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CHAPTER ONE
Introduction
1.1	Background to the study
For decades now, fast changes have been taking place in all facets of human life including the office environment. This is a result of technological advancement. Every office in today's business world, be it government, industry, or other human endeavors, require facts and accurate information for quick decision-making. The office worker, including the secretary, expects certain support from the organization in which he/she is employed. This support can be technological (machines and equipment) or human. In offices of the past, managers dictated memos and letters and secretaries typed them. Most recently, businesses have developed word processing centers and relied on personal computers and even electronic mail to lessen the need for secretarial support and make the secretary-secretary very productive.
 As a result of changes in technology, the role of secretaries in business has changed tremendously from that of typewriting and shorthand dictation, answering telephone calls, and processing mail. Today's secretaries are exposed to office technology including the internet which makes work much easier and knowledge more accessible (Edwin, 2008). It is now easier to send messages by telex, electronic mail (e-mails), fax, and telephone. Other office gadgets available to the secretary are photo-copy machines, duplicating machines, dictating machines, and printers, among others. This is the era of computers and information technology which has become an enabler of greater convenience. Three of the most popular types of computer software programs are word processing, which helps the user to write and edit memos, letters, and reports, data management programs or databases, which help the user or secretary to use long lists of data and spreadsheet programs, which handle tables and numbers.
 The secretarial functions and their effectiveness depend much on the availability of office technology and equipment, as well as the skills and competencies of the secretary.  Many organizations have come to appreciate the role and importance of the secretary, and also the need of providing the needed office machines and equipment’s for the efficacy of the secretary's performance of his/her functions. For decades now, fast changes have been taking place in all facets of life including the office environment.  This is a result of technological advancement. Every office today requires facts and accurate information for quick decision-making and high productivity. 
    	 The office worker including the secretary expects certain support from the organization in which he/she is employed.  This support can be technological (machines and equipment) or human.  In the past offices, the manager dictates memos and letters, while the secretary types them.  Most recently, word processors have been developed and used, personal computers are relied on and even electronic mail to lessen the need for secretarial support and make the secretary (secretary) very productive, (Ezoem 2015, Osuala 2004)
     	As a result of the changes in technology, the role of the secretary has changed tremendously from that typewriting and shorthand, dictation, answering telephone calls, and processing mail.  Today's secretaries are exposed to office technology/automation including the Internet which makes work easier and knowledge more accessible (Edwin 2008).  It is now easier to send messages by telex, electronic mails (e-mails) fax, and telephone. Other office gadgets available to the secretary are photocopying machines, duplicating machines, dictating machines, printing machines, etc.  This is the era of computers and information technology, which has become an enabler of greater convenience. 
 Three of the most popular types of computer software programs are Word processor, which helps the user (secretary) to write and edit memos, letters, and reports, Data management programs or data-based, which Helps the user (secretary) to use long lists of data and Spreadsheet programs, which handles tables and numbers. (Duller and Fielden 2019).
     	Secretaries now have many technologically advanced office gadgets to ease their jobs and enhance proficiency and productivity, leading to improved access to goods and services.
The office of today is highly mechanized/automated.  In many companies, the rate of turnover among office secretary’s continues to be high with the result that the proposed reduction in manpower requirements, is compensated by these technological innovations.  Many people have wrong views of who a secretary is, some take a secretary for a typist, clerk, or receptionist in the paper on the impact of modern technology in today’s offices.
Having said much about the general effects, it is good to talk or see how modern technology affects the secretary one by one.  Technology has greatly affected secretarial performance much to the improvement of the profession.  Technology has completely enveloped secretarial performance in a way that it is now safe for one to say that without technology, there is no effective secretarial performance.
Many companies pride themselves on their efficiency, having implemented processes and systems that allow secretary’s to maximize their tasks in the shortest amount of time possible. At the office, efficient workers are those who can accurately complete their duties in a timely manner. However, an effective company or secretary is something entirely different.
Effectiveness is defined as the degree to which something is successful in producing a desired result. When a company is effective, it succeeds in continuing to innovate and produce top-quality products or services that delight customers and clients. Effective worker doesn’t just attempt to complete their tasks as quickly as possible, but works to come up with inventive solutions to problems and continually improve their performance to achieve the best results.
Information communication technology is simply a way of processing, storing, and sending information electronically. In this way information is much more quickly processed and as earlier pointed shared, relayed, disseminated, preserved and recalled for meaningful communication purposes. Bradi et al (2018) believe that obtaining high efficiency and effectiveness in organizations requires investment in major technology components such as computers, internet, etc. Transmission of message is no longer a monotonous process rather it speeded up and it takes little time in terms of the urgent need of time and space. It has also affected the old patterns of communication whereby letters are no more sent by post, faxes have replaced telegrams, computers are now in use than typewriters and the old style of the use of darkroom has been overtaken by digital photography; saving cost and hours.
Information and communication technologies (ICT) is defined as a diverse set of technological tools and resources used to transmit, store, create, share, or exchange information. These technological tools and resources include computers, the Internet (websites, blogs, and emails), live broadcasting technologies (radio, television, and webcasting), recorded broadcasting technologies (podcasting, audio and video players, and storage devices), and telephony (fixed or mobile, satellite, Visio/video-conferencing, etc.).
Information and communications technology (ICT) is an extensional term for information technology (IT) that stresses the role of unified communications and the integration of telecommunications (telephone lines and wireless signals) and computers, as well as necessary enterprise software, middleware, storage and audiovisual, that enable users to access, store, transmit, understand and manipulate information.
