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CHAPTER ONE
INTRODUCTION
1.1	Background to the Study
	The banking sector is a critical component of the global economy, playing a crucial role in facilitating financial transactions, providing lending and investment services, and supporting economic growth. It serves as a central pillar in the financial system, connecting individuals, businesses, and governments with the necessary financial resources and services.
	One of the key functions of the banking sector is to accept deposits from individuals and institutions, providing a safe and secure place for them to store their funds. Banks offer various types of deposit accounts, such as savings accounts, checking accounts, and certificates of deposit, each tailored to different needs and preferences. These deposits not only offer a secure storage option but also serve as a foundation for banks to provide loans and other financial services.
	Lending is a vital activity within the banking sector, as banks provide loans to individuals and businesses for various purposes. This includes consumer loans for personal needs, such as purchasing a home or a car, as well as business loans to support investment, expansion, and working capital requirements. The ability of banks to assess creditworthiness, manage risk, and offer competitive interest rates is essential for fostering economic growth and entrepreneurship.
The banking sector also plays a crucial role in facilitating international trade and finance. Banks provide trade financing services, such as letters of credit and trade finance loans, which enable businesses to engage in cross-border transactions. Additionally, banks offer foreign exchange services, allowing individuals and companies to convert currencies and mitigate currency-related risks.
	In recent years, technological advancements have significantly impacted the banking sector. The rise of online and mobile banking has transformed the way customers access and manage their finances. Banks have invested in digital platforms, allowing customers to conduct transactions, access account information, and make payments conveniently and securely. Moreover, innovations such as blockchain technology and cryptocurrencies have the potential to further disrupt and transform traditional banking practices.
	Regulation and oversight are critical aspects of the banking sector. Governments and regulatory bodies implement policies and regulations to ensure the stability and integrity of the financial system. Capital adequacy requirements, risk management standards, and anti-money laundering measures are among the regulations banks must comply with to maintain a secure and trustworthy banking environment.
	The banking sector is also interconnected with other sectors of the economy. Banks collaborate with investment firms, insurance companies, and other financial institutions to provide comprehensive financial services to their customers. They participate in capital markets, underwriting securities issuance, and facilitating trading activities. Moreover, banks play a role in monetary policy transmission, as central banks use various tools to regulate interest rates and manage inflation.
	A secretarial personnel, also known as a secretary or administrative assistant, is a professional who provides administrative support to individuals or organizations. They are responsible for managing correspondence, scheduling appointments, organizing files and records, answering phone calls, and performing other office-related tasks. Secretaries typically work in an office environment and may be employed in a variety of industries such as government, education, healthcare, and finance. They often serve as the primary point of contact between an organization and its clients, customers, and stakeholders.	
	A secretary is a person or executive who has office skill in handling correspondences and has the ability to assume responsibilities without direct supervision to provide communication support services on matters or routine and administrative issues (Cletus 2011) various office workers perform some aspects of secretarial work, but not all office workers are secretarial. Secretaries have more responsibilities for their work. A professional secretary performs task similar to an executive or administrative assistant. Secretarial function is just central in very organization and no office can easily function without a secretary. This brings about the importance of secretaries to the successful growth and development of the organization (Adam 2015).
	Secretarial personnel in the banking sector have promising career prospects with potential for growth and advancement. These professionals play a crucial role in supporting the administrative functions of banks and have the opportunity to develop their skills, expand their responsibilities, and progress in their careers.
	In terms of career growth, secretarial personnel have the opportunity to acquire valuable experience and knowledge in the banking industry. They gain familiarity with the operations, processes, and regulations specific to the sector. This industry-specific expertise can be leveraged to advance within the banking sector or even transition into other related roles.
	Furthermore, secretarial personnel often work closely with executives, managers, and other professionals in the bank. This exposure allows them to develop strong networks and relationships with key decision-makers. Building a network within the organization opens doors to new opportunities, such as internal promotions, transfers to different departments, or even lateral moves into different roles.
	As technology continues to evolve, secretarial personnel have the chance to enhance their skill sets and adapt to new digital tools and platforms. Banks are increasingly leveraging automation, collaboration software, and digital document management systems. Secretarial personnel can seize these opportunities to upskill themselves, become proficient in these technologies, and demonstrate their ability to embrace and navigate digital transformations within the banking sector.
Professional development programs and training initiatives provided by banks can also contribute to the career prospects of secretarial personnel. Banks recognize the value of investing in their employees' growth and often offer development opportunities, such as workshops, seminars, and courses. These programs can help secretarial personnel acquire new skills, enhance their competencies, and gain certifications that are relevant to their roles and career aspirations.
	Additionally, secretarial personnel who exhibit strong performance, dedication, and a proactive attitude can often gain increased responsibilities and more challenging assignments. By taking on additional tasks, projects, or leadership roles, they can demonstrate their capabilities and potential for growth within the organization.
	In terms of career mobility, secretarial personnel may have opportunities to move into different areas of the bank or take on roles with more specialized responsibilities. For example, they may transition into positions such as executive assistants, project coordinators, or office managers. These lateral moves offer broader exposure, increased responsibilities, and the chance to develop new skills.
	Secretarial personnel can also consider pursuing further education or professional certifications to enhance their career prospects. Advanced degrees or certifications in fields such as business administration, project management, or finance can provide them with a competitive edge and open up doors to more senior positions within the banking sector.
	Secretarial personnel in the banking sector have promising career prospects. Through gaining industry-specific knowledge, building networks, embracing technological advancements, participating in professional development programs, and demonstrating their capabilities, they can advance their careers, take on more significant responsibilities, and explore various opportunities within the banking sector. With dedication, continuous learning, and a proactive mindset, secretarial personnel can thrive and achieve long-term career success in the dynamic and evolving field of banking.
	Generally secretary coordinates the daily routines of an office and organizes the office schedules and paper work which includes analysis of prevailing situations judgment, technical knowledge and creativity (Adebayo and Akinleye 2012). The number and type of activities are assigned depend whether they are generalists (multifunctional secretaries) or specialist (such as legal or word processing secretaries). Secretaries use many different talents and work with many different people. As an office professional, the secretary has the responsibility to organize the work flow so that the employer will feel that everything is under control, with all project completed when needed (Chrissy, 2011). Modern professional secretaries are now referred to as office managers by some people because of their activities, skill acquisition, knowledge and even expectations from their bosses, customers, clients and even the general public whether called a secretary, a manager or a personal assistant, a professional secretary is no more the man or woman sitting behind the typewriter, taking shorthand dictations and attending to visitors.	
	The introduction and application of modern technology advancements has brought a revolution and greater effectiveness in day to day working of the office due to this procedures have become more simplified and office work has become more interesting and challenging (Asabere and Enguah 2012).
	In his remark Adam (2015), recounted that secretarial practice or rather secretarial profession has remarkably undergone series of modifications as it used to be in the past due to the availability of improved technologies of the modern office.
	In the past, a person who is employed as a secretary must possess typewriting skills, shorthand and good communication skills with good moral conduct and character. Today, a secretarial practice has been revolutionized to the use of computers and internet which are in abundance and are available in the offices.
	A secretary also handles more office jobs, makes and takes decision on behalf of his/her organization. In the course of performances of these functions especially in this era of information and communication technology; the way secretaries performs, these functions has changed from the old method to the use of information at present. Therefore, information and communication technology are transforming career of secretaries at present, just as they are transforming service delivery in other sectors.
	The term information and communication technology was first widely employed in 1981 to describe the equipment and system which were being introduced in both private and public sectors, to create, store and distribute information since then, the term has abbreviated to (I.C.T). The key feature of modern technology is the ability to deal with information in one form or the other. There has been towards using ways of inter connecting the various types of equipment so as to integrate their functions and manage them effectively. A secretary as a personnel assistant to her boss has a lot more tasks to perform than just writing and typing out shorthand on the typewriter and preparing official letters. Information and communication technology as greatly improves the career prospects of secretaries in term of typesetting, receiving and retrieving mails. Information communication technology (ICT) increases better productivity of secretaries.
	Information and communication technology can be seen as an umbrella term that includes any communication device or application, encompassing, radio, television, cellular phones, computer and network hardware and software, satellite systems and so on. Most of secretaries’ duties and function are now performed with the use of Information and Communication Technology. Information and Communication Technology therefore provide a variety of career opportunities for secretary in this present day. It is upon this that the study intends to assess the Critical The Career Prospects of Secretarial Personnel in Banking Sector.
 1.2 	Statement of the Problem
	The significance of the study on the critical assessment of the career prospects of secretarial personnel in the banking sector lies in its potential to provide valuable insights and contribute to several aspects:
1. Employee Development: By conducting a critical assessment of the career prospects of secretarial personnel, the study can identify areas where further skill development and training may be required. This can help individuals in the banking sector enhance their professional growth, increase their job satisfaction, and improve their overall performance.
2. Organizational Performance: The study can shed light on the impact of secretarial personnel on the overall efficiency and effectiveness of banking organizations. Understanding the career prospects of these employees can help banking institutions evaluate their current practices and make informed decisions to optimize resource allocation, streamline processes, and enhance organizational performance.
3. Talent Acquisition and Retention: Assessing the career prospects of secretarial personnel can influence the recruitment and retention strategies of banking organizations. The findings can help attract and retain skilled individuals by offering competitive career advancement opportunities and designing tailored development programs, ultimately contributing to a more motivated and engaged workforce.
4. Gender Equality and Diversity: The study can also explore any gender-related disparities or barriers that secretarial personnel may face in their career progression within the banking sector. Identifying and addressing such issues can support initiatives for promoting gender equality and diversity in the workplace, leading to a more inclusive and equitable work environment.
5. Policy Recommendations: Based on the critical assessment, the study can provide recommendations to policymakers, industry associations, and regulatory bodies to improve the career prospects of secretarial personnel in the banking sector. These recommendations may include policy changes, guidelines, or best practices that can contribute to the professional development and advancement of secretarial personnel in the industry.
	In summary, the study's significance lies in its potential to provide valuable insights into the career prospects of secretarial personnel in the banking sector, leading to improved employee development, enhanced organizational performance, better talent acquisition and retention, promotion of gender equality and diversity, and the formulation of policy recommendations.

