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Abstract
This study investigates the impact of electronic communication on the effectiveness of secretaries in organizational settings. With the rapid advancement of information and communication technology (ICT), traditional methods of communication have been largely replaced by electronic means such as emails, instant messaging, video conferencing, and collaborative platforms. The study aims to examine how these technologies influence the productivity, efficiency, and communication skills of secretaries in their administrative roles. A descriptive survey research design was adopted, and data were collected through structured questionnaires administered to a selected sample of secretaries from various public and private organizations. The findings revealed that electronic communication significantly enhances secretarial efficiency by enabling faster information dissemination, improved task coordination, and effective time management. However, challenges such as digital literacy gaps, information overload, and occasional technical issues were also identified. The study concludes that while electronic communication is a vital tool for modern secretarial practice, adequate training and infrastructural support are necessary to maximize its benefits. Recommendations include regular ICT training for secretaries and investment in reliable communication infrastructure to further improve organizational effectiveness.
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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
In today’s technologically driven world, the workplace has been transformed by the widespread use of electronic communication tools such as email, instant messaging, video conferencing, and shared digital platforms. The traditional modes of communication face-to-face interactions, memos, and physical mail are rapidly being replaced or supplemented by more efficient, instantaneous electronic means. This digital revolution has redefined the roles and responsibilities of secretaries in modern organizations.
Secretaries serve as the communication hub in many offices, responsible for disseminating information, scheduling meetings, coordinating activities, and maintaining records. With the introduction of electronic communication technologies, the dynamics of secretarial work have shifted. Secretaries are now expected to be proficient in a wide range of digital tools and platforms, including Microsoft Outlook, Zoom, Microsoft Teams, Google Workspace, and more. Their effectiveness is now judged not just by their typing speed or filing skills, but by their ability to communicate promptly, manage information digitally, and contribute to organizational efficiency through electronic tools.
The advantages of electronic communication are evident it allows for speed, cost-efficiency, and convenience in message delivery. It eliminates geographical barriers and facilitates instant feedback. For secretaries, these technologies have significantly improved the ability to multitask, manage workloads, and interact with multiple departments or clients simultaneously. However, the reliance on digital communication also presents challenges such as information overload, misinterpretation of messages, data security concerns, and the need for continuous upskilling.
Understanding the impact of electronic communication on the effectiveness of secretaries is critical, especially in a fast-paced corporate environment where information flow is essential to productivity. This study seeks to examine how electronic communication tools affect the performance, efficiency, and professional competence of secretaries in achieving organizational goals.
1.2	Statement of the Problem
Despite the widespread integration of electronic communication in offices, there is ongoing concern about its actual impact on the performance of secretaries. While it offers potential for increased speed and efficiency, some organizations experience communication breakdowns, delays in responses, misuse of digital tools, or resistance to technological change especially among staff lacking adequate training. Additionally, electronic communication, when mismanaged, can contribute to distractions, unclear messaging, or work overload due to the constant stream of information.
The problem this study addresses is the gap between the availability of electronic communication tools and their effective utilization by secretaries. Are secretaries using these tools efficiently? Do these technologies enhance or hinder their job performance? What factors contribute to or limit the effectiveness of electronic communication in secretarial duties?
1.3	Objectives of the Study
The general objective of this study is to examine the impact of electronic communication on the effectiveness of secretaries in an organization. The specific objectives are to:
i. Identify the types of electronic communication tools commonly used by secretaries.
ii. Determine how electronic communication influences the efficiency and productivity of secretaries.
iii. Examine the challenges faced by secretaries in using electronic communication.
iv. Assess the extent to which electronic communication improves information flow and task execution in the office.
v. Suggest ways to enhance the effective use of electronic communication by secretaries.
1.4	Research Questions
To guide the study, the following research questions are posed:
1. What types of electronic communication tools are commonly used by secretaries in organizations?
2. How does electronic communication influence the efficiency and productivity of secretaries?
3. What are the challenges secretaries face when using electronic communication tools?
4. To what extent does electronic communication improve information flow and task performance?
5. What measures can be taken to enhance the effectiveness of secretaries in using electronic communication?
1.5	Significance of the Study
This study is significant to several stakeholders:
· Secretaries and Office Personnel: It provides insight into how they can better use electronic communication tools to enhance their productivity.
· Organizations and Managers: The findings will help in identifying gaps in communication practices and inform decisions on training and resource allocation.
· Policy Makers and Educators: The research will offer data to support curriculum development and workplace policy design related to office technology.
· Researchers and Academics: It adds to the body of knowledge on electronic communication and administrative efficiency, serving as a reference for future studies.
1.6	Delimitation
	This study is limited to the investigation of the Impact of Electronic Communication on Effectiveness of Secretaries in an Organization. No attempt would be made to go beyond this scope.
1.6	Limitations
	This research is limited to certain areas of personal constraints in terms of finance, time limited and transportation problems which poses as a serious limitation in the effort of their researcher to carry out a thorough job on the study communication covers a very wide range or fields which would not be accessible to the researcher due to cost. Also, the time available for the project was not sufficient, but that the limited time to be shared between other academic assignment that had to go along with the work	










