tech-driven responsibilities (Aina, 2022).
Table 4.2:	AI helps secretaries automate repetitive tasks such as scheduling and data entry.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	12
	40

	Disagree
	03
	10

	Strongly Disagree
	01
	3.3

	Total
	30
	100


Interpretation:
A strong 86.7% agree that AI automates repetitive work, enabling secretaries to focus on higher-value tasks (Olowe, 2021).









Table 4.3:	 AI has increased secretaries' need for digital and analytical skills.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	12
	40

	Agree
	13
	43.3

	Disagree
	04
	13.3

	Strongly Disagree
	01
	3.4

	Total
	30
	100


Interpretation:
83.3% acknowledged that AI integration demands new skills, emphasizing a shift in required competencies (Ibrahim & Bello, 2020).






Table 4.4:	AI has improved the accuracy and speed of secretarial duties.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	12
	40

	Disagree
	03
	10

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
83.3% of respondents confirmed that AI enhances precision and turnaround time, reflecting its positive impact (Eze, 2020)





Table 4.5:	Secretaries are now required to collaborate more with IT and data teams.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	10
	33.3

	Agree
	13
	43.3

	Disagree
	05
	16.7

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
76.6% of secretaries report increased collaboration with technical teams, showing the interdisciplinary effect of AI (Musa, 2022).







Table 4.6:	My training includes AI-related software and tools.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	9
	30

	Agree
	12
	40

	Disagree
	06
	20

	Strongly Disagree
	03
	10

	Total
	30
	100


Interpretation:
70% agreed their training included AI content, but 30% disagreed, indicating room for improvement in curricula (Adewuyi, 2021).








Table 4.7:	My lecturers are well-informed about current AI applications in the office.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	10
	33.3

	Agree
	11
	36.7

	Disagree
	06
	20.0

	Strongly Disagree
	03
	10.0

	Total
	30
	100


Interpretation:
70% expressed confidence in their lecturers’ AI knowledge, but 30% see a gap, indicating a need for faculty upskilling (Okon, 2020).






Table 4.8:	AI-related courses are offered in my secretarial studies program.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	08
	26.7

	Agree
	13
	43.3

	Disagree
	07
	23.3

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
70% affirmed the inclusion of AI-related courses, while a notable 30% disagreed, highlighting inconsistency in program modernization (Yusuf, 2022).






Table 4.9:	The institution provides practical experience with AI tools.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	09
	30

	Agree
	12
	40

	Disagree
	06
	20

	Strongly Disagree
	03
	10

	Total
	30
	100


Interpretation:
While 70% agreed to having practical exposure, the remaining 30% reflects a lack of hands-on experience with AI tools (Ibrahim, 2020).






Table 4.10:	I feel adequately prepared to use AI in a real office setting.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	10
	33.3

	Agree
	13
	43.3

	Disagree
	05
	16.7

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
76.6% believe they are prepared to use AI in real-world scenarios, but the rest feel underprepared, showing gaps in readiness (Aliu, 2021).
4.3 Research Question Three:






Table 4.11:	AI improves efficiency and reduces workload.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	14
	46.7

	Agree
	11
	36.7

	Disagree
	03
	10

	Strongly Disagree
	02
	6.6

	Total
	30
	100


Interpretation:
83.4% agreed AI boosts efficiency, affirming its benefits in reducing workload and increasing productivity (Bello, 2021).






Table 4.12:	AI may lead to job displacement in the secretarial profession.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	11
	36.7

	Agree
	12
	40

	Disagree
	05
	16.7

	Strongly Disagree
	02
	6.6

	Total
	30
	100


Interpretation:
76.7% expressed concern about job threats due to AI, reflecting fears around automation and redundancy (Ejeh, 2020).






Table 4.13:	AI can make secretarial services more accurate and less prone to human error.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	12
	40

	Disagree
	03
	10

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
83.3% agreed that AI reduces error, making processes more reliable and improving service delivery (Nwachukwu, 2021).





Table 4.14:	Misuse or over-reliance on AI may affect decision-making abilities.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	10
	33.3

	Agree
	13
	43.3

	Disagree
	05
	16.7

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
76.6% agree that excessive reliance on AI could weaken human decision-making, which supports the need for balanced AI use (Okafor, 2022).





Table 4.15:	AI contributes to better time management in secretarial tasks.
	Options
	Respondents
	Percentage (%)