1.3	Objectives of the Study
	The main objective of the study is Assessment of the Career Prospects of Secretarial Personnel In The Banking Sector. The specific objectives are to determine:
i. To determine the current career prospects of secretarial personnel in the banking sector.
ii. To identify the key factors influencing the career prospects of secretarial personnel in the banking sector.
iii. To explore the perceptions of secretarial personnel in the banking sector regarding their career prospects.
iv. To recommend strategies that can be adopted to improve the career prospects of secretarial personnel in the banking sector.
1.4	Research Questions
	The following research questions are raised for the study.
i. What is the current state of career prospects for secretarial personnel in the banking sector?
ii. What are the key factors that influence the career prospects of secretarial personnel in the banking sector?
iii. How do secretarial personnel in the banking sector perceive their career prospects, and what factors influence their perceptions?
iv. Based on the research findings, what strategies can be adopted to improve the career prospects of secretarial personnel in the banking sector?
1.5	Significance of the Study
	This study is significant as it is to Assessment of the Career Prospects of Secretaries in the 21st Century Organization. Therefore the following will benefit from the study:
Secretaries: the significance of this study also lies in its attempt to make secretaries/offices manager the technical-know-how and factors required of them for employment. 
Organization: the significance is well shows that it will be of the great assistance to organization whether in the private or public sectors and also to government establishment who may use is as a reference material in directing their actions.
Graduate: the researches unprejudiced assessment of the perspectives and employment opportunities for Graduates in Office technology and Management (O.T.M) will provide interesting challenges and answers to this study and will be use as a material guide at the National Diploma level.
1.6	Delimitation 
	The scope of this research is delimited to the Assessment of the Career Prospects of Secretarial Personnel in the Banking Sector. No attempt would be made to go beyond this focus.


