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ABSTRACT
The rapid growth in information technology and the recognition of the modern world gave rise to the introduction of modern communication equipment. Office work is becoming more complex and businesses have become too demanding in nature. As inventions of new sophisticated devices are coming out every day and new business opportunities are being generated everyday for the secretary who has a vital role to play in both managerial and administrative aspect of the organization, there arises the need for the secretary to be versatile in using the different office equipment being invented to aid business operations. Financial institutions such as banks require modern communication equipment to aid their operations and overcome the activities of fraudsters. There is hardly any business that does not deal with information/correspondences which need to be processed and transmitted through modern communication equipment to those who has need of it, before it can be meaningful.  It therefore, becomes necessary and important for the secretary to possess the skills and knowledge needed to use these equipments profitably. This research work is necessary in the above mentioned areas and also in other areas as the findings would bring to limelight the contributions and challenges, problems and benefits that the society, organizations, and individuals stand to gain by using this equipment in carrying out their operations. This study also examines how organizations, individuals and the society is affected by modern communication equipment as well as the various skills needed by the secretary to operate them and to cope with the challenges, and the also proffer possible ways to alleviate the problems.

CHAPTER ONE

INTRODUCTION

 BACKGROUND OF STUDY 
The speed at which modern office situation or work environment is changing has led to sustained radical shift from manual secretarial operations towards the use of information and communication technology equipment, in order to ease secretary’s work and enhance their performance; thereby leading to their greater performance in place of work.  On this basis, Nwogwugwu, (2008) said: “a revolutionary attempt is being made by educational authority, policy makers etc to inject into the teaching and learning processes in Nigeria skills, orientation and awareness of the very crucial information and communication Technology (ICT) which is now seen as the backbone and information super highway of the modern life”.

However, there are certain ICT skills required by secretaries.  They include skills and knowledge of computer hardware and software.  Skills on computer hardware includes; knowledge of keyboard, visual Display Unit (VDU), Central Processing Unit (CPU), knowledge of benefits of computer, knowledge on application of computer to secretarial profession etc. while software skills encompasses knowledge of operating system, utilities software and services programme.  Besides this, Nwogwugwu, (2008), stressed that there are certain ICT skills required by secretaries from employers of labor.  They includes; skill for creating e-mail message, address, username, password, skill for replying and sending e-mails, accessing attached file, skill for sourcing and reading daily news on the internet, skill for doing business online and delivering information online, skill for creating, saving, printing and publishing web pages, skill for using search engines to get diverse information on the websites etc.  It is believed that if secretaries acquired these skills, they will meet the demand of changing work environment and expectation of employers.

In the process of using ICT equipment by secretaries to perform their day to day assigned duties, they are faced with certain problems, which includes challenge of computer illiteracy, i.e. poor or no knowledge of computer, and its uses; challenges of changing work environment, i.e. changes in modern office situations seems to alter the skills already acquired by secretaries.  In this case, when new technologies are introduced into the office, they are expected to up-date their skills regarding such equipment.  In the same vein, paucity, of ICT equipment and lack of ICT technical personnel in an organization, levels of ICT skills of secretaries, that is the present knowledge of secretaries in ICT usage.  When these problems are not minimized, it makes it difficult for secretaries to handle ICT equipment in their place of work.  In the same line of thought, ICT has led to under-utilization of secretaries’ skill kin the sense that it does not allow them to utilize their mental capabilities in solving problems, but are glued to internet.  Also, network breakdown, ratio of people to computer, system contamination, communication barriers passed by internet, poor training background of secretaries on ICT uses, seduction and immoral behavior/information found in the internet, poor failure etc.  These are problems facing secretaries on the uses of ICT equipment.

Moreover, if the above problems are not controlled, corrected or minimized, it will disrupt work process, and this will lead to poor job performance.  This was supported by Okagbare, (2005), when she stated that “effective performance of secretaries may be disrupted if there is lack of necessary equipment and skills to operate them”, if available.  The speed, accuracy efficiency of work production will be disrupted, and thus affect organizational productivities, growth and development.

Meanwhile, application of ICT to secretary’s job will no doubt have a positive effect on their performance.  It enhances communication, productivities, eliminates time wastage on routine jobs such as record management, enhance effective maintenance, up dating and manipulating of records.   In addition, secretaries can now perform their functions from different locations including house, motorcars, or even airplanes.  This is a proof that ICT has made the world a global village.  With ICT in place, the retraining of traditional secretaries by organization is now guarantee, thereby widening their scope of knowledge of ICT usage.

1.2 STATEMENT OF PROBLEMS

Before the introduction of modern office equipment, secretaries depended largely on manual skills in the performance of their functions. That was the period when secretaries had little or no knowledge of modern office equipment in the business circles. As a result, the output of secretaries fell beyond expectation because of lack of modern office equipment especially communication equipments. This made people loose interest in studying secretaries’ studies in our higher institutions.

Recently secretarial studies taught to be one of the professions that have benefited from technological development. Since the introduction of modern office equipment in organization the problems of fatigue, lack of respect for secretaries still persist in spite of these innovation. It is most possible that the acquisition of modern office equipment have negative effects such as displacement of workers and other cost implications. Secretaries are often denied of useful training that could help them acquire skills to operate this equipment.

