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CHAPTER ONE
INTRODUCTION
1.1	 Background of the Study
Human relation skills refer to a set of interpersonal abilities that enable individuals to interact effectively with others, establish positive relationships, and build trust and rapport. For secretaries, who typically have to deal with a wide range of people on a daily basis, these skills are critical to their job performance.
The impact of human relation skills on the job performance of secretaries is significant. Secretaries who possess strong human relation skills on the job performance of secretaries is significant. Secretaries who possess strong human relation skills are better able to communicate with their colleagues, clients, and superiors. They are able to establish positive relationships with others, which helps to build trust and promote collaboration. This, in turn, can lead to better job performance, as it enables secretaries to work more e effectively with others and to accomplish their tasks more efficiently. Moreover, secretaries who possess good human relation skills are better equipped to handle difficult situations, such as conflicts or misunderstandings. They are able to defuse tensions and resolve disputes more effectively, which can prevent such situations from escalating and potentially causing harm to the workplace environment Goman and Kramlinger (2010).
In addition to improving job performance, strong human relation skills can also benefit the career prospects of secretaries. Employers are increasingly valuing soft skills, such as communication and interpersonal abilities, amd are seeking candidates who possess these skills in addition to technical expertise. The impact of human relation skills on the job performance of secretaries cannot be overstated. By enabling secretaries to communicate effectively, build positive relationships, and handle difficult situations, these skills can help to enhance productivity, promote collaboration, and contribute to the overall succes of the organization Rahman and Zainuddin (2017).
Human relation skills play a tremendous role in the achievement of an organizational goal. However, the most difficult part of manager" job is how to manage people, to identify the skilled personnel, placement of the right person to the right person, motivate them, select them, although every manager is conversed with staffing and does a lot of this work the personnel manager is mainly responsible for the tack as a whole personnel manager takes precedent our financial issue or the identification of the technical development or the problem of marketing or production.
In the first plate, organization roles und positive must be occupied by suitably to talented qualified and experienced people. In the second place human relation constitute the dynamic element of the organization through which other talent physical and financial resources get translated into concrete results.
Thirdly people are the unique asset of an organization through which it can gain or loss extra-competition advantage.
Human relations skills facilities expected and anticipated operation unite in an organization there cannot be an educative performance and effective business without the secretary is often seem as an image maker, public relations personnel the information processor and an indispensable instruction in the organization. No executive can succeed without an efficient and effective secretary, this is the reason why secretary is seen as a office worker who deal appointment.
Effective human relations is more than simply getting along well others people fellow colleagues, subordinate the immediate as well as the public of the organization. It equally require self-knowledge a and better understanding of other include their needs fears, anxiety, distress, attitude and aspiration, potential secretary have to possess the platform of communication for better interaction in an organization.
The secretary is the executive personnel representative and in these key roles shops be relied upon to create a favorable impression with contact within and outside the organization, interpersonal skill in the business sense is essentially art of communication they are the collection of all human relations nature interaction skills and business platform to express purpose of actively interaction to encourage parties to be persuade by our ideas.
Human relation skills help secretary a lot to develop human interaction and to know more about human emotions. Secretary who work in an organization is expected to possess this essential skills, people with good intention skills can improve your courteous, tactful helpful efficient. A good listener and speakers, in the office you meet people work with people or them, special with them, interact with them, the co-worker are difficult in all ramification they defer in their abilities, potential background and interaction, most especially secretary, secretary determine how successful you are people as a secretary who stand as wireless of an organization.
Therefore you will agree with me that no two people behave alike per personal feeling can never be the same as secretary, there are varieties of skills that help thee to succeed in difficult areas in organization.
1.2	 Statement of the Problem
Human relation skills are crucial for the success of secretaries in their job performance. Secretaries often serve as the primary point of clients, customers, and colleagues within an organization, and their ability to interact with other in a positive and effective manner is essential. However, the extent to which human relation skills impact the job performance of secretaries has not been extensively studied.
Many secretaries behave harshly in attending to the need of the people, they waste people time, they handle customer with flexible hand they are not care about customer requirement and customer condition while some are feel so timid in attending to the customer needs, they were unfriendly and their attitude can make customers not so return for business any more. In such situation many organization lack or loss what can fetch them material, money and it might be a great field or top tip of organization are characterized as ineffective. Therefore, the present studies will examine the Essence of Human Relation Skills on the job performance of Secretaries.


1.3 	Objectives of the Study
The general objective of the study is the essence of human relation skills on the Betide performance of secretary is an organization. The specific objective to:
i. To identify the key human relation skills that is necessary for secretaries to perform their jobs effectively.
ii. To examine the impact of human relation skills on the job performance of secretaries.
iii. To access the level of human relation skills possessed by secretaries and their impact on job performance.
iv. To explore the factors that influences the development of human relation skills among secretaries and recommends strategies for improving these skills.
1.4 	Research Questions
This project will attempt to find answers to the following research questions.
1. To what extent is a human relation skill that is necessary for secretaries to perform their jobs effectively?
2. What is the impact of human relation skills on the job performance of secretaries?
3. What is the level of human relation skills possessed by secretaries and their impact on job performance?
4. What are the factors that influences the development of human relation skills among secretaries and recommends strategies for improving these skills.?
1.5 	Significance of the Study
This research work will be benefit to the following people;
Secretary
Good human relation skill, it will help them to develop good relation in relating with customer and other.
Organization 
Good human relation will enhance the productivity of the organization by promoting his image on how they relate with clients and customers.
Individual 
It will educate individual on how they relate with each, most especially on their individual business.
1.6	 Delimitation
The study is delimited to The Impact of Human Relation Skill on the Job Performance of Secretaries. No attempt would be made to go beyond this scope.
1.7	 Limitations
Writing a project of this nature is usually with it own peculiar problem. These could include but not limited to lack of much time on the part of the research to devote enough time to the project work because of some other engagement on her part. In addition, textbooks most especially in this area very scare.


