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ABSTRACT 

This study focused on “modern office equipments and its impact on the success of an organization (a case study o f NNPC Enugu) to achieve this purpose some research questions were raised and a review of related literature was made. The survey research design was adopted in this study. The population of the study includes workers, and management of NNPC Enugu depot. A sample of 150 respondents and random sampling technique was used in selecting the workers in a particular unit of the organization. Data for the study were obtained from both the primary and secondary source. Personal interview was also employed to confirm the responses. The data generated from this study were analyzed using simple percentage, table rating scales and mean scores. The major findings showed that the modern office equipments contribute immensely to the success of business organizations like NNPC Enugu depot. Based on these findings, the researcher recommended: Acquiring of standby generating sets, provision of spare parts and qualified staff to facilitate productivity in the organization.

CHAPTER ONE

INTRODUCTION
1.1 
BACKGROUND OF THE STUDY
The usage of current office technology is unavoidable in workplaces in this day and age. Prior to the invention of typewriters in the 15th century, the printing of business papers was a laborious task that was mostly tedious for secretaries since everything had to be handwritten. Business organizations have experienced information overload as a result of an excessive increase in the number of commercial transactions as time and technology have advanced. Therefore, in order for businesses to produce words in an effective, efficient, and continuous manner, technology is required. At this point in time, the working world is undergoing a period of rapid transformation. As we get closer and closer to the year 2000, manual machines in the workplace are being gradually replaced by modern equipment, and computerized machines are gradually taking over the work previously performed by men. Nobody can afford to take a back seat in the race for technological advancement because of the high degree of complexity and cutthroat competitiveness that exists in our society. Before this point, the majority of employers of labor required a diverse range of worker classifications. Some received their education on the job, while others came in as seasoned professionals. People were hired by the hundreds to do a wide variety of tasks at the factories where they worked. The production machinery had been in use for a long time, so it needed some time for them to warm up before they could be used. Meanwhile, employees took turns producing a big number of workforce members.

The majority of management and employers of labor are of the opinion that the use of advanced technology in the workplace has made the task simpler, quicker, saves time and expense, particularly on overhead, and is preferable to employing a multitude with no result. Again, as a result of the development of new technologies, business people are no longer need to transport enormous quantities of money all over the place. The emergence of electronic fund transfer is an example of how this problem has been solved.

The use of the internet, e-mail, pagers, digitized telephone services, mobile phones, and answering machines have made the jobs of executives and top managers easier to perform, and the popularity of these technological advancements has helped to close the communication gap that previously existed between them. Through the use of these services, discussions on business and transactions are possible.

Even in terms of society's expectations for the workplace, closed circuit television is a standard fixture in many large organizations, where it is used to monitor the flow of people through the building. Productivity is increased as a result of the usage of closed circuit television by high-level executives, who may ward off unwanted visitors and screen out those they would rather not see.

BRIEF HISTORY OF NIGERIAN NATIONAL PETROLEUM CORPORATION (NNPC) ENUGU DEPOT

The Nigerian National Petroleum Corporation (NNPC) depot in Enugu state may be found at the community of Emene, which is included inside the Enugu East local government. Col. D.S. Abubakar, who was in charge of the military administration of the state of Anambra at the time, gave the unit its commission on August 25, 1979.

It has the capability of storing a total of 12 million liters worth of petroleum products. It only keeps three byproducts in stock: Premium Motor Spirit (PMS), also known as gasoline; Dual Purpose Kerosene (DPK); and Automobile Gas Oil (AGO), also known as diesel, for subsequent delivery to its clients, the oil marketing businesses. The Enugu depot has a total workforce of 250 employees and six different divisions, including administrative, sales, security, accounts operation, and safety departments. The head of each department is responsible for managing that department, and they report directly to the depot manager, who serves as the general supervisor.

1.2 
STATEMENT OF THE PROBLEM
In a developing country like Nigeria, the use of modern office equipment in the office is still minimal because they lack the technical know how to put the one their disposal to good use. Lack of stilled manpower to update and maintain already acquired machines. Besides, constant power failure from the public electricity supply has not helped matters in any way. 