CHAPTER TWO
LITERATURE REVIEW
	The research work is primarily an Assessment of the Career Prospects of Secretarial Personnel in the banking sector. Hence, the chapter deals with review of related literature under the following sub-headings. 
2.1	Concept of Banking industry
2.2	Concept of Secretary
2.3	Duties of Secretary
2.4	The Relevance of a Secretary to an Organization 
2.5	The Types of bank.
2.7	Career Prospects of Secretaries
2.7	Training of Secretaries
2.1	Concept of Banking Industry	
	The banking sector refers to the group of financial institutions that provide banking and financial services to individuals, businesses, and governments. This sector includes commercial banks, investment banks, credit unions, and other types of financial institutions. The main function of the banking sector is to facilitate the flow of money between savers and borrowers, providing a variety of financial products and services such as deposit accounts, loans, mortgages, credit cards, and investment products.


	The banking sector plays a critical role in the economy by providing capital to businesses, financing infrastructure projects, and supporting economic growth. Banks also provide a safe and secure place for individuals and businesses to store their money, and offer a range of financial services to help customers manage their money, make payments, and invest their savings.
	The banking sector is highly regulated and is subject to strict oversight from government agencies to ensure the stability and safety of the financial system. Banks are required to comply with a range of regulations and standards, including capital adequacy requirements, anti-money laundering laws, and consumer protection regulations.
	The banking sector is a vital part of the financial system that provides essential financial services to individuals and businesses, supports economic growth and development, and is subject to rigorous regulatory oversight to ensure its stability and safety.
	The banking industry can be defined as the sector of the economy that is responsible for providing financial services, such as deposits, loans, and investments, to individuals, businesses, and governments. The industry plays a critical role in the global economy by facilitating the flow of capital, enabling economic growth, and promoting financial stability.
	According to a report by McKinsey & Company, the banking industry is undergoing significant transformation due to changes in technology, consumer behavior, and regulatory requirements. This transformation is leading to the emergence of new business models, such as digital banks and fintech startups, as well as increased competition from non-bank financial institutions.
	The report also notes that banks are facing increasing pressure to reduce costs, improve operational efficiency, and enhance customer experience. To remain competitive, banks must adopt new technologies, such as artificial intelligence and blockchain, and focus on delivering value-added services to their customers.
	The banking industry is a critical component of the global economy that is undergoing significant transformation due to changes in technology, consumer behavior, and regulatory requirements. Banks must adapt to these changes to remain competitive and continue to provide value to their customers. 
	Another widespread trend in the banking industry is the rise in investment banking. Investment banking is a service that involves banking professionals offering advice to their clients about where they might want to invest their money. Due to developments in artificial intelligence and automated banking processes, investment banking is increasing in popularity due to how easy it can be to engage in. Many people use investment banking to inform their investment decisions while also reducing the cost of consulting a professional, as many investment banking tasks can be completed automatically..
2.2	Concept of Secretary
	The word “secretary” is derived from the word “secretaries” which means the idea of secrecy. Different authors have been given different definition to the word “SECRETARY” but up till the present time, no ideal definition has been reached.
	A secretary is a person or executive who has office skill in handling correspondences and has the ability to assume responsibilities without direct supervision to provide communication support services on matters or routine and administrative issues (Cletus 2011) various office workers perform some aspects of secretarial work, but not all office workers are secretarial. Secretaries have more responsibilities for their work. A professional secretary performs task similar to an executive or administrative assistant. Secretarial function is just central in very organization and no office can easily function without a secretary. This brings about the importance of secretaries to the successful growth and development of the organization (Adam 2015).
	Generally secretary coordinates the daily routines of an office and organizes the office schedules and paper work which includes analysis of prevailing situations judgment, technical knowledge and creativity (Adebayo and Akinleye 2012). The number and type of activities are assigned depend whether they are generalists (multifunctional secretaries) or specialist (such as legal or word processing secretaries). Secretaries use many different talents and work with many different people. As an office professional, the secretary has the responsibility to organize the work flow so that the employer will feel that everything is under control, with all project completed when needed (Chrissy, 2008). Modern professional secretaries are now referred to as office managers by some people because of their activities, skill acquisition, knowledge and even expectations from their bosses, customers, clients and even the general public whether called a secretary, a manager or a personal assistant, a professional secretary is no more the man or woman sitting behind the typewriter, taking shorthand dictations and attending to visitors.  	
	The introduction and application of modern technology advancements has brought a revolution and greater effectiveness in day to day working of the office due to this procedures have become more simplified and office work has become more interesting and challenging (Asabere and Enguah 2012).
	In his remark Adam (2015), recounted that secretarial practice or rather secretarial profession has remarkably undergone series of modifications as it used to be in the past due to the availability of improved technologies of the modern office.
	In the past, a person who is employed as a secretary must possess typewriting skills, shorthand and good communication skills with good moral conduct and character. Today, a secretarial practice has been revolutionized to the use of computers and internet which are in abundance and are available in the offices.
	Evans (2015), recounted that secretarial profession has come a long way from change in gender dominance (female) to technologies that have improved work output and increased job opportunities administrative office roles have remained an integral part of business operations, and all signs indicated that the secretarial profession in here to stay.