CHAPTER TWO
LITERATURE REVIEW
This chapter provides a review of the existing literature on the impact of Human Relation Skill on the Job Performance of Staff. The literature review will examine the studies related to human relation skills and secretarial performance
2.1 	Concept of Human Relation Skill
2.2 	Effective Job Performance
2.3 	Working Together in the Office
2.4 	Roles of Communication Skills in-Enhancing Human Skills in an Organizations
2.5 	Role of Human Skill Relation Skill for the Effective Job Performance of Secretary in an Organization
2.6 	The Role of Human Relationship Skill
2.7	 Means by Which Secretary can Exhibit Human Relation Skills
2.8	Job Satisfaction
2.1 	Concept of Human Relation Skill
The term "Human Relation Skills" is a critical ingredient in employee performance and productivity. Even people have the right skills clear work objectives and a supportive work environment work environment, the objectives Mullins, (2012) elaborate that motivated employees are enthusiasm to exert certain level of effort (intensity) for a certain amount of time persistence's toward a district goal or direct direction.
With the prevailing uncertainly in the economy, coupled with an emphasis on customer satisfaction and long-term business relation there is required interet in the motivation of sales representative. Social science literatures especially in organizational behaviours and sales management has long recognized the crucial important of rewards and incentives as a means of motivating employees mental.
Andersen and Dubinsky (2010), employees human relation skills affect productivity and part of a sales manager is job is to channel subordinate human relation skills towards the accomplishment of the organization is vision or goals (Bhuuaniah and Raya, 2015). A poorly motivated sales force will be expensive to the organization in term of decreased productivity and performance, excessive staff turnover, increased excessive staff turnover, increased expenses, higher use of the sales manager’s time and a negative effect on the moral of colleague jobber Abelec, (2009). Companies need to ensure that their sales forces are highly productive and motivated.
As a result of this, they try to improve the productivity of their sales force though better selection, training, motivating and compensation of these compensation and incentive of reward schemes play an important role in motivating people to perform better.
Human relation is the skill or ability to work effectively or to perform work accurate though and with others people in all aspect of li you will lead employees or deal with people. Human relation skills are thing that lead employees to be satisfied and motivated by their jobs and have to do with job content they are inherent in the work itself no matter what you do for a living or how well do it, your relationship with other is the key to your success or failure Lamberton and Minor (2010) the golden rules advise, do unto other as you would have them do unto you" effectively summarize the common sense.
2.2 	Effective Job Performance
Effective job performance is the key element in the success of an organization and the effectiveness of the worker employed will determine just how successful organization will be. It's imperative that companies hire competent staff to perform all job duties and responsibilities. Furthermore, human relation management is the catalyst to organizational success, why? Human resources is responsible for recruiting and selecting the best job candidate to fill job vacancies within company.
However, there are times when the best workers will need to improve his or her job performances. Human relation skills are also skilled to assist in the implementation of performance management in the organization. Therefore department managers will need to collaborate with human relation skills to ensure a competent staff is in place and how to effectively improve job performance. Good organizational skill, good time management skills, adequate and trainings, goal setting and team work are shaking employee competency and improving effective.
Secretary
A secretary is a person employed to handle correspondence keep files and do clerical work for another more also, a secretary can be said to be an offer who keep records takes minute of the meeting and answer correspondences, as far a company and also a secretary is an official who presides over an administration department of state.
These function may be entirely carried out assist one another employees or may be for the benefit or more than one.
A secretary has many administration duties. These duties are mostly related to correspondences, such as typing out of letter and maintaining files of papa documents, the advert of "word processing has significantly reduce the time come under the secretary's duties require, the result may now task have come under the preview of the secretary.
In recent years, the secretary's duties and responsibility have undergone a vast change due to this reasons, many people are opting for a career as a secretary. Earlier the role of the secretary's was limited to taking notes from their hands typing and strong of information the secretary who is also called the office professional has the responsibility to support and assist the managers as well as the directors of the company with their work; the secretary is an important mediator between the company, and the stakeholders.
The secretary duties are generally the same in every organization there cannot be an effective and efficient business without the secretary The secretary is often seen as an image maker, public relation personnel the information and an indispensable instrument in the organization. No executive can succeed without an efficient and effective secretary. Akewusola (1994) wrote that the secretary are so numerous that one cannot actually pin point one particularly aspect as a secretary the secretary act a good receptionist and a fine public relation officer projecting positively, the image of her organization.
He also says that the "National secretaries Association (international) defines a secretary as assistance to an executive possessing a mastery office skills and ability to assume responsibility without direct supervisor which display initiative exercise judgment and make decision within the scope of her authority".
"A secretary as the principle administration support position in an office increase the effectiveness of programme staff by coordinate support achieves required accomplishing the work of the organization".
The term is derived from the (Latin) word secretaries" to distinguish or to "set apart" with eventual connotation of something private or confidential. A secretary is a person, therefore overseeing business confidential, usually for a powerful individual such as kings Pope etc.
A secretary should be able to key secrets of the organization and that of his boss. His role is principally that of support, assistance or helping the executives. He carries out activities assigned to him by his executive to takes initiatives which is within his authority and responsibility. A secretary is professional who his some code of ethnic which he should guard jealously, he should by dynamic and versatile because he work in an environment that is not static, he should be ready to accept changes and challah of the office and the world of work.
His title changes in conformity with his responsibility, for example a legal secretary has medical secretaries. The computers function now change, you can now talk or use pen to cont on the computer and what you say or is typed devised the use of the keyboard.
2.3 	Working Together in the Office
A human relation in the workplace is a major part of what makes a business work. Employees must frequently work together on project communication ideas and provide motivation to get thing done within a stable and inviting workplace culture, difficult challenges can arise both in the logistic of managing employees and in the bottom line.
Business with engaging w replace and a well -trained workplace are more likely to retain and a well- trained workplace are likely to retain and attract qualified employees, faster loyalty with customers and more quickly adapt to meet the needs of a changing marketplaces.
The central issue many organization is the people employees thus their contribution will continue to grow especially now that the scion and technology play vital role in determining the type of organization structure and success. The major determine of organization success are the workers level of knowledge skill and the ability of employees.
According to human relation (HRM) on how human relation management enhances performance in the following ways.
Organization Level
It helps in attracting and training the best people in the organization. More so, a good plan will alert the organization on the types of people it will need in short, medium and long run, the core issues are not the only think about. The future possible challenge roles, thus employees are trained in anticipation of these roles, in addition it helps to develop right attitude toward the job and the organization while promoting team spirit among and even develop loy and commitment.
Employee level
More importantly, the human relation management promotes team wor spirit among work mates (employees). For employees who have potential to work with high level of diligence and commitment.
Society Level
The human relation skills create general employment opportune the best brains needs are readily available in the society organizations that higher pay treat people and create opportunity for higher chat and growth are always able to draw the few best hands, in order to deliver excellent results today, human relation skills professional have come to agree that the key to a firm's success depends skills, knowledge, experience and the ability to use all the these to their fullest Advantages. SALMAN and AWE