ICT is also used to refer to the convergence of audiovisuals and telephone networks with computer networks through a single cabling or link system. There are large economic incentives to merge the telephone networks with the computer network system using a single unified system of cabling, signal distribution, and management. ICT is an umbrella term that includes any communication device, encompassing radio, television, cell phones, computer and network hardware, satellite systems and so on, as well as the various services and appliances with them such as video conferencing and distance learning. ICT also includes analog technology, such as paper communication, and any mode that transmits communication.
ICT is a broad subject and the concepts are evolving. It covers any product that will store, retrieve, manipulate, transmit, or receive information electronically in a digital form (e.g., personal computers including smartphones, digital television, email, or robots). Skills Framework for the Information Age is one of many models for describing and managing competencies for ICT professionals in the 21st century.
The phrase "information and communication technologies" has been used by academic researchers since the 1980s. The abbreviation "ICT" became popular after it was used in a report to the UK government by Dennis Stevenson in 1997, and then in the revised National Curriculum for England, Wales, and Northern Ireland in 2000. However, in 2012, the Royal Society recommended that the use of the term "ICT" should be discontinued in British schools "as it has attracted too many negative connotations". Since 2014, the National Curriculum has used the word computing, which reflects the addition of computer programming into the curriculum.
Information and Communications Technology (ICT) is the use of computing and telecommunication technologies, systems, and tools to facilitate the way information is created, collected, processed, transmitted, and stored. It includes computing technologies like servers, laptop computers, and software applications, as well as the wired and wireless communication technologies that support telephones, the Internet, the Internet of Things (IOT), and the met averse. The goal of ICT is to improve access to information and make human-to-human, human-to-machine, and machine-to-machine (M2M) communication easier and more efficient. Larissa K. Barber, and Jade S. Jenkins. (2014).
The relevance of job performance is very crucial to the long-term growth of any occupational system around the world. It probably ranks alongside professional knowledge and skills, center competencies, educational resources as well as strategies, in genuinely determining career success. Performance is the ability to carry out the responsibility in accordance with laid rules. The rate and degree of performance are determined through an evaluation which is the systematic way of estimating the worth, quality, importance, and relevance of a program with a view to rating, correcting, improving, or changing the system or program. It is frequently expressed that job performance is a function of ability and technology. Performance can be regarded as almost any behavior, which is directed toward task or goal accomplishment. 
The importance of technology, and its impact on c performance and motivation, are recognized by many human resource practitioners and organizations today. Almost all organizations employ the use of Information Communication Technology (ICT) as a means to develop and introduce value-adding and efficiency-enhancing innovations in the organizations thus leading to enhanced performance. Performance is a measure of how well ICT achieves its purpose and it has many different aspects to it. Effectiveness and efficiency are the two fundamental dimensions of performance. Adams et al. (2016) refer to effectiveness as the extent to which stakeholder requirements are met, while efficiency is a measure of how economically the firm‘s resources are utilized when providing a given level of stakeholder satisfaction.
1.2	Statement of the problem
Office Managers in some organizations in Nigeria are scared of losing their jobs due to the advent of information technology. Nevertheless, Information technology when properly implemented in an organization will bring about productivity and easy flow of information, effective production delivery services to customers.
Unfortunately, it appears that the introduction of information technology seems to pose some problems for office managers. Office Managers in private organizations in Nigeria, seem to be scared of losing their jobs because some of them are inexperienced in the use of modern gadgets such as facsimile Transfer (FAX), and video conferencing. As a result of this, it has created fear and instability in the office managers as it seems as if most of them are looking for alternative jobs.
The introduction of technology in the banking sectors in Nigeria would bring about improved performance, but it appears to be at a very high cost-that is the cost of maintenance of equipment and services.
1.3	Objective of the study
The major purpose of the study is to determine the impact of information communication technology on the effectiveness of office employees 
i. To describe the concept of the effectiveness of office employees
ii. To explain the concept of ICT
iii. To determine the influence of ICT on the effectiveness of office employees
iv. To establish the contribution of ICT towards the effective performance of the office employees.
1.4	Research questions
1. What is the effectiveness of office employees?
2. What is information communication technology?
3. What are the Influences of ICT on the effectiveness of office employees?
4. How does ICT contribute to the effectiveness of employee performance?
1.5	Significance of the Study
· Organization: The study will help treat and improve some existing theories on Information as they apply to organizations as well as office professionals in the areas of human resources management. It has also become a vital and integral part of every business plan. It will also help organizations to improve the way they design and manage customer relationships.
· Further Research: It is also hoped that the findings of this study will contribute to the existing knowledge and information in the area of research.
· Office Practitioners: The significance of this research work is immeasurable both to the practitioners, office professionals, chief executives, personnel managers, the management of the organizations, and the public at large. It is expected that the findings and recommendations of the study will guide the area of study to consider introducing information technology for their office professional efficiency and other human resources departments for the effective administration of personnel matters.
· Students: The study will be useful to students who may wish to write or make some research on a similar topic using this as a point of reference and to reorient them toward their profession, future research, or practical endeavors.
1.6	Delimitation
This project is focused on relevance of information and communication technology to effectiveness of office employees in an organization. No attempt would be to go beyond this topic.
1.6	Limitations
There were no problems, challenges, constraints or limitations encountered during the course of writing this very chapter of this study.


