CHAPTER TW0
LITERATURE REVIEW
This chapter focuses on review of related literature. This will be carried out under the following sub-headings.
2.1	Concept of Electronic Communication
2.2	Types of Electronic Communication
2.3	Importance of Electronic Communication
2.4	Advantages of Electronic Communication
2.5	Disadvantages of Electronic Communication
2.5	Definition of Secretary
2.6	Secretary's Duties and Responsibilities
2.7	Types of Secretaries
2.1	Concept of Electronic Communication
Electronic communication refers to the transmission of information using digital technologies, such as computers, mobile devices, and internet-based platforms. It enables individuals and organizations to send, receive, and process messages quickly, irrespective of physical location or time constraints. Common forms of electronic communication include emails, text messages, instant messaging, video conferencing, social media platforms, and intranet systems.
According to Laudon and Laudon (2019), electronic communication is the process of conveying information through digital means such as the internet and telecommunications systems. It provides a platform for real-time communication and collaborative work, enhancing operational efficiency and information dissemination in both public and private sectors.
The method of transmitting information through the use of computer, telecommunication and satellite devices is known as electronic communication and it is becoming an increasing and important tools for an organization that needs to distribute large quantity of information quickly.
Electronic communication is a situation whereby technology is applied in the process of transmission of feelings a, ideas, wishes, instructions, advices, values orders opinions for the achievement of a desired actions, purpose or objectives so that people affected may receive and understand it.
According to Williams and Steve (2013) said, organization is a group of people who work together towards a common goal and it is used collectively to describe a group of people with one or more goals, trying to influence, others to achieve certain objectives that create wealth or well-being through a variety of processes, technologies, structure and culture.
Electronic communication is the process of exchanging information between people to convey their thought ideas and feeling to others. The process of communication is inherent to all human life and includes verbal, nonverbal body language print and electronic processes. All electronic communication systems consist of three basic components; a transmitter, a communication channel and a receiver. Message are converted to electrical signals and sent over electrical or fiber-optical or free space to a receiver.
Electronic communication can be defined as a general term that embraces all kinds of computer-mediated communication in which individuals exchange message with each other, it may be individually or groups. The process of communication is to inherent to all human life and it includes verbal, non-verbal, body of language and electronic processes. The electronic industry has added the wired telephone, the wireless radio and television, since then, the industry has exploded.
Electronic communication lets you combine numerous media text, graphics sound, video etc into a single message that can result in far more meaningful communications tailored to the nature of your particular audience. In contrast of broadcasting, narrow casting reflects the ability to develop numerous communications for subsets or your market or constituencies.
Communication using electronic media known as electronic communication, such communication allows transmission of message or information using computer systems, fax machine, e-mail, telephone or video conferencing and satellite network. People can easily share conversation, picture, image, sound, graphics, maps, interactive software and thousands of things for the development of electronic communication. Due to electronic technology, jobs, working locations and cultures are changing and therefore people can easily access worldwide communication without any physical movement.
Bovee (2012) said, "Electronic communication is the transmission of information using advanced techniques such as computer moderns, facsimile machines, voice mail, electronic mail, teleconferencing, video cassettes and private television networks."
2.2	 Types of Electronic Communication
Electronic communication encompasses a broad spectrum of digital tools and platforms that enable the exchange of information across time and space. With the rapid growth of information and communication technology (ICT), the types and uses of electronic communication have expanded significantly, especially in modern offices where secretaries and administrative personnel are central to organizational coordination.
According to Ayo (2020), the type of electronic communication adopted by an organization often depends on the nature of its operations, the technological infrastructure in place, and the digital literacy of its personnel. The most common types of electronic communication relevant to secretarial functions are outlined below.
1. Email Communication
Email is the most widely used form of electronic communication in office environments. It allows users to send messages, documents, and multimedia attachments to individuals or groups. Secretaries frequently use email for internal communication, scheduling meetings, sending memos, responding to inquiries, and distributing official documents.
Emails serve as a formal channel of communication and provide a reliable record of correspondence. They are often integrated with calendar and task management tools (e.g., Microsoft Outlook or Google Workspace), making them essential to the secretary’s workflow.
2. Instant Messaging (IM)
Instant messaging platforms such as Slack, Microsoft Teams, and WhatsApp Business enable real-time, text-based conversations. Unlike emails, IM supports quick, informal interactions that are useful for rapid feedback and coordination.
In the office setting, secretaries use instant messaging for quick updates, confirming appointments, sharing links or files, and maintaining real-time contact with supervisors or departments. These platforms often allow the creation of group channels, making it easier to communicate with project teams or office units simultaneously.
3. Video Conferencing
Video conferencing has become a staple in modern office communication, particularly since the COVID-19 pandemic necessitated remote working. Applications such as Zoom, Google Meet, Microsoft Teams, and Skype facilitate virtual meetings, interviews, training sessions, and collaborative discussions.
Secretaries play a key role in setting up virtual meetings, managing meeting invitations, and preparing meeting agendas or minutes. Video conferencing saves time and travel costs, enabling participants to join meetings from different locations.
It also supports non-verbal communication cues such as facial expressions and body language which are absent in other electronic communication forms. This improves understanding and strengthens professional rapport among participants.
4. Voice Communication Tools (VoIP)
Voice over Internet Protocol (VoIP) tools like Skype, Google Voice, and Zoom Phone allow audio-based communication through internet connections. These tools are particularly useful for making calls to clients or colleagues without incurring traditional phone charges.
Secretaries often rely on VoIP systems for call management, follow-ups, and communicating with external stakeholders. Most VoIP tools also integrate with email and calendar applications, making them multifunctional.
5. Social Media and Networking Platforms
Although primarily associated with marketing and public engagement, platforms like LinkedIn, Facebook Workplace, and Twitter are sometimes used in professional settings for announcements, networking, and corporate communication.
Secretaries may engage with these platforms to disseminate information, publicize internal events, or monitor feedback from external audiences. However, their use is usually controlled by organizational policies to maintain professionalism and security.
6. Collaborative Platforms and Intranets
Applications such as Google Workspace (Drive, Docs, Sheets), SharePoint, and Dropbox allow users to co-author documents, share files, and manage workflow. These platforms are critical for document management and team collaboration.
Secretaries use these platforms to draft letters, manage shared calendars, store minutes of meetings, and share official reports. They help reduce paperwork and ensure version control, making collaboration more effective.
7. Electronic Bulletin Boards and Notice Systems
Some organizations utilize internal digital noticeboards or bulletin systems to post announcements, updates, or schedules electronically. These platforms are accessible to all staff and ensure consistent dissemination of information.
Secretaries may be responsible for updating and maintaining such systems, ensuring that relevant information reaches the intended audience promptly.
8. Teleconferencing
According to Evans (2011) defined teleconferencing as the technology that converge people together for a purpose. It is a technology for meeting of people who geographically separated but who connected simultaneously through telecommunication systems that use two way voice, text or communication.
Teleconferencing is understood to be the interaction between two or more people who are at different locations. Also has reduced the several travelling arrangements mode by secretaries. High cost of air travel hotel rooms, food and time a while travelling have contributed to increased use of teleconferencing in business and government. Except for the benefits that might accrue, electronically meeting help conference to be effective.
Telephone companies operate teleconferencing facilities for business use, especially in a big company where they have branches in different geographical locations. For a number of years, the telephone conference call in which the phone company arranges for several people to be the same has been available. But current technology in vogue is the possibility of transmitting message from one computer to another with the help of the internet.
9. Internet
According to Ibrahim (2014) the internet is a network that connects thousands of computer networks. This does not seen to be particularly helpful in understanding what is really going on. It can further be explained thus: the internet is the term coined to describe the interconnection networks and individual computer system that connects to it.
Internet is a highly mass a network between modern and computer system lined together all using common data, transfer protocols to move information around from one place to another. The internet has revolutionized the computer and communication world like nothing before. The internet is at once a worldwide broadcasting capability, a mechanism for information dissemination and a medium for collaboration and interaction between individuals and their computer without regard for geographical location.
The internet represents one of the most successful examples of the benefits of sustained investment and infrastructure. A connection of internet can be made using the local networks (LAN) in an organization by using a dial-up service from home using a modern PC. It does not matter what type of computer you are using as long as you are running the right communication. Software and protocol, you will surely know what is going on in another organization to send instant message from one place to the other.
10. Electronic Typewriter
Electronic typewriter are processors with all components of keyboard, internal processors which has centering, underling and end of line carriage return, which makes them easy to use. They are ideal for handling letters, memos and other short documents in office where quick turn around and revisions are required.
Olawale (2013) state that; as a result of the reduced physical involved in the operation of electronic typewriter operators are able to type quickly for much longer periods than manual machines. Some of the electronic typewriters have an internal memory.
11. Telex Machine
Telex provided the first common medium for international record communication using standard signaling techniques and operating criteria as specified by the International Telecommunication Union. The telex network was a public switched network of teleprinters similar to a telephone network, for the purpose of sending text-based messages. Telex was a major method of sending writing messages electronically between businesses in the past World War Il period.
12. Facsimile
Facsimile machine (FAX) represents a step forwards in the use of electronic mail, it is used to transmit exact reproduction of pages with a few seconds from one location to another. With this equipment, replica of document can be sent to any distance with complete accuracy.
Fax machine makes use of a scanning process to convert image into electronic impulses that are transmitted over regular telephone to have a similar machine. Fax technology is like a coping machine connected to a telephone, its use computer technology to send graphics, text, chart and even signatures to almost everywhere in the world. Facsimile technology has involved into a speed alternative mail service.
13. Intercom
Intercom unit widely used as an adjunct to the telephone service, a typical example of intercom unit is twenty units button each bearing the name of an executive in the office. It is widely used by many organizations. The intercom machine is very useful to any subordinate on daily basis.
The intercom machine is very important to the staff in an organization because it given an opportunity of having discussions on confidential subordinate. It is widely used in addition to the telephone service.
14. Word Processing
It was originally performed on specialized machines called dedicated word processors. However, nowadays, many people work on personal computer which can be used for other office functions such as spreadsheets, graphics and data base management. Word processing are very profitable for secretaries, business executives and professionals as they can type their own document and save their information on the personal computers.