2.4 	Roles of Communication Skills in-Enhancing Human Skills in an Organizations
We learn to improve human relations skills, increase communicate effectiveness, strengthen human relationship, and manage stress and hand-fast changing workplace condition of an organization.
Upward Communication: By which communication goals and to ensure effective and coherent decision making.
Employee Trust: Clear, open communication in your organization build between levels of employees who’s keeping employees in the trusted open communication can reduce feeling of uncertainly and cluelessness about the state of the company, which makes for a more positive work environment and staff who feel secure safe.
Relationship: Communication is essential in building relationship between staff members and between level of employees, both on a professional and social level. An atmosphere of open communication makes it safe for employees to express their idea as a result you will have the benefit of your staffs combined experience in coming up with innovative solutions.
Communication prevent employees from fetching isolated, builds team work and create a more collegial atmosphere in the office, when relationships are strong employees are better able to trust one another and work together more effectively.


Clarity: In an organization, confusion and ambiguity can create negative feelings and a tense atmosphere, by banking role and responsibility clear to everyone on staff you can give your employees the information they need to set their jobs done, reduces misunderstanding and cuts the cost associated with mistakes.
Collaboration: Communication help employees collaborate effectively, which will make for a more productive team overall. When you have multiple department who are working on different facts of the same project, communication can streamline the process and improve the end result, when you staff takes openly to each other, they can communicate potential issues requirement and feedback that can make the result stronger.
Communication can ensure that everyone is on the same page and prevent problem down the road.
2.5 	Role of Human Skill Relation Skill for the Effective Job Performance of Secretary in an Organization
Workplace relationships provide a resource of employees who are interested to maintaining productivity. Employees who are interested in work and in the well-being of other this productivity pay obvious financial dividends to the company as it can get more done in less time with fewer costs. Building relationship, by both recognizing an employee value to the company and a cancer for their needs often goes a long way.


· Improving Relations
The quality of workplace relation is critical to employees relation may seem trial-especially in a workplace that is used to a high tumor but manages must remember that turnout is financially very costly. Every new employee requires a substantial investment of time and energy in their recruitment and training.
In addition, severing ties with old employee can sometimes be challenge, severing ties if the circumstances are not particularly making sure quality employees remain interested and engaged in the business more financially
· Good Communications Skills
Public relation experts must master the art of effective communication skills. It is really essential to speak well. Don't just speak for the sake of it. Public relation experts must ensure the recipient have understand what they intend to communicate. Whatever you communicate have to make sense and well understanding not trash by target customer.
In addition Akewushola and Sa'ad (2007) affirm since a man was born he has been communicating with his fellow boys cry communicate hunger or discomfort to the parent, people communication intuitively, some does it better than others. Whatever the size of an organization, it must inevitably communication, no organization can for long survives it is indeed one of the strategic an organization has to put environment that is the corporate world.