CHAPTER TWO
LITERATURE REVIEW
2.1	Concept of the Effectiveness of office employees
2.2	Concept of information communication and Technology
2.3	Influence of ICT on the Effectiveness of office employees
2.4	Contribution of ICT towards the effective Performance of the office employees.
2.1	Concept of the Effectiveness of office employees
Employee effectiveness is the capability of employees to produce a specific, desired effect with minimized costs and in strict compliance with initial requirements. It is a qualitative characteristic that indicates the extent to which targeted problems are addressed and the degree to which preset goals and objectives are achieved by employees Amaoko, A. (2017).
Employee effectiveness means a situation when a worker produces a desired outcome in the best possible way. Labor output acts as a key parameter for measuring employee effectiveness. For example, a web designer’s effectiveness includes labor costs the employee spends within a period of time (e.g. week) on developing a draft of a website. The drafted website will be the labor output of the designer. Higher effectiveness of this employee is reached if the website is designed as close to customer requirements as possible and with minimized costs Akunyili, D (2014).
According to Akunyili, D (2014) Employee effectiveness can be improved through a range of activities that create a better working environment. Here’re some examples of such activities:
· Training and recertification
· Better communications
· Rewarding and remuneration
· Employee recognition
· Improved leadership and teamwork
· Retooling and re-equipment
· Better corporate culture
· As the world of work continues to shift, employers must keep looking for ways to build employee efficiency. For many employers looking into how to improve efficiency, remote work is the way to go. One study found that productivity rose 47% for employees working from home.
· But not all employers are embracing a remote-first philosophy. According to a Worker’s survey, 67% of respondents said their employer was preparing to bring them back to the office.
Researchers have defined employee performance as well as highlighted parameters affecting employee performance in the following. Anitha (2013) reports that the performance of an individual or an organization depends strongly on all organizational activities, policies, practices, knowledge management practices, and employee engagement. These elements are vital determinants fostering high levels of employee performance. 
While Islami, Mulolli, and Mustafa (2018) recognize managing performance as a planned process in which the key elements are agreement, measurement, support, feedback, and positive reinforcement, which shaped outcomes in terms of performance expectation. Also, Employee performance as a combination of efficiency and effectiveness of the employee’s daily tasks to meet the expectations of the stakeholders. Isaac, Abdullah, Ramayah, and Mutahar (2017) show that employees highly agree that implementing the Internet in their job helped them in improving task process, education acquisition, and the quality of their communication which lead to improving individual performance as well as organization. 
On the other hand, Pawirosumarto, Sarjana, and Gunawan (2017) tide between employee performance and work environment that contains physical and nonphysical factors around employees which have a positive and significant effect on improving employee performance. While Smith and Bititc (2017) emphasize improving performance measurement systems and performance management practices as factors of the work environment which enhance employee engagement levels. Also, Mensah (2018) supports their ideas when considering talent management as a critical success factor within companies which become the core managerial value in our highly dynamic and uncertain market environment of the twenty-first-century era.
The difference between a mediocre employee and a high-performing employee is night and day.  Mediocre employee fulfills their job responsibilities and checks off their daily tasks. A highly effective employee takes every project to the next level by asking, “How can we improve this to best meet the needs of the people who will be receiving it?”
Every great leader wants to hire high-capacity team members who are going to take his or her organization to the next level. But how are you supposed to know from a few interviews how effective the candidate will be on your church staff?
Here are seven characteristics of highly effective employees for you to look for when you are interviewing for your next hire.
· They anticipate the needs of their team.
Highly effective employees don’t sit around until their boss gives them a new project. They ask themselves, “What does my team need, and how can I add value to them today?” They are always trying to think one step ahead of their team members and anticipate potential roadblocks or challenges the team might face. Instead of sitting back and hoping someone else does the work, they take ownership and make things happen.