More over, some office worker especially secretaries sees the technological improvement as a challenge and also as threat to their job. These problems and anxiety in the minds of office workers, is likely to lead to a drastic reduction in production in most office.  

Finally, this situation calls for serious policies by management dealing with the problem, which psychologically destroys the mental and emotional state of workers.
1.3 
PURPOSE OF THE STUDY
For every act, there must be a reason and in light of this, the purposes of this study are:

 To discover what office equipment is all about.

To identify the contributions of modern office equipment on the success of business organization. 

To examine the training needed for the operation of these office equipments.

To identify how to maintain them in the office. 

To discover the problems associated with the use of these equipments. 

1.4 
RESEARCH QUESTION
What is office equipment all about?

Do these modern office equipments actually have any contribution on the success of business organization?

Do the operation of these modern equipments need any training program? 

Do these modern office equipments require proper maintence? 

Is there any problem associated with the use of these modern equipments? 

1.5 
SIGNIFICANCE OF THE STUDY

The significance of this study “modern office equipments and their contributions to the success of a business organization, a case study of NNPC Enugu depot” is that it will create awareness as well provide information on the roles these modern office equipment plays in seeing that NNPC Enugu depot achieve their goals and also meet up the standard. It is also recommended to the society in general and whosoever wishes to achieve efficiency on prudent.

1.6
SCOPE OF THE STUDY

The researcher is concerned with the contributions of modern office equipments to the success of business organization with particular reference to Nigerian National Petroleum Corporation (NNPC) Enugu depot in Enugu east local government area in Enugu state. 

1.7 
DEFINITION OF TERMS

Office: it is a place /room /building where clerical duties are carried out. 
Modern: involving up-to-date techniques or equipment. it is also refers as most recent or current  

Equipment: the tools / items needed for a particular purpose. In order words, it also means things that are needed to carry out work / job in the office; it could be electrical or manual. 
Researcher: person that carry out the piece of work.

Accuracy: error free presentation.

Machine: a device with an electrical power attached to it used in office production.

Crude/Manual: equipment that require physical exertion of energy to operate. 

Efficiency: prompt delivering of jobs. 

Business: knowledge of commercial procedures i.e. buying and selling. 

Operation: the manner in which business is carried out.

Production: output, increase in manpower.

NNPC: Nigerian National Petroleum Corporation

CHAPTER TWO

LITERATURE REVIEW

THE REVIEW METHOD


The ideologies as expressed by various opinions on modern office equipment seem to agree with each other. The review was organized and carried out in this phase:

Definition of modern office equipment.

Types of office equipment / machines. 

Sources of acquiring office equipment. 

Determine the training needed for operators. 

Designing of training program for operators.

Maintenance of office equipments.

Advantages of using modern office equipments. 

Disadvantages of using modern office equipments. 

2.1 
DEFINITION OF MODERN OFFICE EQUIPMENT


According to Akuchie (1999:9), “modern office equipment can be described or defined as a new system adapted or invented to improve the efficiently of the old system where by document can be easily and quickly retrieved. It also involves the various technological devices & methods in performing process without the direct interaction of human brain. Most of the secretarial functions previously performed manually are now done by machines. This has brought about the manufacture of much office equipments such as computers, word processor, electric and manual typewriters, and scanner, duplicating machines etc. these machines enables established offices to accomplish more work in few hours with greater accuracy and better quality which in turn increase the rate of productivity.