· Focused
Stays focused and take care of everything even the minute details do not ignore even the slightest doubt even a single details yeast unwanted can become a major cause of concern in the futures. Cross check every single details and observation jumping to the final of conclusion.
· Creative
A public expert need to be extremely creative and should be able to think out of the box. He/she should be able to come out with innovative ideal to promote the organization and its products among the target guidance. In today's world of fierce competitive, it is usually essential makers and public relation expert to experiment with new idea/concept and develop something which would benefit the end-users.
· Excellent Writing Skills
Human relation expert need to write well they ought to be creative should master the art of putting through into meaningful words, your words needs to create the desired impact and influence the customers. Level of commitment: The affiliation of employment within the organization, the commitment to be organization can be extracted in three dimension these three types are demonstrated by dissimilar people at different level of management in the organization and those are totally independent. Porter (2011) explains, that commitment towards admit and accept the aims, values and morals or organization and are knee to continue and remain in the organization. If granted by the aims, values and morale or organization and are knee to continue and remain in the organization. If granted by the organization it will increase level of motivation at present level and the same will reflect in work place.
· Attendance
It is very crucial any organization to track the attendance of employees as it affects the productivity of the organization
It may become burden to the organization as well as for the team and the rest of the staff (Scots, 1016). Frequent absence by employee from the work place prevents team group from continuity of being productive Absenteeism of employee at hi/her station will add extra work to the rest original flair of the absent employee. Attendance is very important to ensure sustaninable, performance to complete.
Basically certain job are not for the deaf, dumb, blind and handicap etcr these physical challenges need to be understood by the worker and employer and if careful assessment is made by both the worker and the owners of the business the physical ability of workers could improve provision or required equipment/machines.
· Emotionally Stability
These are workers who display deep metal feeling or excitement beyond the acceptable limit. These type of workers may be considered not matured to handle situation you need to assess your emotion and determine whether improvement is necessary. For instance, do you frequently show another of joy by shedding tears? Do you frequently express inner feelings to the point where you show anger visibly or actual seen to be shaking? Then, you need to watch you emotion and try to display stable emotion where what needs to be done or said is handled maturely relationship.
2.6 	The Role of Human Relationship Skill
Human relationship skill is the means of a person's ability to operate within business organization though social communication and interaction; this also refers to shoe office worker related to other.
Communication with respect to other people within the workplace is necessary to reduce conflict and this in turn increase participation and co-operation in completing tasks. People with good human skill can control their feeling in difficult situation and respond appropriately instead of being overwhelmed with emotion. You can improve your human relation, everyone has moments when they feel less than capable what good human relation skill communication have done in such case was to identify which feeling get in the way of connecting with other and practice new ways of behaving when they find one of those feelings coming on. These workers needs to work on these type and soon becomes a good communication when the occasion demands. Again the worker must remember to the courteous, tactful, helpful, a good listener and speaker.
In the office, you seek people, work with them and socialize with them, these co-workers are of different age brackets, they differ in their abilities, background and interest, They way and manner you relate with these people determine how successful you are as an office worker, you will agree with me that no how people behave exactly alike just as you cannot expect A or B stand the same, so be it to human behavior.
Human behaviors may not necessary be warm or present but the work you are hired and paid to do must be done. So, personal feelings must not prevent you.
Human relationship skills, also known as interpersonal skills or soft skills, play a crucial role in job performance across various professions and industries. White technical expertise and qualifications are essential, it is often the interpersonal skills that differentiate outstanding performers from their peers. Here are several ways in which human relationship skills impact job performance.
Collaboration and teamwork: Effective collaboration is vital for success in most workplaces. Strong interpersonal skill enable individuals to communicate clearly, listen actively, and work cooperatively with colleagues. These skills foster a positive and harmonious team environment. leading to improved problem -solving, innovation, and overall productivity.
Communication: The ability to communicate effectively is crucial in the workplace. Interpersonal skills enable individuals to express their ides clearly, listen actively to others, and adapt their communication style to different audience. Good communicators loan build rapport, resolve conflicts, and convey information accurately, leading to fewer misunderstanding and more efficient workflows.
Leadership and management: Strong interpersonal skill are essential for leaders and managers. They enable them to inspire and motivate their teams, provide constructive feedback, delegate task effectively, and resolve conflicts. Leaders with good relationship skill can create a positive work culture, roster employee engagement, and promote high levels of productivity and job satisfaction.
Customer service and client relationship: Many Jobs require interacting with customers or clients. Interpersonal skill are crucial for delivering exceptional customer service and building strong client relationships, Professionals who can empathize with customers, actively listen to their needs, and communicate effectively are more likely to satisfy clients, retain their business, and receive positive feedback.
Networking and professional relationship: Building a strong professional network is essential for career growth. Inter-personal skills facilitate networking by enabling individuals to establish and maintain meaningful relationships with colleagues, superiors mentors, and industry professionals. A robust professional network can provide valuable opportunities, support, and access to knowledge and resources that contribute to job performance and career advancement.
Emotional intelligence: Emotional intelligence refer to the ability to understand and manage one's emotions and the emotions of others. It involves self-awareness, empathy, and the ability to regulate emotions in various situations professionals with high emotional intelligence can navigate interpersonal dynamic, adapt to change, and respond to challenges in a positive and productive manner, ultimately enhancing job performance.
Human relationship skills significantly impact job performance by fostering collaboration, improving communication enhancing leadership abilities, supporting customer service efforts, enabling conflict resolution, promoting problem-solving, facilitating emotional intelligence and fostering professional relationships. These skills are increasingly valued by employers and contribute to an individual's overall success in the workplace.
2.7	 Means by Which Secretary can Exhibit Human Relation Skills
Effectively Human relations skills at work service critical role in developing and maintenance of trust positive feelings in an organization. Although the means of human relationship skills alone is not enough to produce worker productivity. It can significantly contribute to it.
An effective secretary need to abstain from shoeing favoritism make difficult, sometimes in popular, show concern for subordinate with appearing to pry and avoid misusing supervisory power.
In fulfilling responsibilities, secretary needs to stick right decision note in human relation, skills with workers. Mayo (2010) stresses the following.
Characteristic Needed For Business Success
The self-assessment needed for a new job is not for apart from the king necessary for success in business. Such questions as your qualification skill and interest in the job must be asked. What are these qualities that you possess that are necessary for success of the job? A self-appraisal is needed by you to determine your adequacy for the job you are doing. Let us consider some of them.