· They bring solutions instead of problems.
Mediocre employees bring attention to a problem. Exceptional employees bring a suggested solution to a problem that comes up. People on the solution side of life are positive and bring energy to the team which is invaluable.
· They are accessible and responsive.
Highly effective employees are accessible. They don’t isolate themselves from the team. They make themselves available to increase the productivity of the team overall. Additionally, highly effective employees are responsive. Their teammates can count on them to respond promptly and move projects forward.  They understand that communication is the key to successful collaboration.
· They have a NAP.
Highly effective employees understand the value of a NAP – a no anxious presence. This doesn’t mean that they are laid back or give off a complacent attitude toward their work. It is quite the opposite.
A no anxious presence means listening to the full story when a team member brings up an issue or problem and reacting with a rational, calculated response instead of an emotional, quick-tempered reaction.
· They know when they are facing burnout…and proactively seek rest.
Highly effective employees who are adding value to a team run the risk of burning out. They are likely intrinsically motivated and work for the enjoyment of work, not solely for an external reward like a paycheck. Highly effective employees pay attention to the warning signs of burnout and take action to rest, schedule a vacation, and come back to work refocused to avoid bringing themselves and the rest of the team down.
· They have the heart of a servant.
We have the option to approach each day with selfishness or selflessness. Highly effective employees are selfless. They approach their work with the objective of serving their team well. Employees who approach their day with answering the question, “How can I serve my team today?” are highly effective because they are helping solve the problems of those around them. 
· They know how to prioritize.
Highly effective employees know what projects and tasks are more important than others and act on it. They are able to assess an overwhelming number of responsibilities and set a timeline for when and how they will be completed.
2.2	Concept of information communication and Technology
Since roughly 1920 the growth and apparent influence of communications technology have attracted the attention of many specialists who have attempted to isolate communication as a specific facet of their particular interest. Psychologists, in their studies of behavior and mind, have evolved concepts of communication useful to their investigations as well as to certain forms of therapy. Social scientists have identified various forms of communication by which myths, styles of living, mores, and traditions are passed either from generation to generation or from one segment of society to another. Political scientists and economists have recognized that communication of many types lies at the heart of the regularities in the social order (Turulja&Bajgoric, 2018). 
Under the impetus of new technology particularly high-speed computers—mathematicians and engineers have tried to quantify and measure components of communicated information and to develop methods for translating various types of messages into quantities or amounts amenable to both their procedures and instruments. Numerous and differently phrased questions have been posed by artists, architects, artisans, writers, and others concerning the overall influences of various types of communication. Many researchers, working within the relevant concerns of their disciplines, have also sought possible theories or laws of cause and effect to explain the ways in which human dispositions are affected by certain kinds of communication under certain circumstances and the reasons for the change.
In the 1960s a Canadian educator, Marshall McLuhan (2017), drew the threads of interest in the field of communication into a view that associated many contemporary psychological and sociological phenomena with the media employed in modern culture. McLuhan’s often repeated idea, “the medium is the message,” stimulated numerous filmmakers, photographers, artists, and others, who adopted McLuhan’s view that contemporary society had moved (or was moving) from a “print” culture to a “visual” one. The particular forms of greatest interest to McLuhan and his followers were those associated with the sophisticated technological instruments for which young people in particular display enthusiasm—namely, motion pictures, television, and sound recordings.
In the late 20th century the main focus of interest in communication drifted away from McLuhanism T (2015) and began to center on
· The mass communication industries, the people who run them, and the effects they have upon their audiences, 
· Persuasive communication and the use of technology to influence dispositions, 
· Processes of interpersonal communication as mediators of information, 
· Dynamics of verbal and nonverbal (and perhaps extrasensory) communication between individuals
· Perception of different kinds of communications,
· Uses of communication technology for social and artistic purposes, including education in and out of school
· Development of relevant criticism for artistic endeavors employing modern communications technology.