	According to Akinola (2012), a secretary is an important officer in any establishment, who is sometimes regarded as the life wire of an organization adding that the contribution and effectiveness of a secretary can either enhance or diminish the efficiency and effectiveness of an organization.
	Aromolaran (2011), described the secretary as the office manager and the administrative officer who co-ordinates and manages both the human and material resources of an organization. The secretary can be seen as a vital link in any organization and one who is in charge of the daily clerical and administrative activities in the organization. She exercises initiative, judgment and makes decision within the scope of here assignment, duties or authority. She also types letters, memos, and performs any other form of data entry into the computer or typewriter and brings out a mailable copy.
	A Secretary according to Bailey (2011) is a person who is responsible for dealing with incoming and outgoing mails, sending replies to letters, filing information, using the telephone, meeting people, making appointments, operating the various machines found in the office, taking shorthand or auto-typewriting, producing reports of various kinds, being responsible for ordering stock for the office, looking after the petty cash and any one of hundreds of jobs required by his or her employers. He also said that a secretary is not usually considered to be an office worker as such but a person who is responsible to one or two people only.
	Denyer (2010) is of the view that a secretary is a person who acquires the basic secretarial skills of shorthand and typewriting plus enough knowledge and practical experience in the office work to cope with filing, handling simple office machinery and reception duties. He went further to say that a secretary is a diplomatic and a professional who possesses an executive knowledge of office skills and general knowledge of the business world. She is the means by which and through whom a boss initiates, handles and completes a project.
2.3	Duties of Secretaries
	In recent years, the secretarial responsibilities have undergone a vast change. Due to this reason, many people are opting for a career as a secretary, However, it is important for you to know the major responsibilities that a secretary has to handle Earlier, the role of the secretaries was limited to taking notes from their bosses, typing, etc. However, with the advent of technology in companies and offices, these duties have extended to things that were meant for the managerial staff. Nowadays, employers prefer candidates who at least have a college degree. One can also enroll for specialization courses that train people to carry out their duties effectively. Though the role of a secretary differs according to the company, the basic secretarial profile is generally the same in every organization, Bolade (2010) outlined the duties of secretaries in an Organization-Some of these duties are:
· Taking Notes: - A secretary will have to take notes and dictation from the Superior for drafting the correspondence or executing the works. She can either record the dictation and transcribe it later or write it down.
· Scheduling Meetings: - She will have to keep a record of appointments   and   ensure   that   each   one   is   conducted smoothly and on time. Follow up for attendance, venue booking, arranging notepads, pencils, boil water, glasses, etc. are also the duties of a secretary.
· Communication: - Many times, she will have to conduct research for the reporting authority and carry out oral and written communication with staff members as well as clients on the behalf of her boss or department.
· Troubleshooting: - Handling difficult situations without any assistance is one of the prime duties of a secretary. A secretary might face managerial or administration problems; sine has to son them out on her own without the interference of the senior management.
· Arranging Travel and Accommodation: - One of the prime duties of a secretary is to arrange for the travel and boarding requirements of [he boss or staff. This needs to be done flawlessly and meticulously especially when foreign travel and hotel bookings are involved. A minute-to-minute itinerary should be prepared for the convenience of the travelers.
· Organizing Office Activities and Events: - Organizing fun employee    engagement activities and events for the department is not a secretary's core activity, but it can definitely help in honing her leadership prowess.
· Maintaining Archives: - It is the duty of the secretary to maintain the   archives of documents and paperwork regarding foreign delegation visits, customer visits, inaugurations, new product launches, activities, events, etc.
· Managing Material :- A secretary has to ensure timely and accurate delivery, and pick up of important office material, items to be couriered should be send on time, tracked and followed up for efficient delivery.
· Answering Calls - A secretary answers the calls for her boss. She also screens the list of callers and relays the messages to the boss or leaves messages at his desk on the 'While you were out cards’.
· Greets Visitors: - A secretary also undertakes the responsibility of maintaining guest relations. She welcomes the visitors and makes them comfortable by offering refreshments. She might also require to book dinner reservations or accommodation for the guests.
· Manage Memberships and Subscriptions: - It is the duty of the secretary to manage and renew memberships to various business forums, institutes, societies, etc. She wilts also have to renew the subscriptions of various publications that the reporting authority has subscribed to.
· Stock Management - Keeps a tab on the available stock of office supplies, stationery, office equipment, etc. and makes arrangement for placing a new order.
· Payroll Activities - is a small organization, a secretary might also have Lo undertake payroll related activities.
· Maintaining a Diary: - A secretary has to maintain a diary to follow the time-bound schedule of her boss and enlist his appointments accordingly. At the end of each day, she has to inform the boss about the next day's schedule.
· Reporting: - A secretary will have to act as a liaison between the department and her boss. She will have to give an accurate report of the departmental activities to the boss,
· Preparing MIS: - She may also have to help in the compilation of the MIS report, giving details of the efficiency of the department.
· Preparing Drafts: - A secretary will have to write, edit and disseminate information through presentations, spreadsheet, letters, mails, minutes of the meetings, memos, itineraries, etc.
· Arranging Meetings: - A secretary has to schedule, organize meetings and maintain a. record of the agenda, minutes and maintain a follow-up of the tasks.
· Assist in Small Financial Decisions: - Sometimes, she will also have to assist in the compilation of the financial reports, budgets, plans, etc. of the department.
· Routine Administration Work: - The secretary has to carry out general office administration duties from time to time,
· Project Coordination: - Many times, special projects like 5S or small GSR activities will be allotted to the secretary. She will have to coordinate with the rest of the staff to make the project a grand success.
· Correspondence: - A secretary has to sort all the correspondence, prioritize and label it for the boss.