Web Pages
World Wide Web users post content on websites for others to view. The content may be simple text, but it might also contain multimedia files including images, sounds, videos or streaming content. Unlike many other forms of electronic communication, most Web content is pulled from the Web by users who are seeking information, rather than pushed to subscribers. While not as permanent as traditional media like paper, Web pages can archive information for extended periods.
Social Networking
Social networking sites facilitate communication among people with common interests or affiliations. Sites such as Facebook and LinkedIn provide places for people to interact, sometimes in real time. Micro-blogging services like Twitter, allow short textual messages of no more than 140 characters to be broadcast to a large audience. Unlike text messages, which are delivered to only small groups, micro-blog posts are intended to be seen by all of a user's followers. Micro-blog users can repost messages that they want to share with their own followers, so a micro-blog post can spread quickly. A widely reposted message is called a viral post.
2.3	Importance of Electronic Communication
Electronic communication is vital to life and everyday business transactions. It involves every aspect of human activity in an organization. It serves as an instrument to social interactions. Electronic communication is the life wire of any organization because no organization can survive without communication.
Electronic communication is very important because of the following reasons:
1. It provides management with more and accurate information in considerable shorter time as well as manages the information.
2. It promotes and improves the business of the organization.
3. It creates improvement of the relationship between other members of the staff in an organization.
4. It is the means through which individual receives the meaning of information that influence their lives in the organization.
5. It provides means by which people in all facets of life interacts, exchange information, ideas and make decision, irrespective of geographical location.
6. It makes communication to be very easy by passing information across from one organization to another.
Albanes (2014) contributed that, electronic communication is more than tools for improving organizational performance. It is the means by which individuals receive the meaning of information that influences their lives in the organization.
Also, Ehinger (2015) said, electronic communication is very indispensable in an organization between management and secretary in every organization. It is absolute essential that there must be well established the channel of communication and participation.
Communication is indispensable in an organization that is why organization cannot do without it, the organizations aims, goals, objectives and policies cannot made know to the staff and customers by management without electronic communication.
People Communicate
It would be worthwhile to understand why people adopt the use of electronic communication in organization.
Treece (1999) gives reason for communication when he wrote that they communicate to inform, to persuade and to entertain. We use electronic communication in the organization simply because the business must survive and we must communicate in order to succeed.
Koontz (2009) specially highlighted the reasons why electronic communication is necessary. He stated that communication is needed because: to establish and disseminate goals of an organization, to develop plans for their achievement, to lead, direct, motivate and create a climate in which people want to contribute, to control performance in an organization.
The author latter summarized the reasons when he wrote in his broadcast sense, the purpose of using electronic communication in an organization is to bring about changes so as to influence action towards the welfare of the organization.