Academic Ability
How sound are you in your discipline? Are you eminently qualified or you have barely managed just obtain your certificate? Assess your position academically and whether further education is very necessary to enable you have a foothold in the operation of business where you are expected to ply you trade. If there are areas where you barely managed to pass, them the work requiring such skill will continued to suffer until you upgrade your relationship skills.
Physical Ability
Are you physical stable? Are you equipped to handle assignments that require physical activity? There are many workers who may be handicapped one way or another. There physically challenged individual need to assess their capabilities and seek way of improvement in the contribution they are to add the success of the organization they are working. This is difficult thought, as our social system hardly takes in to cognizance, the physically challenged persons Some offices are situated in Storley buildings that are not accessible to the physically challenged. Office workers from achieving the aim of the organization the least expected of every worker is co-operation toward the common goal of achieving organization targets. In any the best way to measure the human relation skills in organization according to Luke and Stigler (2010) is through workers interaction when.
· Meeting people and developing friendship
· Giving and receiving feedback
· Dealing with customers
· Associate with customers
You are successful in developing friendship, you must make effort to get to know your co-worker, call them by name, respect them, complement them especially if they have done something good that you are happy about and which may have helped you to move along as you perform your duty. You must also show interest in them and try to understand how they feel by putting yourself in their position some people may have a annoying behavior. Do not allow them to distract you from offering you co-operation. Try also to have good conversation easily. It is also necessary that you think, act and speak positively to others, it is also necessary that you think, act and speak positively to others, do not take interest on the negative side to thins, try to turn away from nature words such as I cannot do this, I do not like him etc. instead of saying "it is impossible to finish this works" why not say "please give me some time and I will finish this works" you can also use positive body language such as smile, when you agree, laugh when you agree, have good eyes contacts, look active as you work or do tasks.
Nonetheless, although Taylorism attempts to justify scientifically management as a holistic philosophy rather than set of the human relations movement works parades to the notion of scientific management aiming to address the social welfare need of workers and therefore elicit their co-operation as a workforce.
In addition, Worn and Wood 2010 argues that Taylor made important contribution what inspire human motivations even though his ultimate findings were so much at different to the human relation skills.
2.8	Job Satisfaction
Job satisfaction is how fulfied person is form the job that they perform. It is linked with performance, motivation, absenteeism, lateness early closure, laziness, mental/physical health and general life satisfaction of a particular employee Salem (2020) several job has a strong impact on job performance, nonappearance, turnover and psychology disorders (Story, 2013), A number of research findings as cited by Ismail, Gautlang, Chheklong and Ibrahim, (2010) have suggested a positive relationship between motivation and job satisfaction to the extent that Kreither and Kinike, (2012), suggest that manager can potentially enhance employee motivation through employee job satisfaction Japsen (2011) pasts that almost every workers tries to find satisfaction.
In this work especially of the job matches his occupational choice he will nearly attain job satisfaction. In comparison to motivation factor, hygiene factor can only be used to preclude dissatisfaction and cannot be used as incentive to create satisfaction steers and Porter (2011). Conditions but not especially motivated to work and perform to his/her potential Storely (2013) currently, that seem to be some reconciliation that the ethical thread that differentiate employee behaviours from other behaviour is that it goal directed behaviors (Bassel-james and Llioyd), 2010). Bandura directed, is stopped and what kind of subjective reaction is presented in the organization which this is going on. Bassett, jones and Lloged (2010) stipulated that the content theorist led by Herberg, assumed a more compare interaction between both internal and external factors and explored the circumstance in which individual respond to different internal between both internal and external factors and explored the circumstance in which individual respond to different internal and external stimuli, Bandura (2003) affirms that the function of employee motivation begins because of tension within demands or employee and therefore, there is a pursuit within the company or within employee
to fulfill his/her desire. When the employee is satisfied with his financial motivation his/her desires and needs and the processes started again Basset jones and Lloyd (2010).
Social Responsibility for Human Relation
Out of corporation ethical behaviours or organizations, the issue of social responsibility emerges, social responsibility according to jones and George (2003) is about a manger's duty or obligation to make decisions that promote the welfare and well-being of satisfaction and society as a whole. According to Gatewood and Carrol (2011), the strength of organizations commitment to social responsibility ranges from low to high (see Gigure 16.2)




CHAPTER THREE
METHODOLOGY
In this chapter, the researcher would carefully explain the process on how data was collected and analyzed.  
3.1	Instrument Used  
3.2	Population of the Study  
3.3	Sample and Sampling Techniques  
3.4	Distribution and Collection of Data  
3.5	Method of Data Analysis  
3.1	Instrument Used  
A questionnaire tagged "The impact of Human Relation Skill on the Job Performance of Secretaries." was designed by the researcher which was used as a tool for data gathering for the study. The items in the questions are placed in four-point rating scale of "SA-Strongly Agree=4, A-Agree=3, D-Disagree=2 and SD-Strongly Disagree" = 1 respectively.  
3.2 	Population for the Study
 The population for this study comprises of Ministry of Education, Ilorin who are requiring skills respectively. This is to ensure that the respondents reaction were in line with the chosen topic. For this reason, the success of this research work largely depends upon the opinion of the (30) respondents.