2.2 
TYPES OF OFFICE EQUIPMENT


According to Akuchie (1999:10) “a modern office requires different types of office equipment to function smoothly and efficiently. Office equipments range from various types of stationary items which are used on daily basis to expensive equipments which lasts for a long period of time. They are classified as follows:-

Stationary: even in the 21st century, stationary items are considered to be essential for the effective functioning of an office in the earlier days. Even in today’s office stationary item such as pens, notepads, books, glue stick, stapler pins and so forth are used in large amounts in various offices. Various types of notepads are used in meeting to note down important details and the minutes of the meeting. 
Communication device: in addition to office stationary items, various types of communication devices such as telephones, fax machines and intercoms are used in offices devices have several built-in features which enable people to work in an office ease.
Computer: today, computers play a central role in all activities. According to Sir Henry White (Cambridge 1992) a good knowledge of computers and their mode of operation get individual prepared for the future. According to Olofine (1994:103), a computer could be defined “as any device accepting data applying a sequence of process to the data and supplying the result of these processes” computer is highly valuable in business. It performs numerous functions, it process batches of data such as invoice, and budget statement, wages for employees etc. it is very useful in financial institution, e.g. banks and oil companies. 
Hardware: some of the other essential and expensive varieties of machines used in a regular office activities are: printers, scanners and shredders, photocopy machine and also use in some offices. However, different types of printing machines are been used in the offices, these printers are often connected to the computers to produce hard copies of a documents, reports and so forth. Scanners are also considered essential as it facilities scanning of different types of essential documents. Today there are various types of high resolution scanners available in most of the online stores at affordable price rates. Paper shredder is useful equipment used in offices these days. Shredders are basically used to destroy documents which contain important information which can be manipulated by fraudsters. 

2.3 
SOURCES OF ACQUIRING OFFICE EQUIPMENTS 

Ejiofor (1989:60) is the opinion that due to slow technological development in most developing countries like Nigeria, most office equipments are source from oversea countries and imported into the country. 


Till the time of this study, there is no reputable firm in Nigeria producing most of the machines necessary for automation is dependent on importation, it stands to reason that the most of automation in Nigeria will be expensive hence they are all imported in the country considering the extra of import duty etc to be paid.


Most Nigerians are now trained to maintain this equipment. These trained experts are products of Nigeria universities, research countries etc. for office automation to take its place in our local organizations, Nigeria needs to look inwards for faster technological development and make more allowances for this sector in the annual budgets.

2.4
DETERMINE THE TRAINING NEEDS FOR OPERATORS 


The determination of training need can be established by carrying out detailed analysis of the organization’s objectives, the job and institution who should man the machine.


Ejiofor (1989:294) the analysis of the organization will reflect changes on markets, technology organizational structures and jobs and align these with the requirements for increased skills. The analysis will also reveal the cost benefit of the machines desired to be purchased and classes of man power necessary for operation of the machines in each case making sure that the benefits derived from training that operators out weigh the cost of purchasing the machine plus maintenance cost.

2.5
DESIGNING OF TRAINING PROGRAM FOR OPERATORS 

Training programs is designed to cover the training objectives of the organization and the office manager in particular. Tennehill (1990:40) 

What the operators or users are expected to know at the end of the program

Determine the content of the training course and 

Determine what methods of learning, training and development that will be applied.

In the case of office automation, training is usually applied to junior and intermediate staffs who man these office equipments. In NNPC Emene Enugu depot, the following training methods are applied for office operators. 

On the job training.

 Vestibule training.

 Training through demonstration.

ON THE JOB TRAINING: information collected from a hand book NNPC at glance shows this training takes place in the organization whenever a particular office equipment is procured and installed. While the training is on the operators mostly secretaries are also contributing to the objectives of the company. The on the job training is often embodied in the contract during the buying especially when bulk orders are placed.

VESTIBULE TRAINING: this type of training take place on a class room for a large number of staff doing the same type of office work e.g. secretaries, computer personnel, etc. the necessary materials, equipment and work conditions are made available to the participants. 
TRAINING THROUGH DEMONSTRATION: this type of training entails an expert from the company the supplied the office equipment who teaches staff by practical demonstration. This may involve the assembling of an office machine, the use of certain equipment and or accessories and some easy maintenance of the machine by the operators. This method has proved effective because it is a visual display practically done while participants are watching.
2.6 
MAINTENANCE OF OFFICE EQUIPMENT 


Egbe (1994:50-51) say that “continues use of any machine be it office or workshop equipment must surely breakdown”


Breakdown of the machine stops work especially administrative jobs in an organization and runs counter production to the goods of the organization preventive maintenance crew of the industry as soon as machines are procured by the office administration and the industry like NNPC Enugu depot. The periodic checks are carried out, monitored and checked by the maintenance engineer, whose responsibility it is to decide when the machine is no more serviceable that is when the frequency of breakdown outweighs the productive time of the machine. Office machines are expensive asset for any organization and should be according to the maintenance schedule usually drawn by brochures that come with the machines at the time of purchase.