2.3	Influence of ICT on the Effectiveness of office employees
The wide diffusion of information and communication technology (ICT) has been strongly impacting on the organization dynamism. ICT facilitates abroad range of organization’s activities related to production, marketing, customer loyalty and employee performance (Reichstein, 2019). 
Montash Y. (2019) claim that ICT transformed the nature of products, markets, companies and the competition itself. ICT restructures many industries, enhance managing cost and created entirely new business models. In details, Tsakanikas M(2017) report that integration between ICT and organization operations reflected directly on organization performance and employee’s productivity, cost-saving, organization effectiveness and open new markets. 
The influence of ICT showed during 1990 when comparing the productivity growth between Europe and USA and how American’s companies gained competitive advantages by using ICT widely in various economic sectors Melián, (2017). These sectors are recently affected with the Internet of Things (IOT), cloud computing (CC), and predictive analytics (PA) which are new trends in ICT (Dahiya& Mathew, 2018). 
Caputo, N (2019) report that the spread out of social networks, virtual realities, electronic devices, 3D printers, and artificial intelligence (AI) among organization departments could enhance the impact of ICT. For instance, Big Data can support the processing of business intelligence (BI) tools, while artificial intelligence can support productivity work achieving Caputo, N (2019). 
The Human Resources department is one of the departments that is affected dramatically by information and communication technology. it is widely recognized that the HRM function is influenced by the improvement of IT by transforming the way firms collect, store, analysis, and evaluate employees’ performance. The strategic approach of integration between HR and information technology leads to developing E-HRM (Nwagbara, 2018).
2.4	Contribution of ICT towards the effective Performance of the office employees.
The rapidly changing business environment has led to increased reliance on ICTs to attain and maintain competitiveness, improve profitability, and succeed in today's dynamic market (Shamsuzzoha et al.2015). This has been a driver of innovation-related activities, all of which tend to be technology-based (Siegel, 2018) and are designed to obtain better efficiency and higher performance. However, despite the wide adoption of ICT by organizations in various sectors, several survey reports have found that many projects fail.
In 2015, Gartner reported that fewer than 30% of information systems projects such as Business Intelligence meet their business objectives (Saran B, 2017) and that 55 to 75% of enterprise resource planning (ERP) projects encounter failure in meeting their intended objectives, with 74.1% of them exceeding costs and 50% not realizing enough benefits (Jacobs, 2012). More recently, according to a study by KPMG, 70% of businesses suffered project failures during 2014, and 50% failed to achieve their intended goals.
The above outcomes drive us to question the proper use of the adopted ICT in organizations. According to Kusumaningtyasa and Suwartob (2015) ICT adoption is defined as the “willingness to take the new innovation related to computer and internet”. In fact, the usage of ICT is defined by Blurton (2022) as the “diverse set of technological tools and resources used to communicate and to create, disseminate, store, and manage information”.
Accordingly, Manochehri, Al-Esmail, and Ashrafi (2016) state that to benefit from ICT adoption, organizations should provide needed infrastructure and hire skilled ICT personnel. In other words, the necessary means to make effective use of the adopted ICT should be available for it to contribute positively to organizational performance.
New organizational forms and work arrangements are emerging, and ICT is adapted and designed to solve problems caused by these changes. The impact of the introduction of ICT becomes apparent in changes in work patterns, qualifications and decision-making procedures. Most businesses depend on employees with strong computer skills. Supervisors identify computer skills required for employees to perform their duties. Information and communication technology, ICT in organizations has many faces, such as office automation, production automation, telecommunication and electronic networks connecting organizations Ashrafi (2019).
Typically, an employee and her supervisor establish performance criteria for computer skills that match her responsibilities. We have now entered an era when almost every part of our existence is affected by Technological innovations due to globalization and evolution of the knowledge economy.

