3.3	 Samples and Sampling Techniques 
Sample and sampling means a process of selecting group from a large population who will make generalized statement so that the selected part will represent the total group. For this purpose, so the researcher has selected thirty (30) populations for the study.
3.4	 Distribution and Collection Data
The researcher personally administers the questionnaire, (30) Copies of the questionnaire were distributed to secretaries of Kwara State Ministry of Education, Ilorin. All the copies were duty completed as the respondents wasted no time in answering and returning it.
3.5 	Method of Data Analysis
The information collected were classified and manually analyzed with the aid of a calculator, figure collected were converted into percentages to make the analysis clearer. Therefore, the analysis was based on the data collected from the respondents and this will be presented in the next chapter.  






CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction 
	This chapter deals with statistical analysis of data collected through questionnaires. It also deals with the interpretation and analysis of data.
4.2	Results 
	Table 4.1:	A Secretary is an employee who carries out obligatory tasks assigned by her boss.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	10
	33

	Disagree
	03
	10

	Strongly Disagree
	02
	7

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 15 (50%) of the respondents strongly agreed with the statement that a secretary is an employee who carries out obligatory tasks assigned by her boss, 10(33%) respondents agreed with the statement, while 3(10%) respondents disagreed and 2(7%) of the respondents strongly disagreed with the statement.
	This implied that a secretary is an employee who carries out obligatory tasks assigned by her boss.
	Table 4.2:	The Organization can operate socially without the service of effective secretaries.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	00
	0.00

	Agree
	05
	17

	Disagree
	15
	50

	Strongly Disagree
	10
	33

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.2 above revealed that, 5(17%) of the respondents agreed with the notion that the organization can operate socially without the service of effective secretaries, 15(50%) respondents disagreed, while 10(33%) respondents strongly disagreed and there was no respondents for strongly agreed.
	Therefore, one can say that the organization can operate socially without the service of effective secretaries.





Table 4.3:	A secretary is an image maker because she serves as an intermediary between the public and organization.  
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	53

	Agree
	09
	30

	Disagree
	03
	10

	Strongly Disagree
	02
	7

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.3 above indicated that, 16 (53%) of the respondents strongly agreed with the notion that a secretary is an image maker because she serves as an intermediary between the public and organization, 9(30%) respondents agreed, while 3(10%) respondents disagreed and 2(10%) of the respondents strongly disagreed with the notion.
	It is obvious to conclude that a secretary is an image maker because she serves as an intermediary between the public and organization.




Table 4.4:	Effective skill always increase secretaries output.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	10
	33

	Disagree
	05
	17

	Strongly Disagree
	00
	0.00

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.4 above showed that, 15 (50%) of the respondents strongly agreed with the notion that effective skill always increase secretaries output, 10(33%) respondents agreed, while 5(17%) of the respondents disagreed with the notion andnthere was no respondents for strongly disagreed.
	It is clear to conclude that effective skill always increase secretaries output.






	Table 4.5:	Proper usage of effective skills can increase an organization output.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	18
	60

	Agree
	08
	27

	Disagree
	04
	13

	Strongly Disagree
	00
	0.00

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.5 indicated that, 18 (60%) of the respondents strongly agreed, 8(27%) respondents agreed with the statement that proper usage of effective skills can increase an organization output, while 4(13%) disagreed and there was no respondents for strongly disagreed.
	This implies that proper usage of effective skills can increase an organization output.




	Table 4.6:	A secretary is expected to display a knack for affability in her daily disposition.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	14
	47

	Agree
	10
	33

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.6 revealed that, 14(47%) of the respondents strongly agreed, 10(33%) respondents agreed with the notion that a secretary is expected to display a knack for affability in her daily disposition, while 3(10%) disagreed and 3(10%) of the respondents strongly disagreed respectively.
	It is safe to conclude that a secretary is expected to display a knack for affability in her daily disposition.





	Table 4.7:	A secretary is indisputable personnel who possesses confidence in an interpersonal skill.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	09
	30

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.7 showed that, 15(50%) of the respondents strongly agreed with the notion that a secretary is indisputable personnel who possesses confidence in an interpersonal skill, 9(30%) respondents agreed with the notion, while 4(13%) disagreed and 2(7%) respondents strongly disagreed with the statement.
	Therefore, it is obvious to conclude that a secretary is indisputable personnel who possesses confidence in an interpersonal skill.





	Table 4.8:	Human Relations Skill is a part of soft skills which provides the ability to effectively interact with people.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	21
	70

	Agree
	09
	30

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.8 revealed that, 21(70%) of the respondents strongly agreed with the notion that human relations Skill is a part of soft skills which provides the ability to effectively interact with people, 9(30%) respondents agreed with the notion, while none of the respondents responded to disagreed and strongly disagreed respectively.
	This implies that Human Relations Skill is a part of soft skills which provides the ability to effectively interact with people.





	Table 4.9:	In order to scale the hurdles of office life, a secretary must possess human relation skills.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	13
	43

	Agree
	11
	37

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.9  indicated that, 13(43%) of the respondents strongly agreed with the statement that In order to scale the hurdles of office life, a secretary must possess human relation skills,11(37%) respondents agreed with the notion, while 3(10%) respondents disagreed and 3(10%) respondents strongly disagreed with the statement.
	It is obvious to conclude that In order to scale the hurdles of office life, a secretary must possess human relation skills.