ADVANTAGES OF USING MODERN OFFICE EQUIPMENTS.

Saving of labour: office equipments are labour saving devices. They make the work less arduous both physical and mentally.

More accuracy: one of the advantages of using equipments especially the computer is the accuracy of work, especially, in accounting, computation and statistical calculation. Machines prevent clerical errors to the maximum extent. 

Removal of manual drudgery: some kind of work are monotonous as to constitute drudgery in the office, machines remove this manual drudgery. The staff is saved from performing a large volume of repetitive work. 

Minimization of chance of fraud: some machines, such as cheque writing machine frankling machine, automatic cash register lessen the opportunities to perpetuate fraud in the organization. 

Saves of time: machines do the work faster than it can be done by hand, thus there is great saving of time. 

Better work: work performed by a machine is usually uniform in appearance and more neat and legible than when several different styles of handwriting appear in the books of accounts, invoices, and other statements. 

Better control: use of office machine makes available to the management up-to-date information. The data stored, processed and interpreted by computers, for example, is more accurate and therefore reliable. This enables them to exercise greater control.

2.8 
DISADVANTAGES OF USING MODERN OFFICE EQUIPMENTS. 
Although several advantages are derived from the installation of machines, this does not means that the purchasing of these equipment need not to be carefully considered. It is as well to recognize the disadvantages of using machines in the office. Some of them are as follows:

High initial cost: many office machines are very expensive and looking up capital in their purchase cannot be justified unless there is enough work to keep them profitable employed. An idle labour.

Need of trained operators: some machines require special trained operators, if the operator of such machines is absent, the machine will remain idle and there may be accumulation of work also. In such cases, very often two operators have to be appointed and this increases the cost.

High cost of maintenance: machine operations call for additional cost in the form of maintenance and repairs, insurance, premiums, cost of accommodation, stationary, etc. depreciation of machines represents a heavy charge against profit.

Require change in office systems and procedures: the use of machine may require changes in the office system and routine. Machines tend to make the systems less flexible. If machines are desired to be changed, it is often impossible to adapt the machines to new systems. 

Create noise and space problem: machines may create noise and space problems in the office.

Frequent breakdowns: it is a practical experience that if too many machines are being used in an office some percentage of them will always remains out of order and if a vital machine required being operate daily break down the whole office work may become stand still.  

2.9
SUMMARY

Cleary, the ideological orientation of modern office equipment is somewhat now, but this is the concept has not been appreciated. 

In this chapter, the researcher provided a critical analysis and overview of the whole idea of modern office equipment, the various types of equipment, source of acquiring them, training needed for the operation, maintenance, advantages and disadvantages of using them in the organization. Several detailed attempts have been made in this chapter to review relevant books, journals etc. that have anything in relation to modern office equipment. 

CHAPTER THREE

3.1
RESEARCH METHODOLOGY

This study is designed to outlay the contribution of modern office equipment to the success of business organization. It is based on a sampled option of the population of the study. The population consists of NNPC workers Enugu depot based in Enugu state. This business organization has been a sample because it had equipment with both old as well as modern office equipment, and it recognizes the importance and possibilities facing the use of this modern office equipment in business organization today.

The research method.

Method & source of data collection.

Treatment of data.

3.2
POPULATION

The population consists of the staff of NNPC Enugu depot, made up of 250 senior and junior management staff.