2.4	The Relevance of a Secretary to an Organization
	Secretarial profession is an indispensable discipline for the effective smooth running of an organization in both private and public sectors. Secretarial profession is held with high esteem in the overall efficiency of every business organization and has continued to wax stronger in the contemporary business world. Oladiran (2014) stated that:
	In any organization, a secretary can be describe in two general sense is, first is secretary who work on other person to assist in correspondent, paper work to get information and other confidential matters, secondly, secretary is appointed an employee by the company directly or company or union to do the correspondent, maintaining the document especially those dealing with the company.
	Secretary has an important role and can determine the success of the company goals or an office. The important of the role of a secretary is certainly in accordance with the position of a secretary in each organization or office. The relevance of a secretary to the organization goals can be seen as follows.
The Importance of Secretary to Assist Management in an Office
· As an intermediary channel of communication and building a good relationship for the person who want to be associated with the principal or supervisors
· As a secretary resource is meet the leader or supervisor functions, duties and responsibilities.
· As connectivity leadership wishes to the subordinate in the performance of duties.

The Important of a Secretary to Employee
· The secretary has an interest in determine the policies that apply to employees in a fair that is rules of regarding the placement of employee in accordance with the employee skills and upon ability.
· Given motivation for employees to works so that the work can go smoothly and successful.
· Approached the employees to better found out and understand the will of the employee.    
	A secretary has been regarded as the life wire of her organization. Consequently, an office needs the service of at least a secretary for the effective smooth running of the organization. However, Mensah (2010) posited that “One of the major office workers is secretary. A secretary duty is primarily aimed to prepare a complete work flow in an organization because without the service of a secretary, office staff is not completed.
2.5	The Types of bank
	Commercial bank
A commercial bank is an institution that offers financial services to individuals and businesses in the general public. Commercial banks often have physical branches that employ tellers and consultants who can help perform banking tasks for clients. This can include conducting deposits or withdrawals, organizing loans and creating protection for personal assets. A commercial bank can also assist business clients with securing business loans that they can use to fund their operations.
Investment bank
An investment bank primarily serves large organizations, corporations and institutions that need help with investments. Investment banks can help with tasks like organizing and confirming mergers and acquisitions, issuing securities and helping businesses finance projects that require large amounts of funding. Many investment banks employ highly experienced financial analysts who can provide guidance and recommendations about which investments clients might benefit from making.
Retail bank
A retail bank functions similarly to a commercial bank by providing financial services to clients in the general public. However, a retail bank typically only serves individual clients by helping them with their banking needs and doesn't take on businesses as clients. Retail banks can assist individual clients with taking care of their money, accessing credit options and making secure deposits. A retail bank can also open new checking and savings accounts for clients, facilitate their personal loans and set up mortgages that can help them purchase pieces of property.
Community bank
Community banks usually exist to serve clients in the general area where they operate. This means that most community banks only take on clients who come from their communities, which often results in community banks being smaller than other types of banks. By focusing their services on members of the community, community banks can personalize the services they offer and usually establish lasting relationships with the clients they acquire.
Central bank
The central bank is the primary source for liquid resources that all banks in a banking system use. Most countries have some sort of central bank that supports the rest of the banking operations in the nation. In the United States, the central bank is called the Federal Reserve. The Federal Reserve has several functions, like purchasing and selling securities, determining how much money a bank can issue in loans, setting interest rates and helping banks borrow funds.
2.6	Career Prospect for Secretaries
	Changes in the office environment have increased the demand for secretaries and administrative assistants who are adaptable and versatile.
	Clark (2012) explained that Office Managers and Administration Assistants are employed in organizations of every type. They are employed in firms providing services ranging from education and health to legal and business services. Others work for firms engaged in manufacturing, construction, wholesale and retail trade, transportation, and communication, banks, insurance companies, investment firms, and real estate firm are also employers, as well as federal, state and local government agencies. These non-restrictive natures of officer managerial service provide its recipients with wide access to job employment opportunities. 
	The career prospect for administrative assistants is not limited to office secretaries or assistants only. A professional secretary can look into the roles of medical secretaries, legal secretaries and even virtual assistants.
Medical Secretaries
	Medical secretaries require specialized training along with the usual training for administrative assistants, which include medical terminology, legality etc. As medical secretaries administrative assistants can work for smaller clinics and individual doctors and not just big hospitals.