CHAPTER THREE
METHODOLOGY
This chapter deals with the procedures and methods used for obtaining the data needed for the analysis and completion of this research Contribution of information and communication technology to effectiveness of office employees. The detail will take this form
3.1	Instrument used
3.2	Population for the Study
3.3	Sample and Sampling Technique
3.4	Distribution and Collection of Data
3.5	Validity
3.6	Reliability
3.7	Method of Data Analysis.
3.1	Instrument used
Data for the research work were gathered through the use of questionnaires. The research questionnaire was designed for the collection of data necessary to provide information to the research questions stated in chapter one. The questionnaire was vetted and scrutinized by the researcher's supervisor, to ensure that it was in line with the topic.


3.2	Population for the Study
This research aimed to critically the Contribution of information and communication technology to effectiveness of office employees.  The entire population of employees used was 20 from Kwara State University Malete, Ilorin.
3.3	Sample and Sampling Technique
A sample of 20 employees of the total population was selected in the organization.
3.4	Distribution and Collection of Data
20 copies of the questionnaire were distributed by the researcher at the chosen case study and we were returned by the respondent to the questionnaire was framed in such a way that it is selective of the research questions highlighted in chapter one. After the necessary correction by my supervisor, approach the distribution of copies of the questionnaire as given to the respondents.
3.5	Validity
A validity test was carried out to ensure that the research instrument measured what it was supposed to measure. The four methods of measuring external validity face validity face and content validity were carried out in this work.
Content validity measures the appropriateness of the wording of the instrument and the objectives of the study while face validity enables the researchers to assert to claim to have measured what he or she end to measure. The researcher also confirmed id the format used in designing the instrument is appropriate for obtaining the information required from the respondents.
3.6	Reliability
The reliability test ensures that the instrument measures consistently as required by the work. All of the 20 copies of a questionnaire sent out, 20 copies of the questionnaire containing 20 questions were disturbed, twenty- copies (20) were and, analyze or otherwise convert to data into usable information. The statistical package for social science  (SPAS) data entry form contains all collected on the instrument used it was validated by the expert,) contain all collected on the instrument used was validated by the experts in educational respondents.
3.7	Method of Data Analysis.
The data collected through the questionnaire were analyzed manually, using tables and percentages to explain the analysis. The analyses are presented in the next chapter.






CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
This chapter illustrates the presentation and analysis of data collected through the questionnaire.
4.2	Results
Table 4.1:	Information and Communication Technology has improved the skills of workers in the organization.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	10
04
05
01
	50
20
25
5

	Total 
	20
	100


Source: Field Survey, 2025
Table 4.1 above showed that 10(50%) of the respondents strongly Agreed, 4(20%) agreed, 5(25%) partiallygreed. 1(5%) disagreed whether or not that Information and Communication Technology has improved the skills of workers in the organization.


Table 4.2:	Information and Communication Technology has bought new techniques in an organization.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	10
02
05
03
	50
10
25
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 4.2 above revealed that 8(40%6) strongly agreed, 2(10%) agreed, 5(25%) disagreed, 1(5%) strongly disagreed whether or not Responses that Information and Communication Technology has bought new techniques in an organization.








Table 4.3:	Information and Communication Technology is effective in operation of the organization.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	12
03
02
03
	60
15
10
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 4.3 affirmed that 12(60%) of the respondents strongly agreed, 3 (15%) agreed, 2(10%) strongly disagreed, 3(15%) disagreed whether or not that time is constant and irreversible.








Table 4.4:	Information Technology has led to the Retrenchment of workers in some organization.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	01
15
02
02
	5
75
10
10

	Total 
	20
	100


Source: Field Survey, 2025
Table 4.4 shows that 1(5%) strongly agreed, 15(75%) agreed, 2(10%) strongly disagreed, 2(10%) disagreed whether or not that Information Technology has led to the Retrenchment of workers in some organization.








Table 5:	Does in-service training improve the job performance of staff of the organization via ICT 
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	17
01
01
01
	85
5
5
5

	Total 
	20
	100


Source: Field Survey, 2025
Table 5 indicates that (85%) strongly agreed, 1(5%) agreed, 1(5%) disagreed, 1(5%) strongly disagreed whether or not with the statement.









Table 6:	An office employee is anyone who works at an office, usually doing clerical work
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	08
04
05
03
	40
20
25
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 6 shows that 8(40%) of the respondents strongly agreed, 4(20%) agreed, 5(25%) strongly disagreed while 3(15%) disagreed whether or not that An office employee is anyone who works at an office, usually doing clerical work








Table 7:	An office employee handles basic organizational tasks like keeping accurate records and opening customer accounts.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	05
02
09
04
	25
10
45
20

	Total 
	20
	100


Source: Field Survey, 2025
Table 7 shows that 5(25%) of the respondents strongly agreed, 2(10%) agreed, 9(45%) strongly disagreed, 4(20%) disagreed whether or not with the statement









Table 8:	Information communication technology is simply a way of processing, storing, and sending information electronically.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	04
15
01
00
	20
75
5
0.00

	Total 
	20
	100


Source: Field Survey, 2025
Table 8 affirmed that 4(20%) of the respondents strongly agreed and 15 (75%) agreed and 1 respondent strongly agreed while nil with the statement.