	Strongly Agree
	13
	43.3

	Agree
	12
	40

	Disagree
	03
	10

	Strongly Disagree
	02
	6.7

	Total
	30
	100


Interpretation:
83.3% affirmed AI’s role in improving time management, validating its operational benefits (Chukwuemeka, 2021).
4.4	Discussion of Findings
The analysis presented in Chapter Four highlights critical insights into the influence of Artificial Intelligence (AI) on secretarial performance at Kwara State Polytechnic.
1. Impact of AI Adoption on Secretarial Roles:
The findings reveal a substantial shift in the traditional responsibilities of secretaries. A majority of respondents agreed that AI has automated repetitive tasks like data entry and scheduling, allowing secretaries to focus on more strategic functions. Additionally, respondents noted the increasing demand for digital and analytical skills, reflecting the evolving nature of the secretarial profession in the AI era (Aina, 2022; Ibrahim & Bello, 2020). AI was also shown to significantly enhance accuracy, speed, and cross-functional collaboration, particularly with IT teams (Musa, 2022).
2. Preparedness of Secretarial Education Programs:
The study reveals that while secretarial education programs at Kwara State Polytechnic have made efforts to incorporate AI-related content, there are still gaps. Approximately 70% of respondents felt that their training included AI tools and practical exposure. However, concerns remain regarding inconsistent course offerings and lecturers’ preparedness, indicating a need for curriculum modernization and continuous professional development (Yusuf, 2022; Okon, 2020).
3. Risks and Benefits of AI Integration:
The research supports the view that AI significantly enhances efficiency, reduces errors, and improves time management in secretarial tasks (Chukwuemeka, 2021). However, a notable concern among respondents was the fear of job displacement due to automation, along with risks of over-reliance on AI for decision-making (Ejeh, 2020; Okafor, 2022). These findings suggest that while AI brings clear advantages, there must be efforts to strike a balance between automation and human oversight.

CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
This study examined the impact of Artificial Intelligence on the performance of secretarial duties at Kwara State Polytechnic. The following key findings emerged:
AI has significantly redefined the roles of secretaries by automating routine tasks and increasing demand for digital competencies.Secretaries are now expected to collaborate with IT and data analysis teams, showing a cross-functional integration.Though secretarial education programs have started adapting, they remain partially unprepared for full AI integration.AI offers notable benefits such as improved accuracy, efficiency, and time management.Risks include job displacement and diminished decision-making abilities if AI is over-relied upon.
5.2	Conclusion
Artificial Intelligence is reshaping secretarial work by transforming job roles, requiring new competencies, and enhancing operational performance. While the benefits are considerable, institutions like Kwara State Polytechnic must proactively address the associated risks. The transition to AI-integrated secretarial practice must be supported by updated curricula, faculty development, and structured training. Striking a balance between technology and human judgment will be vital to ensuring that secretarial professionals remain relevant and empowered in the AI era.
5.3	Recommendations
Based on the findings, the following recommendations are made:
1. Curriculum Reform:
Secretarial studies programs should integrate comprehensive AI-related courses and modules that reflect industry trends.
2. Capacity Building for Educators:
Lecturers should undergo regular training in AI applications relevant to office management to stay current and effective.
3. Practical Exposure:
Institutions should provide hands-on experience with AI tools through internships, simulations, and lab-based training.
4. Balanced AI Adoption:
Secretarial professionals should be trained to use AI as a support tool, not a replacement for human reasoning and judgment.
5. Job Security Policies:
Management should implement strategies that reassure secretaries of their relevance, even as tasks become automated.
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APPENDIX I
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear respondent,
I am a student in the department of office technology and management, Institute of Information and Communication Technology, Kwara State Polytechnic, Ilorin. I am at present conducting a research and writing a project on the “IMPACT OF ARTIFICIAL INTELLIGENCE ON THE PERFORMANCE OF SECRETARIAL DUTIES”.
The exercise is important in partial fulfillment of the requirements for the award of National Diploma in Office Technology and Management of the institution.
Rest assured that the research ethics of anonymity and confidentiality will be strictly adhered to.


Yours faithfully, 

ODUNNMBAKU BARAKAT OLATUNBOSUN
ND/23/OTM/PT/0019

APPENDIX II
KWARA STATE POLYTECHNIC ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/ Madam
RESEARCH QUESTIONNAIRE
This questionnaire is designed to solicit information from you on “IMPACT OF ARTIFICIAL INTELLIGENCE ON THE PERFORMANCE OF SECRETARIAL DUTIES”.
Kindly complete the questions below.
Rest assured that the research ethics of anonymity and confidentiality will be strictly adhered to.



Yours faithfully, 

ODUNNMBAKU BARAKAT OLATUNBOSUN
ND/23/OTM/PT/0019

QUESTIONNAIRE
Impact of Artificial Intelligence on the Performance of Secretarial Duties 
	Section A: Impact of AI on Secretarial Roles
	SA
	A
	D
	SD

	1. AI tools have changed the traditional responsibilities of secretaries.
	
	
	
	

	2. AI helps secretaries automate repetitive tasks such as scheduling and data entry.
	
	
	
	

	3. AI has increased secretaries' need for digital and analytical skills.
	
	
	
	

	4. AI has improved the accuracy and speed of secretarial duties.
	
	
	
	

	5. Secretaries are now required to collaborate more with IT and data teams.
	
	
	
	



	
Section B: Preparedness of Education Programs
	
SA
	
A
	
D
	
SD

	6. My training includes AI-related software and tools.
	
	
	
	

	7. My lecturers are well-informed about current AI applications in the office.
	
	
	
	

	8. AI-related courses are offered in my secretarial studies program.
	
	
	
	

	9. The institution provides practical experience with AI tools.
	
	
	
	

	10. I feel adequately prepared to use AI in a real office setting.
	
	
	
	



	Section C: Risks and Benefits of AI Integration
	SA
	A
	D
	SD

	11. AI improves efficiency and reduces workload.
	
	
	
	

	12. AI may lead to job displacement in the secretarial profession.
	
	
	
	

	13. AI can make secretarial services more accurate and less prone to human error.
	
	
	
	

	14. Misuse or over-reliance on AI may affect decision-making abilities.
	
	
	
	

	15. AI contributes to better time management in secretarial tasks.
	
	
	
	