Legal Secretary
	Career prospect for this profession also include the job of a legal secretary. For this role, the professionals in this field have to take courses on legal terminology, procedures, documentations etc. Such work will include working extensively with legal clients and associates of the firm as well. Again in this role as well, the administrative assistant can work for bigger law firms or individual attorneys etc.
Virtual Assistants
	Another career prospect for this assistant is the Virtual Assistants service. These are internet based companies that take responsibility of the administrative part for other businesses. Since administrative assistants in these companies serve multiple businesses at the same lime, they earn on a per hour basis and have different salary structure then other roles.
	Career prospect for administrative assistant include part time roles and temporary roles as well. While working from home is not the norm, but sometimes partial work is given to work-from-home professionals as well. Launching a Virtual Assistant business is also a career prospect for administrative assistants as it is becoming quite popular these days.
Executive Secretaries
	Career prospect for administrative assistant also include chances of promotion and better salary by attaining the roles of executive secretaries and personal assistants. Candidates with college degrees find it easier to climb the proverbial ladder from front office roles to executive secretaries and assistants, where the salary is much higher. Executive Secretaries and Personal Assistants mostly work with individuals like company CEOs and Executives who are too busy to manage anything else beyond their immediate work. The salary in such roles tends to be proportional to responsibility. And if you can make yourself indispensable to your boss, then you may be looking at a good retirement fund as well. 
Stenographer of Court Reporter
	The knowledge of shorthand and typewriting can also give a secretary an opportunity to apply for post of a stenographer, a court clerk, or a reporter.
2.7	Training of Secretaries
	Office Technology and management offers a great platform for the preparation for the position of a Secretary as it provide training on office administration and its management. A variety of skills and adaptability to new situations is necessary as such, a four-year degree is often preferred and a two-year degree is usually a requirement by different kind of organization. Some may be holders of the National Diploma (ND) and Higher National Diploma (HND). There are also holders of Bachelor of Science in secretarial studies and related courses.
	Office Technology and Management programs prepared students to do work for lop managers. Students learn how to make budgets, write reports, write proceedings of meetings, keep records, and take correspondence; they also learn how to manage staffs.
	It is designed to prepare students for employment in the office settings. The growth of electronic word processing, computer based file management, and the constant need to process office work in an efficient manner helps to form the basis of this program. It lends to prepare them to fill positions such as Secretary, Typists, Graphics designers, Web designers and Data processing operators.
	Many institutions are involved in the training of secretaries. They are: 
1. 	Polytechnics and colleges of Technology, which produce professional secretaries holding ND and HND certificates levels.
2.	The Universities offer professional courses leading to the award of Bachelor of Science in secretarial studies.
3.	The staff development centers produce or train and re-train workers   into the confidential secretarial (CS) levels confidential secretaries IV, 111 and II.
4.	Federal training centers, similar to staff development centers, but run by the federal Government. 
5. 	Government -owned secretarial colleges,
6.	 Non -Government secretarial colleges. 
	High school graduates with basic office and computer skills usually qualify for entry-level positrons. Although most secretaries learn their job in several weeks, many legal and medical secretaries require several   months   of training to learn industry-specific terminology. Executive secretaries usually need several years of related work experience. 


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 internet as a platform to enhance effectiveness of a secretary 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 of the Study
	The population for the study comprise of staff of First Bank Nigeria, Unity road,  Ilorin. A total number of 20 secretaries were selected from the case studies. 
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 questionnaires designed were distributed by hand personally by the researcher. Twenty (20) copies of the questionnaire were distributed to the secretaries at First Bank Nigeria, Ilorin. The researcher went back after one week to retrieve all the questionnaire.
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.


3.7	Method of Data Analysis
	After the collection of the completed questionnaire from the respondents, data collected were manually analyzed with the aid of a calculator. Tables were drawn to indicate the responds and these were expressed in the percentage of all respondent to each question in the questionnaire.


CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
	This chapter dealt with data analysis. The chapter will be conducted and presented as follows.  
4.2	Results
Table 4.1:	A Secretary who knows how to operate new office automation would produce better job.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	19
	95

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  disagree
	01
	5

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 1 above showed that, the opinion of these respondents on the effectiveness of a secretary in operation, 19 representing; (95%) respondents said that a secretary would produce better job while 1 presenting (5%) did not agreed. From the above it appears that a secretary who is effective and efficient on how to operate new office automation would produce better job. 


Table 4.2:	Provision of modern office automation to the professional secretary will have less work to do in the office.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 2 above showed that 20 (100%) respondent strongly agreed  to the notion that: do you agreed that with the provision of modern office automation the professional secretary has less work to do in the office, while none of the respondents disagreed with the statement. 