	Table 4.10:	Human Relations Skills help secretary to excel in the workplace.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	17
	57

	Agree
	13
	43

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.10  showed that, 17(57%) of the respondents strongly agreed with the statement that human relations Skills help secretary to excel in the workplace, 13(43%) respondents agreed, while none of the respondents responded to disagreed or strongly disagreed respectively.
	Therefore, one can conclude that human relations Skills help secretary to excel in the workplace.





	Table 4.11:	In the face of tensed situation, a secretary must display the ability for calmness and show that she is in control.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	15
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.11  revealed that, 15(50%) of the respondents strongly agreed with the statement that In the face of tensed situation, a secretary must display the ability for calmness and show that she is in control, 15(50%) respondents agreed while there was no respondents for disagreed and strongly disagreed respectively.
	It is clear to conclude that In the face of tensed situation, a secretary must display the ability for calmness and show that she is in control.





	Table 4.12:	Absence of human relation skills can make performance of secretary less.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	53

	Agree
	08
	27

	Disagree
	04
	13

	Strongly Disagree
	02
	7

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.12 indicated that, 16(53%) of the respondents strongly agreed with the statement that absence of human relation skills can make performance of secretary less, 8(27%) respondents agreed with the notion while 4(13%) of the respondents disagreed and 2(7%) respondents strongly disagreed with the notion.
	Therefore, one can say that absence of human relation skills can make performance of secretary less.





	Table 4.13:	Good Human Relations are built on kind, courteous, and friendly actions.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	12
	40

	Agree
	12
	40

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.13 revealed that, 12(40%) of the respondents strongly agreed with the notion that Good human relations are built on kind, courteous, and friendly actions, 12(40%) respondents agreed with the statement while 3(10%) of the respondents disagreed and 3(10%) respondents strongly disagreed with the statement.
	It is safe to conclude that good human relations are built on kind, courteous, and friendly actions.




	Table 4.14:	A secretary must treat an individual based on traits and characteristics that makes them unique.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	18
	60

	Agree
	09
	30

	Disagree
	03
	10

	Strongly Disagree
	00
	0.00

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.14 showed that, 18(60%) of the respondents strongly agreed, 9(30%) respondents agreed with the statement, while 3(10%) of the respondents disagreed with the notion that a secretary must treat an individual based on traits and characteristics that makes them unique and there was no respondents for strongly disagreed.
	Therefore, one can say that a secretary must treat an individual based on traits and characteristics that makes them unique.




	Table 4.15:	Human Relation Skills is essential because it enhances the efficient in the organization.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	12
	40

	Agree
	09
	30

	Disagree
	06
	20

	Strongly Disagree
	03
	10

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.15 revealed that, 12(40%) of the respondents strongly agreed, 9(30%) respondents agreed with the statement, while 6(20%) of the respondents disagreed with the notion that human relation skills is essential because it enhances the efficient in the organization and 3(10%) respondents strongly disagreed.
	This implies that human relation skills is essential because it enhances the efficient in the organization.





	Table 4.16:	In this 21st century, the more valuable employee is the one who can effectively get along with people
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	10
	33

	Disagree
	03
	10

	Strongly Disagree
	02
	7

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.16 revealed that, 15(50%) of the respondents strongly agreed with the statement that In this 21st century, the more valuable employee is the one who can effectively get along with people, 10(33%) respondents agreed with the statement, while 3(10%) of the respondents disagreed and 2(7%) respondents strongly disagreed.
	It is obvious to conclude that in this 21st century, the more valuable employee is the one who can effectively get along with people.





	Table 4.17:	It takes Human Relations Skills to execute any idea because it involves dealing with people.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	15
	50

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.17 showed that, 15(50%) of the respondents strongly agreed with the notion that it takes human relations Skills to execute any idea because it involves dealing with people, 15(50%) respondents agreed, while none of the respondents disagreed and strongly disagreed respectively. 
	One can conclude that it takes human relations Skills to execute any idea because it involves dealing with people.





	Table 4.18:	Human Relations skills are what make relationship with employee and the public go smoothly
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	17
	57

	Agree
	13
	43

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.18 revealed that, 17(57%) of the respondents strongly agreed with the statement that human relations skills are what make relationship with employee and the public go smoothly, 13(43%) respondents agreed while none of the respondents responded to disagreed and strongly disagreed respectively. 
	This implies that human relations skills are what make relationship with employee and the public go smoothly.





	Table 4.19:	A secretary must be able to adjust to unpleasant people, unpleasant tasks, and unpleasant working environment.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	15
	50

	Agree
	09
	30

	Disagree
	03
	10

	Strongly Disagree
	03
	10

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.19 indicated that, 15(50%) of the respondents strongly agreed with the notion that a secretary must be able to adjust to unpleasant people, unpleasant tasks, and unpleasant working environment, 9(30%) respondents agreed, while 3(10%) of the respondents disagreed and 3(10%) of the respondents strongly disagreed with the notion. 
	It is safe to conclude that a secretary must be able to adjust to unpleasant people, unpleasant tasks, and unpleasant working environment.