Table 9:	The relevance of job performance is very crucial to the long-term growth of any occupational system around the world.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	12
00
07
01
	60
0.00
35
5

	Total 
	20
	100


Source: Field Survey, 2025
Table shows that 12 (60%) strongly agreed, 7935%) strongly disagreed while 1(5%) disagreed whether or not that Managers who complain about not having sufficient time fail to organize themselves.








Table 10:	Performance is the ability to carry out the responsibility in accordance with laid rules.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	02
10
05
03
	10
50
25
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 10: indicate that 2(10%) strongly disagreed, 3(156) disagreed whether or not with the statement.









Table 11:	It is frequently expressed that job performance is a function of ability and technology. 
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	08
07
02
03
	40
35
10
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 11 indicates that 8(40%) strongly agreed, 7(35%) agreed with the statement.









Table 12:	Employee effectiveness is the capability of employees to produce a specific, desired effect with minimized costs and in strict compliance with initial requirements.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	04
00
16
00
	20
0.00
80
0.00

	Total 
	20
	100


Source: Field Survey, 2025
The table 12 shows that 4(20%) strongly agreed, 16(80%) strongly disagreed that employee effectiveness is the capability of employees to produce a specific, desired effect with minimized costs and in strict compliance with initial requirements
.






Table 13:	Every great leader wants to hire high-capacity team members who are going to take his or her organization to the next level.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	20
00
00
00
	100
0.00
0.00
0.00

	Total 
	20
	100


Source: Field Survey, 2025
Table 13 states that 20 (100%) of the respondents strongly agreed that Every great leader wants to hire high-capacity team members who are going to take his or her organization to the next level







Table 14:	Highly effective employees don’t sit around until their boss gives them a new project.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	05
05
07
03
	25
25
35
15

	Total 
	20
	100


Source: Field Survey, 2025
Table14 shows that 5(25%) strongly agreed, 5(25%) agreed, 7(35%) strongly disagreed that highly effective employees don’t sit around until their boss gives them a new project, while 3(15%) disagreed.








Table 15:	The wide diffusion of information and communication technology (ICT) has been strongly impacting on the organization dynamism.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	08
07
02
03
	40
35
10
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 15 indicates that 8(40%) strongly agreed, 7(35o) agreed, 2(10%) strongly disagreed and 3(15%) disagreed with the statement.








Table 16:	The rapidly changing business environment has led to increased reliance on ICTs to attain and maintain competitiveness, improve profitability, and succeed in today's dynamic market.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	18
00
02
00
	90
0.00
10
0.00

	Total 
	20
	100


Source: Field Survey, 2025
Table 16 above indicates that 18 (90%) respondent strongly agreed that The rapidly changing business environment has led to increased reliance on ICTs to attain and maintain competitiveness, improve profitability, and succeed in today's dynamic market, while 2(10%) respondents strongly disagreed with the Statement





Table 17:	The impact of the introduction of ICT becomes apparent in changes in work patterns, qualifications and decision-making procedures.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	13
7
00
00
	75
25
0.00
0.00

	Total 
	20
	100


Source: Field Survey, 2025
Table I7 above shows that 13(75%) respondents strongly agreed and 7(25%) respondents agreed with the statement.








Table 18:	Most businesses depend on employees with strong computer skills
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	10
10
00
00
	50
50
0.00
0.00

	Total 
	20
	100


Source: Field Survey, 2025
This table 18 shows that 10(50%) respondents strongly agreed and 10(50%) respondents agreed with the statement. 









Table 19:	An employee and her supervisor establish performance criteria for computer skills that match her responsibilities.
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	10
05
02
03
	50
25
10
15

	Total 
	20
	100


Source: Field Survey, 2025
Table 19 shows that 10 (50%) respondents strongly agreed and 5 (25%) respondent also agreed that an employee and her supervisor establish performance criteria for computer skills that match her responsibilities, While 2(10%) respondents strongly disagreed and 1(5%) respondent disagreed with the statement.