Table 4.3:	In a modern office there is sufficient work to keep both the machine and the secretary quite busy.  
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	18
	90

	Agree
	00
	0.00

	Disagree
	02
	10

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 3 above showed that 18 (90%) of the respondents representing strongly agreed, while 2 (10) disagreed. From the table above it showed that there is sufficient work to keep both the machine and the secretary quite busy.   









Table 4.4:	There is no clear separation of secretarial personnel duties in the banking sector.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	15
	75

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  disagree
	05
	25

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4 above showed that 15 (75%) strongly agreed and 5 (25%) of the respondent strongly disagreed with the statement that some There is no clear separation of secretarial personnel duties in the banking sector.


Table 4.5:	Some organizations like to move from old systems of office machines towards modern office system.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 5 above showed that 20 (100%) strongly agreed that some organizations like to move from old system of office machines towards modern office system while none of the respondents disagreed and strongly disagreed with the statement. Based on the response above some organizations like to move from old system of office machine towards modern office system.






Table 4.6:	The invention of new machines as rendered the secretary's job less effective and inefficient in his/her daily tasks
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	13
	65

	Agree
	00
	0.00

	Disagree
	07
	35

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 6 above showed that 13 (65%) of the respondents strongly agreed that the invention of new machine has rendered the secretary jobless and inefficient in his/her daily tasks while 7 (35%) of the respondent disagree with the statement. It can be seen here that the intention of the new machines has not rendered the secretary job less effective or inefficient.


Table 4.7:	At present, there are few employment opportunities for secretarial personnel in banking sector.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	05
	25

	Agree
	00
	0.00

	Disagree
	15
	75

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	The table 7 above shows that 5 (25%) of the respondents strongly agreed while 15 (75%) of the respondents disagreed that there are few employment opportunities for secretaries in modern office. Based on the above, there are many employment opportunities for secretarial personnel in banking sector.








Table 4.8:	Banks should clearly engage secretarial personnel in daily running.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	15
	75

	Agree
	00
	0.00

	Disagree
	05
	25

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 8 above showed that 15 (75%) of the respondents strongly agreed that Banks should clearly engage secretarial personnel in daily running, while 5 (35%) disagreed with the statement.











Table 4.9:	Training in the use of modern machines is very essential for today's secretaries.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 9, above showed that 20 (100%) of the respondents strongly agreed that training in the use of modem machines is very essential for today's secretary while none of the respondents disagreed or strongly disagreed with the statement.









Table 4.10:	The increase in quality of modern office machines may soon render effect of secretary redundant in the office.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	00
	0.00

	Agree
	00
	0.00

	Disagree
	20
	100

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
Table 10 above showed that none of the respondents strongly agreed or agreed with the statement while 20 (100%) respondents disagreed that increase in quality of modern office machines will render effect of secretary redundant in the office. From the table above, increases in quality and quantity of modern office machines would not render effect of secretary redundant in office.






Table 4.11:	Knowledge of the current electronic communication devices will enable the secretary to advice an organization (banks) on the most appropriate one for his/her organization.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 11 above showed that, 20 (100%) of the respondents strongly agreed that knowledge of the current electronic communication device would enable the most appropriate one for his organization (banks) while none of the respondents disagreed with the statement. 







Table 4.12:	The installation of the paging system of telephone will improve very considerable interpersonal communication within an establishment.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 12 above showed that, 20 (100%) of the respondents strongly agreed that the installation of the paging system of telephone will improve very considerable interpersonal communication within an establishment.








Table 4.13:	Today, the training of sufficient number of staff is necessary to keep the machine working continually.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	18
	90

	Agree
	00
	0.00

	Disagree
	02
	10

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 13 above showed that, 18 (90%) of the respondents strongly agreed while 2 (10%) respondent disagreed the notion that today, the training of sufficient number of staff is necessary to keep the machine working continually.








Table 4.14:	Lack of additional training by the graduate of office technology and management can reduce the chance of securing job opportunity in the banking sector.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 14, above showed that 20 (100%) respondents strongly agreed that lack of additional training by the graduate of office technology and management can reduce the chance of securing job opportunity in the banking sector while none of the respondents disagreed with the statement.









Table 4.15:	A secretary who cannot move at the place of technology will not be able to work effectively with international organization.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	20
	100

	Agree
	00
	0.00

	Disagree
	00
	0.00

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 15 above showed that, 20 (100%) of the respondents strongly agreed that secretary who cannot move at the pace of technology will not be able to work effectively with international organization while none of the respondents disagreed with the statement.








Table 4.16:	Secretarial personnel in the banking sector have the chance to work on challenging and meaningful projects.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	05
	25

	Agree
	00
	0.00

	Disagree
	15
	75

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	The table 16 above shows that 5 (25%) of the respondents strongly agreed while 15 (75%) of the respondents disagreed that Secretarial personnel in the banking sector have the chance to work on challenging and meaningful projects.








Table 4.17:	Secretarial personnel in the banking sector have opportunities for cross-functional collaboration.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	10
	50

	Agree
	00
	0.00

	Disagree
	10
	50

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	The table 17 above shows that 10 (50%) of the respondents strongly agreed while 10 (50%) of the respondents disagreed that secretarial personnel in the banking sector have opportunities for cross-functional collaboration.








Table 4.18:	Secretarial personnel in the banking sector have access to mentoring and guidance.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	05
	25

	Agree
	05
	25

	Disagree
	10
	50

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	The table 18 above shows that 5 (25%) of the respondents strongly agreed, 5 (25%) Agree while 5 (50%) of the respondents disagreed that secretarial personnel in the banking sector have access to mentoring and guidance.