	Table 4.20:	Human Relations Skills cannot be taught, but can be developed through proper training.
	Options
	Number of Respondents
	Percentages %

	Strongly Agree
	16
	53

	Agree
	14
	47

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	30
	100%


Sources: Researcher’s fieldwork, 2025
	Table 4.20 showed that, 16(53%) of the respondents strongly agreed with the notion that human relations Skills cannot be taught, but can be developed through proper training, 14(47%) of the respondents agreed with the notion while none of the respondents responded to disagreed and strongly disagreed respectively. 
	This implies that human relations Skills cannot be taught, but can be developed through proper training.





CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
This study dealt with “The Impact of Human Relation Skill on the Job Performance of Secretaries”. The tool used for the investigation was questionnaire which was developed by the researcher and distributed to some secretaries at Kwara State Ministry of Finance, Ilorin Related literatures were also reviewed for the study.
In order to find answers to questions, the researcher went into reviewing related literature of learned authorities. The data collected completed by the research completed by the respondents were analyzed to know the opinion of the respondents on the topic say the impact of human relations skill on the performance of secretaries and what role they can play in an organization so that organization can achieve their objective with the effort of secretaries in an organization. Nevertheless, in the literature review, effort was made to have a detailed review on the definition, importance of human relation of secretaries for the benefit of an organization goal and their standard among the global organization in the world.
Above all this researchers discovered that their some important of secretary needed to be more effective, such as working together in the office, organization level, roles of communication skill in-enhance human relation in an organization, employ trust, relationship, clarity collaboration, good communication skills, focuses, creative, excellent writing skills, emotional stability, physical ability, job satisfaction, academic ability and social responsibility are so more vital to maintain as a good or profession secretaries who have great ambition. In order to get answer to the research questions the research went into reviewing some related literature of learned authorities.
The researcher developed the questionnaire with the topic copied of the questionnaire were distributed to the secretaries at Kwara State Ministry of Finance, Ilorin as the case studies and the results were analyzed in chapter four(4)
As earlier stated in an organization which is posed to be successful and wish to meet up with the standard of human relation skills, method would always have the mind to be retained so as to meet up with challenges of human relationship skill in an organization.
5.2	Conclusion
The impact of human relation skill on the job performance of secretaries to achieve considerable increase in work output. Increase in efficiency a well as neatness in their human relation in achieving effective result, increase in the use of the skill also helps secretaries in required objective of an organization by serving their time, labour and cost of production.
From the findings of the study, it could be concluded that an organizations without effective secretaries organization cannot achieve their objective to and behold secretaries play vital role through average knowledge of a secretaries that are admitted or employ in to the position of a secretaries in developing relation with others co-worker for better productivity. Also, human relation skill which is the establishment of effective secretaries is related to the responsibility of executive in requirement of policy as well as continuous comparison of actual to faster the measure of performance.
5.3	Recommendations
Based on the findings of the study, the following recommendation are made:4
1. The organization should endeavor to provide training on human relation skills that are directly profitable to the professional secretaries.
2. Secretaries must be exposed to modern machine. That is they should be ready to go for further education and take more professional course, in order to acquire the needed skills in the use of essential ones.
3. Secretaries should be given adequate skillful training on the operation of human relation being used in their organization.
4. Secretaries should make sure that there is cordial relationship among the fellow worker in an organization.
5. An efficient quality control should be improved upon with which quality decision would be made which will affect secretaries and reflect in output.
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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 HUMAN RELATION SKILL ON THE JOB PERFORMANCE OF SECRETARIES”.
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 researcher ethics of anonymity and confidentially will be strictly adhered to.
Yours faithfully

ALABI YUSUF OLAMIDE
ND/23/OTM/FT/0126





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 “THE IMPACT OF HUMAN RELATION SKILL ON THE JOB PERFORMANCE OF SECRETARIES”.
Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.


Yours faithfully

ALABI YUSUF OLAMIDE
ND/23/OTM/FT/0126





QUESTIONNAIRES
1. A Secretary is an employee who carries out obligatory tasks assigned by her boss.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
2. The Organization can operate socially without the service of effective secretaries.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
3. A secretary is an image maker because she serves as an intermediary between the public and organization.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
4. Effective skill always increase secretaries output.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
5. Proper usage of effective skills can increase an organization output.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  


6. A secretary is expected to display a knack for affability in her daily disposition.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
7. A secretary is indisputable personnel who possesses confidence in an interpersonal skill.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
8. Human Relations Skill is a part of soft skills which provides the ability to effectively interact with people.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
9. In order to scale the hurdles of office life, a secretary must possess human relation skills.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
10. Human Relations Skills help secretary to excel in the workplace.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  


11. In the face of tensed situation, a secretary must display the ability for calmness and show that she is in control.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
12. Absence of human relation skills can make performance of secretary less.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
13. Good Human Relations are built on kind, courteous, and friendly actions.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
14. A secretary must treat an individual based on traits and characteristics that makes them unique.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
15. Human Relation Skills is essential because it enhances the efficient in the organization.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  


16. In this 21st century, the more valuable employee is the one who can effectively get along with people.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
17. It takes Human Relations Skills to execute any idea because it involves dealing with people.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
18. Human Relations skills are what make relationship with employee and the public go smoothly.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
19. A secretary must be able to adjust to unpleasant people, unpleasant tasks, and unpleasant working environment.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )  
20. Human Relations Skills cannot be taught, but can be developed through proper training.  
(a) Strongly Agree ( )  	(b) Agree ( )  
(c) Disagree ( )  		(d) Strongly Disagree ( )