2.4	Advantages of Electronic Communication
The following points highlight the advantages of electronic communication:
1. Mobility
Devices such as cell phones with mobile communication technology and portable laptops enable people to stay in touch with friends and co-workers at all times. This lets you work and go online in public locations, such as trains and in cafes, and has enabled people to avoid traveling long distances to work from home. It also encourages productivity. For example, someone who has to meet a professional deadline could save valuable time by working on a laptop on the train or bus trip to work.
2. Speed and Convenience
Electronic communication is convenient and usually instantaneous. It dispenses with the need to mail or fax documents that can be safely backed up online or on portable electronic devices to protect against loss or theft. These attributes facilitate research and learning. Someone with a complicated health problem might gain invaluable information from an authoritative medical website. Universities can save time and money by posting study materials on campus websites.
3. Convenience
Convenience is a major factor in the use of electronic communication devices. There is a greater level of ease attached to the use of the Internet and cell phones to communicate. Email enables you to send messages without much movement and effort compared to sending mail by post. The Internet is also a wealth of resources such as books, journals, and online stores where you can access anything you want. Cell phones are a source of convenience; they allow you to make a call to anyone irrespective of time, and distance.
4. Accessibility
Electronic communication devices are easily accessible to people who would otherwise not have other modes of communication. In developing countries people who never owned a home telephone have cell phones. Cell phones also continue to evolve at a rapid rate. Many are now available that provide three or four ways to communicate, such as Internet connections, text messaging and standard phone links.
5. Global Connectivity
Global connectivity is the latest phenomenon to arise with the use of electronic media. The internet, cell phones, and television have influenced the formation of a global culture. People are able to share fashion trends, activities, news, and current behaviors only by a click of a mouse or a remote, International news television stations such as CNN enable people to access global events and news as they unfold, irrespective of their geographical location. Electronic media enables operators to share information to a global audience; with the use of cell phones it is now possible to call all over the world and share news as if in the same location.
6. Networking
The rise of social media enhances networking and friendships around the world. The rise of networking sites such as Facebook, and Twitter gives rise to worldwide connections and opens up channels for people to group according to interests. Social media serves as a platform for users to market talents, and products. With such platforms, there is a rise of new culture and language common among friends in these networks. The networks have also been used to propagate social and political movements such as the 2011 Egyptian revolution.
7. Low Cost
Electronic communication saves time and money. For example, Text SMS is cheaper than the traditional letter.
8. Managing Global Operation
Due to the advancement of electronic media, business managers can easily control operation across the globe. Video or teleconferencing e-mail and mobile communication are helping managers in this regard.
2.5	Disadvantages of Electronic Communication
Electronic communication is not free from the below limitations:
1. The Volume of Data
The volume of telecommunication information is increasing at such a fast rate that business people are unable to absorb it within the relevant time limit.
2. The Cost of Development
Electronic communication requires huge investment for infrastructural development. Frequent change in technology also demands further investment.
3. Legal Status
Data or information, if faxed, may be distorted and will cause zero value in the eye of law.
4. Undelivered Data
Data may not be retrieved due to system error or fault with the technology. Hence required service will be delayed
5. Dependency
Technology is changing every day and therefore poor countries face the problem as they cannot afford the new or advanced technology. Therefore, poor countries need to be dependent towards developed countries for sharing global network.
6. Security
Electronic communication leaves people vulnerable to cyber-attacks from online criminals and can pose a physical threat, particularly to children, as online chat rooms can attract predators who pose as peers to gain trust and personal information. It also potentially exposes children to pornographic images. Installing a firewall and keeping security software up to date helps protect against viruses and hackers. Parents can protect children by installing software that blocks sexual content and by using safe search engines.
7. Sensitivity
One of the disadvantages to providing too much communication is that it may result in some sensitive information being leaked to the public or competitors. This can be especially dangerous when developing new products or undergoing organizational changes. Revealing too much information may cause investors to back off from buying stock or even cause current stockholders to lack confidence in their existing holdings. With products, proprietary information may be stolen and used by other companies before you can get your product to the market.
8. Miscommunication
Miscommunication is also a potential downfall to providing too much communication. When you provide communication regularly, it is possible to make a mistake and communicate a message that was not intended. Miscommunication can lead to public relations issues that can be harmful to the company and its reputation.
2.6	Definition of Secretary
Many people have the belief that say employee who sit behind a typewriter or a computer is a secretary and other related secretarial staff distinction between a secretary and other related secretarial staff such as typing, stenographers, computer operators, clerk etc.
Akinrele (2014), define a secretary as a person who is an executive assistance who possess a mastery of office skills, who demonstrate the ability to assume responsibility without direct supervision, who exercise initiative and judgment and make decision without the scope of assigned authority. 
He further described a secretary as someone of a good organizer a problem-solver, a confident, a counselor, well-educated, articulated and culture. He/she must have a good sense of humor, develop a good memory, having unlimited common sense and boundless initiative.
Collins English Dictionary (2001), define a secretary as a person who handle correspondence, keeps records and does general clerical work for an individual, organization etc, Mayer (2012) a secretary is an executive assistant who possess a mastery of office skills, demonstrate the ability to assume responsibility with or without supervision, exercise initiative and judgment and make decision with the scope of assigned authority.
A secretary is an information agent, image maker of an organization and intelligent person. He is dependable and courageous because he makes decision within the scope of his assigned authority. He is an important personnel because he is in charge of managing, directing, controlling, and co-ordination of all the activities in the office. A good thinker develop a good memory and he has unlimited common sense, the secretary is an information agents, he receive, gathers, discriminate and make good proper storage of information i.e. record keeping. The secretary is an image maker of the organization because he is the first contact in the office, any impression about him tells about the organization.
Also, the word secretary is got from the Latin word 'sectrum' which means secretary in English Language. Anderson et al (2012) defined secretary as one who can think on you, act for you, anticipates your whines, and increase your output phenomenally'". An effective secretary will always fed her employers the needed information, keep the filling system up-to dates and give the forgetful employer an image of omniscience.
Stomach (2014) also defined a secretary as: an executive assistant who possess a mastery office skills, who demonstrates the ability to assume responsibility without direct supervision, which exercises initiative and judgment and makes decision within the scope of assigned authority.
A secretary is somebody who is well organized, who knows the goals and objective of her organization; she is the one who makes a mediocre boss looks suitable and capable of responsibility, who takes initiatives and works with little or no supervision. Edun et al (2016) describe a secretary as a person employed to deal with corresponding and duties that are personal or confidential in future.
2.7	Secretary's Duties and Responsibilities
In recent years, the secretary's duties and responsibilities have undergone a vast change. Due to this reason, many people are opting for a career as a secretary. It is important to know about the secretary duties and the major responsibilities that he/she has to handle.
Earlier, the role of the secretary’s was limited to taking notes from their heads, typing, and storing information etc. However, with the advent of technology in companies and offices, the secretary duties have extended to things that were meant for the professional and managerial staff. The secretary that organizations are seeking in today's times should not only have clerical and administrative skills, but should also possess the knowledge on corporate laws, corporate governance, security laws and capital markets.
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 its stakeholders and clients. Though the role of the secretary may have slight changes according to the company and the field the person works in, the secretary duties and responsibilities are generally the same in every organization.
Though the role of the secretary has changed considerably, there are certain duties that still have to be done by the office professional. He/she has to see that the organization runs in an efficient and organized manner, and hence has the duty to maintain proper files, both for important paper documents as well as for the electronic ones. They have to conduct research, communicate with staff members as well as clients. They have to keep records of appointments and see to it that each one is conducted on time. Handling difficult situations without any assistance of also said to be one of the important duties of a secretary.
One of the key responsibilities of a secretary is to organize and schedule meetings according to the 'Company Act'. He/she also has the duty to inform the board of directors and stakeholders about the meeting and its agenda. The secretary has to make a detailed note of the proceedings of entire meeting. This includes documenting the activity and the matters discussed during the meetings by writing down the minutes. Along with the minutes, they also have to maintain the attendance log. Once the meeting is over, the minute records have to be filed properly for further reference, and the decisions of the meeting should be conveyed to the other employees by the secretary.
The secretary has to be aware of the Stock Exchange and its dealings through the brokers of the company. They also have to check on the documents and recordings of company share transfers. The duty of communicating with the shareholders of the company comes on the shoulders of the secretary. He/she has to send annual reports, notices and circulars about the company's policies, meetings, etc., to the shareholders regularly. The secretary also has to help them by answering their questions on shares as well as transfer of shares.
The secretary has the duty of getting the monthly and annual report and accounts published. Apart from this, they may also have the additional responsibility of supervising other secretaries in the company, and also to train the new staff. Even when the company appoints a new director, it is not only the responsibility of the secretary to guide them, but also to organize special training programs for him/her.
2.8	Types of Secretary
According to Agboola and Ademiluyi (2014), a secretary can be categorized as follows:
· Personal Secretary
· Confidential Secretary
· Parliamentary Secretary
· Company Secretary
· Honorary Secretary
· Bilingual Secretary
Personal Secretary
This is a person employed to deal with correspondence or duties that are personal in nature. She is directly responsible to boss and she is attached to a boss. An assistant helps with time and daily management, scheduling of meetings, correspondence, and note taking.
In business or personal contexts, assistances are people who provide services that relieve his or her employer from the stress of tasks that are associated with managing one's personal and or business life. They assist with a variety of life management tasks, including running errands, arranging travel such as purchasing airline tickets, reserving hotel rooms and rental cars and arranging activities as well as handling more localized services.
Confidential Secretary
This is a person who deals with correspondence that is confidential in nature. He/she combine shorthand and typewriting skills with a sound knowledge of secretarial duties. A confidential secretary provides administrative and clerical support to the executives of a corporation. Their duties include following dictated instruction, taking minutes, transcribing documents, preparing confidential reports, writing letters, taking phone calls, and making travel arrangement, thorough knowledge of office terminology, good spoken English, accuracy and good judgment are some of the skills a confidential secretary is required to have.
A confidential secretary is responsible for carrying out specially assigned tasks. He provided secretarial and administrative responsibilities in the office. When attending meetings he takes minutes and transcribes legal documents, he also types confidential reports, advertisements and contracts. He/she handles confidential calls and composes letters which required official signatures. He makes travel arrangements for the chairman or company chief executive officer and manages her schedules. In addition, he communicates to other parties on behalf of his employer through emails, letters and telephone.
He/she is involved in procurement and operating of the required office equipment and materials such as photocopiers, printers, and fax machines. She assists and administers executive's projects and ensures laid down project goals and objectives are achieved. She ensures that she understand current issues in the industry she works in so as to become a technical resources person. A confidential secretary collects information and data necessary for the successful writing of reports. He also maintains and codes confidential company files. These files are arranged and recorded in numerical or chronological order.
Parliamentary Secretary
The parliamentary secretary is usually appointed to cover parliamentary procedures. Depending on systems of governments, they are variously addressed. In Nigeria, they are referred to as clerks of the house. He does not attend parliamentary sittings as a de facto member but as an 'observer" or the status of "in attendance". He may not be a professional's secretary per se. he is functionally, an inactive 'senator" 'house of assembly' man or inactive legislature. His duty is to record the proceedings of the meetings. He takes minutes, prepares reports, keeps attendance, read motions, organizes counting of votes, records decisions of the house and helps to conduct business sessions.
Company Secretary
The company secretary is an important executive who is charged with supervising the legal implications of company status and keeping the register of shareholders and other statutory books. This type of executive is usually anxious to distinguish the post from ordinary secretarial work and therefore uses the terms company secretarial practice to describe the position and the procedures.
Honorary Secretary
This group represents those who answer secretaries even when they have no secretarial preparations. Often they are addressed as "secretary to the Government", Executive Secretary of the UNO Secretary-General not by virtue of the pedagogical preparations in secretarial studies but to fulfill political expediency and title. This class of secretary provides personnel for most honorary secretarial positions for high, medium and low-level organizations. They are given the nomenclature "Secretary" as a status symbol for achieving some managerial functions, and not on the merit of professionalism, pedagogy and training.
Bilingual Secretary
Bilingual secretary and Personal Assistant (PA) deal with administrative work in more than one language. They play an important role in international communication amongst businesses. Some bilingual secretaries are required to use their foreign language more regularly than others; positions could involve working consistently in English and foreign languages or any using language skills occasionally.
When a university degree is not pre-requisition for this position, an increasing number of language graduating takes up administration roles in large international companies in the form of personal assistant or senior secretary to corporate management work activities such as:
1. Translating and writing reports, letters and emails in foreign languages.
2. Acting as interpreter in meetings when required.
3. Answering phone calls in a foreign language.
4. Booking transport and accommodation for overseas visit/international visitors.
5. Typing, word processing, managing databases and filling.
6. Arranging appointment
7. Work condition
Working is generally office-based; some roles may involve accompanying senior colleagues on international business trips, working hours, usually the normal office schedule. However, some unsociable hour may need to be worked from time if foreign visitors are being entertained and an interpreter is required. On the basis of the above discussion we can conclude that the secretary is a salaries high official who performs many confidential and important functions for a person or for an organization.