Table 4.19:	Secretarial personnel in the banking sector are satisfied with their overall career prospects.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	00
	0.00

	Agree
	00
	0.00

	Disagree
	15
	75

	Strongly  disagree
	5
	25

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	The table 19 above shows that 15 (75%) of the respondents agreed while 5 (25%) of the respondents strongly disagreed that secretarial personnel in the banking sector are satisfied with their overall career prospects.









Table 4.20:	The banking sector supports work-life balance for secretarial personnel.
	Options
	No. of Respondent
	Percentage %

	Strongly Agree
	15
	75

	Agree
	5
	25

	Disagree
	00
	0.00

	Strongly  disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	The table 20 above shows that 15 (75%) of the respondents strongly agreed while 5 (25%) of the respondents disagreed that the banking sector supports work-life balance for secretarial personnel.



CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS 
5.1	Summary
	The study found that the career prospects of secretarial personnel in the banking sector are limited. They often experience a lack of career advancement opportunities and face difficulties in transitioning into higher positions. This was attributed to the perception of secretarial work as administrative or support roles rather than strategic positions within the organization.

Moreover, the study identified that limited job descriptions contribute to the limited career prospects of secretarial personnel in the banking sector. Female secretarial personnel were found to be at a disadvantage compared to their male counterparts, as they were less likely to be promoted into higher positions. Limited job descriptions and educational qualifications also affected career prospects, as secretarial personnel were confined to specific tasks and roles.
5.2	Conclusion
	The findings of this study highlight the need for organizations in the banking sector to recognize the potential of secretarial personnel and provide opportunities for career growth and development. The banking sector should adopt a more inclusive approach to hiring, promotion, and job descriptions to ensure that secretarial personnel are given equal opportunities for career advancement.

The study recommends that organizations should create a clear career progression path for secretarial personnel, provide training and development programs, and offer mentorship programs to help them acquire the necessary skills and competencies for higher positions. This will not only enhance the career prospects of secretarial personnel but also improve the overall performance and productivity of the organization.

The career prospects of secretarial personnel in the banking sector are limited, but there is potential for growth and development. With a more inclusive approach and investment in training and development programs, organizations can unlock the potential of secretarial personnel and ensure that they contribute to the success and growth of the organization.
5.3	Recommendations
	Based on the findings of this study, the following recommendations were made:    
1. Career Development Programs: Banks should provide career development programs that enable secretarial personnel to enhance their skills and competencies. These programs can include training, mentoring, coaching, and career planning to prepare secretarial personnel for higher-level positions.
2. Diversity and Inclusion: Banks should promote diversity and inclusion in their workforce to eliminate any gender-based barriers that may affect the career prospects of secretarial personnel.
3. Performance Management: Banks should implement fair and transparent performance management systems that reward secretarial personnel for their contributions and provide opportunities for career growth.
4. Technological Advancements: Banks should invest in technology to enhance the efficiency and effectiveness of their operations. Secretarial personnel should be trained and equipped with the necessary skills to leverage these technologies to improve their productivity and job performance.
5. Communication: Banks should establish open channels of communication between secretarial personnel and management to understand their concerns and provide feedback. This can help to foster a positive work environment and boost employee morale.
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APPENDIX 1
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 CRITICAL ASSESSMENT OF THE CAREER PROSPECTS OF SECRETARIAL PERSONNEL IN THE BANKING SECTOR.	
	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




					ALAGBE ISAIAH OLUWAKAYODE
					ND/23/OTM/FT/0080



					


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 “CRITICAL ASSESSMENT OF THE CAREER PROSPECTS OF SECRETARIAL PERSONNEL IN THE BANKING SECTOR.” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.

					Yours faithfully




					ALAGBE ISAIAH OLUWAKAYODE
					ND/23/OTM/FT/0080
				


QUESTIONNAIRE
1. A secretary who knows how to operate new office automation would produce better job.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
2. With the provision of modern office automation the professional secretary will have less work to do in the office.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
3. In a modem office there is sufficient work to keep both the machine and the secretary quire busy.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
4. Some secretaries resist information communication technology.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
5.	Invention of new machines has rendered the secretary jobless and inefficient in his/her daily task.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )

6.	Technology contributed to the development of your Organization
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
7. 	At present, there are few employment opportunities for secretaries in modern office.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
8.	Organization should invest leas on human and more on the installation technology equipment
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
9.	Training in the use of modern machines is very essential for today's Professional Secretary.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
10.	The increase in quantity and quality of modern office machines may soon render professional secretarial redundant in the office.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
11.	Knowledge of the current electronic communication devices will enable the secretary to advice on Organization on the most appropriate one for his organization.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
12.	The installation of the paging system of telephone will improve very considerably interpersonal communication within an establishment.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
13.	Today, the training of sufficient number of maintenance staff is necessary so as to keep the machine working continually.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
14.	Lack of additional training by the graduate of office technology and management can reduce the chance of securing job opportunity in the labour market.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )
15.	A secretary who cannot move at the pace of technology will not be able to work effetely with international organization.
	(a) Strongly Agree (   ) 				(b) Agree (    )  
	(c) Disagree (   ) 					(d) Strongly Disagree (   )