3.3
SAMPLING TECHNIQUES/ SIMPLE SIZE

The method of random sampling was used and sample size is one hundred and fifty (150) staffs.
3.4
METHOD & SOURCE DATA COLLECTION

The researcher has employed the following instrument in the collection of data. These include:

Primary source

The questionnaire were distributed or administered by the researcher to the respondent face to face and also retrieve them immediately to enable the researcher monitor the situation for prompt compliance.

Secondary source

The researcher made use of journal, textbooks and seminars to obtain the necessary data. 
3.5
TOOLS FOR DATA ANALYSIS

The analysis of the data collected was presented and analyzed using the formula below:

 F    ×    %

 N
         1
Where 
F  =  No of responses

 N =  No of respondents

   

%   = 100

  

 I  =  Constant

The presentation of data in table because of the nature of information required and they are self explanation conclusions were made.

CHAPTER FOUR

DATA PRESENTATION AND ANALYSIS

This part deals with the analysis and interpretations of the questions contained in the questionnaires to respondents, a total of 150 questionnaires. Table and percentages are given to YES or NO answers as the basic for analysis; I used my initiative to analyze open ended question.
Question I

Do you know what modern office equipment is all about?

	VARIABLES
	RESPONDENTS
	PERCENTAGES 

	Yes
	120
	80

	No
	30
	20

	Total
	150
	100


From the above table, 120 persons representing 80% of the total workforce say yes that they know what modern office equipments is all about, while 30 representing 20% say NO that they don’t know what it is all about.

Question II

Does this modern office equipment actually have any contribution on the success of business organization?

	VARIABLES
	RESPONDENTS
	PERCENTAGES

	Yes
	135
	90

	No
	15
	10

	Total
	150
	100


From the above table, it was established that 135 or 90% which is the majority of the sample size agreed to the fact that the modern office equipments contributes a lot to the success of the business, while 15 or 10% said it does not. 

Question III

Do the operations of this modern equipment need any training?

	VARIABLES
	RESPONDENTS
	PERCENTAGES

	Yes
	100
	67

	No
	50
	33

	Total
	150
	100


Analysis from the table shows that 100 of the respondents said that there is need of training before operating, while 50 of the respondents said No.  

Question IV

Do these modern equipments require proper maintenance?

	VARIABLES
	RESPONDENTS
	PERCENTAGES

	Yes
	150
	100

	No
	0
	0

	Total
	150
	100


From the above, the entire number of respondents agreed that this equipment needs proper maintenance. 

Question V

Is there any problem associated with the use of this equipment? 

	VARIABLES
	RESPONDENTS
	PERCENTAGES

	Yes
	135
	90

	No
	15
	10

	Total
	150
	100


The responses above show that, 90% agreed that there is problem associated with the use of this equipment, while 10% disagreed with the statement. 
DISCUSSION OF FINDING 


From the table I, it was discovered that majority of Enugu NNPC staffs were aware of the modern equipments and from table II, it was discovered that these modern equipments contributes a lot to success of the business. 


From table III, it was discovered that there are need of training for the operation of these modern equipments.


It was also discovered from table IV that, these modern equipments needs proper maintenance for it to last long 

Finally, it was discovered that there are problems associated with the use of these modern office equipments in the office. 

CHAPTER FIVE

SUMMARY, CONCUSION AND RECOMMENDATION

5.1 
SUMMARY

This study is aimed at identifying various types of modern office equipment and its impact on the success of an organization particularly NNPC Enugu depot. 

The researcher, in chapter one, talked about the increase in number of modern office equipment and how a new office worker may be expected to operate one of these equipment.

Chapter two, deals with the literature review of the project work. This described what other authors and educationists have written about the subject matter. The different types of equipments, source of acquiring them, determine the training program for the operators, maintenance, advantages and disadvantages of using them in the office.

Chapter three discussed the research methodology: the population, sampling techniques, source of data collection and tools for data analysis, research questions were sent to NNPC Enugu depot, for their workers ideas and opinions.

Chapter four deals with the presentations of data, analysis of data and discussion of findings. 