CHAPTER THREE
METHODOLOGY
The chapter deals with the method and procedures for data collection that was used in carrying out the study. The chapter was presented under the following sub-headings:-
3.1	Instrument Used
3.2	Population for the Study
3.3	Sample and Sampling Techniques
3.4	Distribution and Collection of Data
3.5	Reliability
3.6	Validity
3.7	Method of Data Analysis
3.1	Instrument Used
A questionnaire tagged “Impact of Electronic Communication on Effectiveness of Secretaries in an Organization” was designed by the researcher which was used as a tool for data gathering for the study. The items in the questionnaire are placed in four points 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 target population of this research comprises of secretaries of Kwara State Ministry of Finance, Ilorin and Ibadan Electricity Distribution Company, Ilorin Branch. Therefore, the number of secretaries in Kwara State Ministry of Finance, Ilorin was 30 in number while the number of secretaries in Ibadan Electricity Distribution Company, Ilorin was 10 in number used as the target population. This secretary comprises of 40 secretaries.
3.3	Sample and Sampling Techniques
The researcher used all the total population as sample since the total number of population is sizeable to manage for the study.
3.4	Distribution and Collection of Data
The researcher personally focus on the questionnaire area, during the course of collection of the questionnaire from the respondent, forty (40) copies of the questionnaire were distributed to the respondent and it took the researcher one week to collect the questionnaire back. All the copies were dully completed and were returned by the respondents.
3.5	Reliability
The researcher first tested the instrument in order to make sure the instrument elicited the desired responses from the respondents. The instrument used in this research work is reliable, as the question method will reveal information from the case study.
3.6	Validity
In order to be sure that the instrument measures what it is supposed to, it was given to two lecturers in Office Technology and Management Department. These lecturers critically examined the items of the instrument with respect to their fitness for the purpose of this study and accepted its use for the study. The researcher went back after one week to retrieve all the questionnaire.
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 focused on presentation and analysis of data collection. The table in this chapter gives the details of the analysis.
4.2	Results
Table 4.1:	The introduction of Electronic Communication has enhanced the secretary’s efficiency.
	Options
	No. of Respondents
	Percentages%