Table 20:	Highly effective employees know what projects and tasks are more important than others and act on it
	Choice
	No of respondents
	Percentage %

	Strongly agree 
Agree
Strongly disagree 
Disagree 
	18
00
02
00
	90
0.00
10
0.00

	Total 
	20
	100


Source: Field Survey, 2025
Based on table 20, it is clear that 18(90%) respondents strongly disagreed and 2(10%) respondents agreed with the statement.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
This study is based on information and communication technology to effectiveness of office employees with case studies Kwara State University Malete. The study apparently discussed on the contribution of information and communication technology is and how it makes every workers in the organization to be more productivity.
Furthermore the following items was discussed in chapter two Concept of the Effectiveness of office employees, concept of information communication and Technology, influence of ICT on the Effectiveness of office employees, and contribution of ICT towards the effective Performance of the office employees.
Data were also collected by the use of questionnaire. The questionnaire was designed by the researcher with the assistance of her supervisor and distributed to the chosen case studies, twenty (20) copies of questionnaire were distributed and twenty (20) were answered and returned. Data were analyzed and presented in chapter four (4).
Lastly, it was discovered that information and communication technology contributed very great impact on office employees efficiency, the reason is that, office employees that make use of this new technology, will be more productive and will avoid time wastage on tasks given to them.

5.2	Conclusions 
Based on the findings of the study, it is concluded that one can safely say Information communication technology has brought both wonders and horrors to our society. Things that were once done manually, or by hand have now become easier and faster with the introduction of computer technology in the workplace. Our world today has changed a great deal with the aid of Information communication Technology which has penetrated almost every aspect of our daily lives and society. With all the good things about Information Communication Technology, it has brought terrible horrors to some in our societies. A lot of people have lost their jobs because they have become irrelevant due to the introduction of computers in the workplace. It has contributed to the poor livelihood of people.
5.3	Recommendations 
Based on the results and findings of the study, the following recommendations are therefore made,
i.) Organizations should provide as many possible modern technological gadgets available in the organization to enable employees to increase their productivity.
ii.) Employees without new skills in the use of modern technological gadgets should be retrained to fit into the trend of current advancement in the organization.
iii.) Employees should be given the opportunity and chance to perform/carry out other administrative functions using these gadgets. 
iv.) Organizations should provide pieces of training for the employees for them to be an effective office employees
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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 “CONTRIBUTION OF INFORMATION AND COMMUNICATION TECHNOLOGY TO EFFECTIVENESS OF OFFICE EMPLOYEES.”
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

JIMBA INRAHIM MUHAMMAD
ND/23/OTM/PT/0053




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 “CONTRIBUTION OF INFORMATION AND COMMUNICATION TECHNOLOGY TO EFFECTIVENESS OF OFFICE EMPLOYEES”.
Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.


Yours faithfully

JIMBA INRAHIM MUHAMMAD
ND/23/OTM/PT/0053




QUESTIONNAIRE
1. Information and Communication Technology has improved the skills of workers in the organization.
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
2. Information and Communication Technology has bought new techniques in an organization
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
3. Information and Communication Technology is effective in operation of the organization
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
4. Information Technology has led to the Retrenchment of workers in some organization
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	


5. Does in-service training improve the job performance of staff of the organization via ICT 
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
6. An office employee is anyone who works at an office, usually doing clerical work
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
7. An office employee handles basic organizational tasks like keeping accurate records and opening customer accounts
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
8. Information communication technology is simply a way of processing, storing, and sending information electronically
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
9. The relevance of job performance is very crucial to the long-term growth of any occupational system around the world
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
10. Performance is the ability to carry out the responsibility in accordance with laid rules.
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
11. It is frequently expressed that job performance is a function of ability and technology
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
12. Employee effectiveness is the capability of employees to produce a specific, desired effect with minimized costs and in strict compliance with initial requirements
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
13. Every great leader wants to hire high-capacity team members who are going to take his or her organization to the next level
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree


14. Highly effective employees don’t sit around until their boss gives them a new project
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
15. The wide diffusion of information and communication technology (ICT) has been strongly impacting on the organization dynamism.
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
16. The rapidly changing business environment has led to increased reliance on ICTs to attain and maintain competitiveness, improve profitability, and succeed in today's dynamic market
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
17. The impact of the introduction of ICT becomes apparent in changes in work patterns, qualifications and decision-making procedures
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
18. Most businesses depend on employees with strong computer skills
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
19. An employee and her supervisor establish performance criteria for computer skills that match her responsibilities
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
20. Highly effective employees know what projects and tasks are more important than others and act on it
(a) Strongly agree  			(b) Agree 		
(c) Disagree				(d) Strongly disagree	