Finally, chapter five deals with summary, conclusion and recommendations.
5.2 
CONCLUSIONS  


From the analysis of data collected, the researcher discovered that modern office equipment are very vital tools in business organizations, as most of the work carried out in office today are dependent on the use of these equipment e.g. the computer, telephone and photocopier. 

Concerning the factors that worked against the use of these equipment in offices, the analysis suggest that power failure often occurs, affecting the daily activities in the office.

High cost of maintenance and purchase is another problem that faces this equipment in organization. Despite the problems enlisted, the use of this equipment such as the computers, and photocopiers make information available to workers faster and make organizations response to inquiring faster, by bringing the world of work right into the office, and ensuring accuracy and efficiency.  

5:3 
RECOMMENDATIONS 

To remove problems and difficulties associated with the use of modern office equipment, the researcher recommends the following: 

Lack of fund for maintenance: the private firms are better funded than the government parasite such as NNPC; they should be given the opportunity to take loans from the government. They should run commercially to increase their productivity. 

Power failure: firms should be encouraged to acquire stand by generating sets. They should also acquired UPS (uninterrupted power supply) to avoid power surge that can be damaging to acquired equipment as this may load to loss of data. 

Provision of purchase machine and spare parts:  organizations should purchase adequate machines and spare parts and replacement spare for break down. Firms can support companies’ that work as local representatives of the manufactures to provide spares for their equipment. 

Qualified staff: firms/organizations should Endeavour to train staff in the proper use of machines. They should try to send their workers for training in order to increase ability and knowledge.

If these recommendations are implemented, some of the impediment as to the use of this equipment will be relieved.

5.4 LIMITATION OF THE STUDY
The researcher faced many problems in the course of this study. First, were the problems encountered in the course of collecting the necessary data and information required for the study.

These include lack of finance for transport to the place of interest, i.e. NNPC Enugu depot, Enugu State. The unwilling of the respondents to provide very useful answer to some of the questions, there are also time constraints taken into consideration of the short period of time during which this study was able to conclude the research project despite this limitations. 

5.5 
SUGGESTION FOR FURTHER RESEARCH 

To obtain in-depth knowledge on all aspects of modern office equipments and their contribution to business organization, research work could be carried out in order too find out if the inventions of these equipments out rightly phase out certain profession.
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APPENDIX 1

Department of Office Technology & Management,
Federal Polytechnic, Oko,

Orumba North L.G.A,

Anambra State.

8th August, 2014.

Dear Sir /Madam,


I am a final year student in the department of Office Technology & Management, Federal Polytechnic Oko. Attached is a draft copy of the questionnaires for the study mapped out to facilitate a survey on Modern Office Equipments and their Contributions to the success of NNPC Enugu Depot.


This research work forms a partial fulfillment of the requirements for the award of National Diploma (ND) in Office Technology & Management.


The information needed is strictly for academic purpose, and I pledge that all information provided by you will be treated with utmost confidentiality.

Therefore, I implore you to be candid as possible in responding to those questions.


Thanks in anticipation.






Yours Faithfully, 






Egwu Ebube Gloria

APPENDIX 11

QUESTIONNAIRE

SECTION A

The section holds information on the respondent’s personal data. Please, you are required to tick (  ) where necessary for your personal data.

1. Name (optional) -----------------------------------------------

2. Department ---------------------------------------------------
3. Sex: Male (   )     Female (   ) 

4. Age 18- 30 (   ) 31- 54 (   ) 55 above (   )

5. Educational qualification/Attainment:  PHD (   ) M.sc (   ) B.sc (   ) HND (   )         OND (   ) SSCE (   )

Other qualifications (specify if any) -------------------------

SECTION B
Here, you are required to state your answers or agreement to the underlying propositions by ticking (YES) or (NO).

Do you know what modern office equipment is all about? 

YES (    )   NO (  )

Does this modern office equipment actually have any contribution on the success of your business? 

YES (    )  NO (    )

Do the operations of this modern office equipments need any training program? 

YES (    )  NO (    )

Do these modern equipments require proper maintenance?

YES (    )  NO (    )

Is there any problem associated with the use of these modern equipments? YES (    )  NO (    )