	Strongly Agree
	26
	75

	Agree
	14
	25

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	 0.00

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
	Table 4.1 above showed that, 26(75%) of the respondents strongly agreed, 14(25%) agreed with the statement that, the introduction of Electronic Communication has enhanced the secretary’s efficiency, while none of the respondents responded to disagreed and strongly disagreed respectively. 
	It is therefore safe to conclude that, the introduction of Electronic Communication has enhanced the secretary’s efficiency. 

Table 4.2	Highly quality of work is expected from the secretary in an organization using electronic communication.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	18
	45

	Agree
	14
	25

	Disagree
	06
	 20

	Strongly Disagree
	02
	 10

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.2 above revealed that, 18(45%) of the respondents strongly agreed with the statement that highly quality of work is expected from the secretary in an organization using electronic communication, 14(25%) respondents agreed while 6(20%) disagreed and 2(10%) of the respondent strongly disagreed with the statement. 
It is obvious to conclude that, highly quality of work is expected from the secretary in an organization using electronic communication.







Table 4.3	The effect of electronic communication in an organization has increased efficiency.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	20
	50

	Agree
	10
	25

	Disagree
	06
	 15

	Strongly Disagree
	04
	 10

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.3 above indicated that, 20(50%) of the respondents strongly agreed with the statement that the effect of electronic communication in an organization has increased efficiency, 10(23%) respondents agreed with the notion while 6(15%) disagreed and 4(10%) of the respondents strongly disagreed with the statement. 
It is safe to conclude that the effect of electronic communication in an organization has increased efficiency.





Table 4.4	In spite of the introduction of Electronic Communication Machine in the use of Electronic Machine.
	Options
	No of Respondents
	    Percentages%

	Strongly Agree
	30
	75

	Agree
	10
	25

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	 0.00

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.4 above revealed that, 30(75%) of the respondents strongly agreed with the notion that in spite of the introduction of electronic communication machine in the use of electronic machine, 10(25%) respondents agreed while none of the respondents responded to disagreed and strongly disagreed respectively. 
This implies that in spite of the introduction of electronic communication machine in the use of electronic machine.







Table 4.5	Many organizations prefer worker who have skill and knowledge in the use of electronic machine.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	38
	95

	Agree
	02
	5

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	 0.00

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.5 above indicated that, 38(95%) of the respondents strongly agreed with the notion that many organizations prefer worker who have skill and knowledge in the use of electronic machine, 2(5%) agreed while there was no respondents for disagreed and strongly disagreed respectively. 
Therefore, one can say that many organizations prefer worker who have skill and knowledge in the use of electronic machine.








Table 4.6	There has been considerable cost saving on human resource in office today as a result of electronic communication.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	14
	35

	Agree
	10
	25

	Disagree
	10
	25

	Strongly Disagree
	06
	 15

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.6 above revealed that, 14(35%) of the respondents strongly agreed, 10(25%) agreed with the notion that many organizations prefer worker who have skill and knowledge in the use of electronic machine, while 10(25%) disagreed and 6(15%) of the respondents strongly disagreed with the statement. 
It is obvious to conclude that that many organizations prefer worker who have skill and knowledge in the use of electronic machine.





Table 4.7	One of most essential factors to be considered in installing any Electronic Communication Equipment is the cost of maintenance.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	24
	                    60

	Agree
	08
	20

	Disagree
	04
	 10

	Strongly Disagree
	04
	  10

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.7 above showed that, 24(60%) of the respondents strongly agreed with the statement that one of most essential factors to be considered in installing any electronic communication equipment is the cost of maintenance, 8(20%) agreed while 4(10%) of the respondents disagreed and 4(10%) respondents strongly disagreed with the notion. 
Therefore, it is clear to say that one of most essential factors to be considered in installing any electronic communication equipment is the cost of maintenance.





Table 4.8	The quality of work done in an Organization has greatly improved with the aid of Electronic Communication Machines.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	20
	50

	Agree
	08
	20

	Disagree
	08
	20

	Strongly Disagree
	04
	 10

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.8 above showed that, 20(50%) of the respondents strongly agreed with the notion that the quality of work done in an organization has greatly improved with the aid of electronic communication machines, 8(20%) agreed while 8(20%) of the respondents disagreed and 4(10%) of the respondents strongly disagreed.
Therefore, one can say that the quality of work done in an organization has greatly improved with the aid of electronic communication machines.





Table 4.9	The necessary for a worker to be given special training to be able to operate new electronic communication machines.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	30
	75

	Agree
	10
	25

	Disagree
	00
	 0.00

	Strongly Disagree
	00
	 0.00

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.9 above revealed that, 30(75%) of the respondents strongly agreed, 10(25%) agreed with the statement that the necessary for a worker to be given special training to be able to operate new electronic communication machines, while none of the respondents responded to disagreed and strongly disagreed with the statement. 
It is obvious to conclude that the necessary for a worker to be given special training to be able to operate new electronic communication machines.
.




Table 4.10	The introduction of electronic communication machines can motivate the personnel.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	12
	                    30

	Agree
	12
	30

	Disagree
	08
	20

	Strongly Disagree
	08
	20

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.10 above showed that, 12(30%) of the respondents strongly agreed, 12(30%) respondents agreed with the statement that the introduction of electronic communication machines can motivate the personnel, while 8(20%) respondents disagreed and 8(20%) respondents strongly disagreed with the notion.
This implies that the introduction of electronic communication machines can motivate the personnel.







Table 4.11	It is easy to maintenance the electronic communication in your organization.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	20
	50

	Agree
	08
	20

	Disagree
	06
	15

	Strongly Disagree
	06
	15

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.11 above indicated that, 20(50%) of the respondents strongly agreed, 8(20%) of the respondents agreed, while 6(15%) respondents disagreed with the statement that it is easy to maintenance the electronic communication in your organization and 6(15%) respondents strongly disagreed with the notion. 
Therefore, one can say that it is easy to maintenance the electronic communication in your organization.







Table 4.12	Where there are numerous machine in there would be increase in efficiency in the organization if they are effective utilized.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	20
	                   50

	Agree
	08
	20

	Disagree
	08
	20

	Strongly Disagree
	04
	10

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.12 above indicated that, 20(50%) of the respondents strongly agreed, 8(20%) agreed while 8(20%) of the respondents disagreed with the statement that where there are numerous machine in there would be increase in efficiency in the organization if they are effective utilized and 4(10%) respondents strongly disagreed with the notion. 
Therefore, it is safe to conclude that where there are numerous machines in there would be increase in efficiency in the organization if they are effective utilized.





Table 4.13	Electronic communication machines are highly essential for effective performance of secretary in an organization.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	20
	50

	Agree
	10
	25

	Disagree
	10
	25

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.13 above showed that, 20(50%) of the respondents strongly agreed with the notion that electronic communication machines are highly essential for effective performance of secretary in an organization, 10(25%) agreed while 10(25%) of the respondents disagreed and there was no respondents for strongly disagreed.
It is obvious to conclude that electronic communication machines are highly essential for effective performance of secretary in an organization.







Table 4.14	The introduction electronic communication has reduced work load in an organization.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	24
	60

	Agree
	08
	20

	Disagree
	04
	10

	Strongly Disagree
	04
	10

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.14 above indicated that, 24(60%) of the respondents strongly agreed, 8(20%) agreed with the statement that the introduction electronic communication has reduced work load in an organization, while 4(10%) respondents disagreed and 4(10%) of the respondents strongly disagreed with the notion. 
It is safe to conclude that the introduction electronic communication has reduced work load in an organization.







Table 4.15	Electronic communication machines will result to jobless.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	28
	70

	Agree
	04
	10

	Disagree
	04
	10

	Strongly Disagree
	04
	10

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.15 above revealed that, 28(70%) of the respondents strongly agreed with the notion that electronic communication machines will result to jobless, 4(10%) agreed while 4(10%) of the respondents disagreed and 4(10%) respondents strongly disagreed with the statement. 
This implies that electronic communication machines will result to jobless.








Table 4.16	Electronic communication have a way of projecting the enhancing the image of an organization to outside world.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	20
	50

	Agree
	14
	35

	Disagree
	04
	10

	Strongly Disagree
	02
	5

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.16 above showed that, 20(50%) of the respondents strongly agreed with the statement that electronic communication have a way of projecting the enhancing the image of an organization to outside world, 14(35%) agreed while 4(10%) of the respondents disagreed and 2(5%) respondents strongly disagreed with the notion. 
Therefore, it is safe to conclude that electronic communication have a way of projecting the enhancing the image of an organization to outside world.







Table 4.17	Organization need to embrace the use of Electronic Communication Equipment.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	30
	75

	Agree
	04
	10

	Disagree
	06
	15

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.17 above showed that, 30(75%) of the respondents strongly agreed, 4(10%) agreed with the statement that organization need to embrace the use of electronic communication equipment, while 6(15%) respondents disagreed and there was no respondents for strongly disagreed. 
It is safe to conclude that organization needs to embrace the use of electronic communication equipment.







Table 4.18	Secretary in an Organization must endeavor to be versatile in using Equipment in order to sustain their Job.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	36
	90

	Agree
	04
	10

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.18 above showed that, 36(90%) of the respondents strongly agreed with the notion that secretary in an organization must endeavor to be versatile in using equipment in order to sustain their job, 4(33%) agreed while none of the respondents responded to disagreed and strongly disagreed respectively.
This implies that secretary in an organization must endeavor to be versatile in using equipment in order to sustain their job.







Table 4.19	As a result, of the introduction of Electronic Communication Machine, which will be increase in Productivity in an Organization.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	28
	70

	Agree
	08
	20

	Disagree
	02
	5

	Strongly Disagree
	02
	5

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.19 above revealed that, 28(70%) of the respondents strongly agreed, 8(20%) agreed with the notion that as a result, of the introduction of electronic communication machine, which will be increase in productivity in an organization, while 2(5%) respondents disagreed and 2(5%) respondents strongly disagreed with the statement.
It is safe to conclude that as a result, of the introduction of electronic communication machine, which will be increase in productivity in an organization.



Table 4.20	Where there are numerous Machines in an Office there would be an increased in Efficiency of an Organization if they Effectively utilized.
	Options
	No of Respondents
	Percentages%

	Strongly Agree
	12
	30

	Agree
	10
	25

	Disagree
	08
	20

	Strongly Disagree
	06
	15

	Total
	40
	100


Source: Researcher’s fieldwork, 2025
Table 4.20 above revealed that, 12(30%) of the respondents strongly agreed, 10(25%) agreed with the statement that where there are numerous machines in an office there would be an increased in efficiency of an organization if they effectively utilized, while 8(20%) disagreed and 6(15%) respondents strongly disagreed.
This implies that where there are numerous machines in an office there would be an increased in efficiency of an organization if they effectively utilized.






CHAPTER FIVE
SUMMARY, CONCLUSON AND RECOMIMENDATIONS
This chapter focuses on the summary, conclusion and recommendations from the study.
5.1	Summary
A researcher work on the Impact of Electronic Communication on Effectiveness of Secretaries in an Organization was carried-out in this research work; some textbooks were reviewed in order to bring to force some of the assertions preconceived. As a consequence to the foregoing question were drawn and administered to obtain the views of employers on the topic being researched into.
And effective communication, when carefully carried-out through electronic communication is very essential to the functioning of secretary in an organization.
It should not be forgotten that electronic communication is also a way to employer's behaviors" and attitude could be charged or influenced toward worth and conflicts removed from the organization.
Communication is part of secretary role and with the electronic communication equipment effectively must be the attribute of an employee to an organization. For this reason to and broaden the employee's knowledge o the use of electronic communication, questionnaire where designed and distributed to some staff in the organization where the research work was carried out.

5.2	Conclusion
The conclusions below are made on the findings of the study. The introduction electronic communication has enhanced the secretary efficiency in an organization.
The highly quality of work is expected from the secretary in an organization using electronic communication. The effect of electronic communication on organization has increased efficiency. Many organizations today prefer secretaries who have skills and knowledge in the use of electronic communication equipment. This is highly true because many organizations want people who are well trained to operate their equipment.
In spite of the introduction of electronic communication machines in the office, the secretaries are skill indispensable in the organization.
There has been considerable cost on human resources in offices today as a result of electronic communication. One of the most essential factors to be considered in installing any electronic communication equipment is the cost of maintenance.
The quality of work done in an organization has greatly improved with the aid of electronic communication machines. It was observed those electronic communication machines are highly essential for effective performance of secretary of an organization. It is very necessary for an organization to embrace the use of electronic communication equipment.
Lastly, secretaries in an organization must endeavor to be versatile in using this equipment in order to sustain their job.

5.3	Recommendations
Based on the findings of this research works these recommendations given by the researcher:
1. Therefore, the management should try its best to let secretary received the training on the use of electronic communication equipment. This training will acquire them with skills of communication arts and the handling of communication facilities.
2. Each business should be also creating room for setting apart a token of its profit from time to time for the purpose of acquiring various communication facilities, as their cost are high.
3. Organization should also make provisions for the maintenance of available communication facilities.
4. There is no doubted that electronic communication is very expensive. The government can be do a lot to encourage the potential users by reducing important duties on these equipment for their offices in order to improve efficiency of an organization.
5. Secretary should be provided with good working conditions especially modern office machine and equipment on communication in order to have good rapport with their secretary and customers, with the use of the communication necessary benefits and most importantly, job security.
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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 “IMPACT OF ELECTRONIC COMMUNICATION ON EFFECTIVENESS OF SECRETARIES IN AN ORGANIZATION”.
The exercise is important in partial fulfillment of the requirements for the award of Higher 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

ADEYEMO SAMUEL ADEKUNLE
HND/23/OTM/FT/0013






APPENDIX II
KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT
Dear Sir/Madam
RESEARCH QUESTIONNAIRE
This questionnaire is designed to solicit information from you on “IMPACT OF ELECTRONIC COMMUNICATION ON EFFECTIVENESS OF SECRETARIES IN AN ORGANIZATION”.
Kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.


Yours faithfully

ADEYEMO SAMUEL ADEKUNLE
HND/23/OTM/FT/0013




QUESTIONNAIRE
1. The introduction of electronic communication has enhanced secretary efficiency.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
2. Highly quality of work is expected from the secretary in an organization using electronic communication.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
3. The effect of electronic communication in an organization has increased efficiency.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
4. In spite of the introduction of electronic communication machine in the use of electronic machine.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
5. Many organizations prefer worker who have skill and knowledge in the use of electronic machine.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
6. There has been considerable cost saving on human resource in office today as a result of electronic communication.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
7. One of most essential factors to be considered in installing any electronic communication equipment is the cost of maintenance.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
8. The quality of work done in an organization has greatly improved with the aid of electronic communication machines.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
9. The necessary for a worker to be given special training to be able to operate new electronic communication machines.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
10. The introduction of electronic communication machines can motivate the personnel.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )

11. It is easy to maintenance the electronic communication in your organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
12. Where there are numerous machine in there would be increase in efficiency in the organization if they are effective utilized.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
13. Electronic communication machines are highly essential for effective performance of secretary in an organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
14. The introduction electronic communication has reduced work load in an organization.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
15. Electronic communication machines will result to losses.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )


16. Electronic communication have a way of projecting the enhancing the image of an organization to outside world.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
17. Organization need to embrace the use of electronic communication equipment.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
18. Secretary in an Organization must endeavor to be versatile in using Equipment in order to sustain their Job.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
19. As a result, of the introduction of Electronic Communication Machine, which will be increase in Productivity in an Organization?
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
20. Where there are numerous Machines in an Office there would be an increased in Efficiency of an Organization if they effectively utilized.
(a) Strongly agree (   )			(b) Agree (   )	
(c) Disagree (   )			(d) Strongly disagree (   )