The important roles secretaries play in any office and organization, necessitates them to use ICT equipment to simply, their work.  In essence, since secretary’s work is centered and embedded in information processing, they are thereby required to use ICT equipment.  However, poor background of secretaries in the use of ICT equipment, challenge of computer illiteracy, changing work environment, paucity of ICT equipment in an organization, poor levels of ICT skills of secretaries, network breakdown, and system contamination are some of the problems likely confronting or facing secretaries in the use of ICT equipment.  This was supported by Njoku (2008), Adigwe, (2006) Ojukwe and Ojukwu (2006), and Ohakwe (2001), when they said “Computer illiteracy, changes in work environment, lack of ICT equipment in an organization, poor training background, level of ICT skills of secretaries, under-utilization of secretaries’ skill, network breakdown, system contamination are some of the problems facing ICT users (including secretaries) in organization and in Nigeria economy.

1.3 PURPOSE OF THE STUDY 

The major purpose of this study is to examine the contributions of modern communication to job performance of secretaries. Specifically, the study will attempts to:

Ascertain the effect of these modern communication equipments on the job performance of secretaries.

Identify the modern communication facilities used by secretaries to enhance their performance.
Identify communication skills required by secretaries in operating these modern office communication equipments.
Identify if secretaries encounter problems in using modern communication equipments.
1.4     RESEARCH QUESTION

The research will attempt to answer the following questions;

1. What is the impact of modern communication equipment on the job performance of secretaries?

2. What are the communication skills required by secretaries in operating these modern office communication equipment?

3. what are the modern communication facilities used by secretaries to enhance there performance?

4. Do secretaries encounter challenges in using ICT equipment in the selected organization?

1.5 STATEMENT OF HYPOTHESIS

The following hypothesis was developed to achieve the objectives of the study:

Hypothesis one

Ho: Modern office communication equipments has no relationship with secretaries job performance

H1: Modern office communication equipments has a relationship with secretaries job performance.

1.6 SIGNIFICANCE OF THE STUDY
It is hoped that this research project on “The contributions of modern communication equipment on secretary’s job performance” will be of great importance to secretaries, various organizations and institutions.

The findings will benefit secretaries in the sense that they will be acquainted with ICT skills required by them, and get themselves trained on such areas. 

The problems and the effects of the problems that will be identified will reveal to them the challenges they are to face in handling ICT equipment, and then prepare ahead.  Meanwhile, when apply ICT to their work the impact, the positive effects and benefits that will be identified will give them the urge to go for training outside the one offer by their institutions and place of work.

The findings will motivate organizations to send their secretaries to training having known the problems faced by secretaries and its affects on their performance.  Their ultimate goal in doing this is to build more ICT skills on their secretaries and enhance their performance towards greater productivities.

The findings of the study will also reveal to the various institutions and department of secretarial Administration the ICT skills required by secretaries from their employer.  That will enable them to review their curriculum, and directs their teaching and learning to such areas.

1.7 SCOPE OF THE STUDY

The study is limited in scope. The study is limited on “The contributions of modern communication equipment on secretary’s job performance with special reference to G.T Banks headquarters in Lagos State.

1.8 LINITATION OF THE STUDY
Finance, time and availability of materials were the major constraints the researcher encountered while carrying out this study.
1.9 DEFINITION OF TERMS

Secretary: A secretary, administrative professional, or personal assistant is a person whose work consists of supporting management, including executives, using a variety of project management, communication, or organizational skills.

ICT: Information and communications technology (ICT) is an extensional term for information technology (IT) that stresses the role of unified communications[1] and the integration of telecommunications (telephone lines and wireless signals) and computers, as well as necessary enterprise software, middleware, storage and audiovisual, that enable users to access, store, transmit, and manipulate information.

CHAPTER TWO

LITERATURE REVIEW

INTRODUCTION
Our focus in this chapter is to critically examine relevant literatures that would assist in explaining the research problem and furthermore recognize the efforts of scholars who had previously contributed immensely to similar research. The chapter intends to deepen the understanding of the study and close the perceived gaps.

Precisely, the chapter will be considered in three sub-headings:

Conceptual Framework
Empirical Review
Chapter Summary
2.1
CONCEPTUAL FRAMEWORK

Secretary

The word secretary simply means a person who works in an office and manages the organization. Although a secretary is perceived more as a personal assistant or administrative assistant, the professional secretary is one of the most essential human resources in a business organization because he helps make the wheel of the organization to turn. Secretaries provide the unseen services which make the organizations to prosper. Secretaries according to Ahukannah and Ekelegbe (2008) are classified into four categories:

Professional Secretary: This is the secretary by reason of training, ethics, orientation and skills. He must be an expert in shorthand writing, typewriting and use of computer and ability to deal with office routine activities. This category (in other words termed as confidential secretary) is the researcher area of concern.

The Honorary Secretary: This is the one who is in charge of the correspondence, records and other business affairs of a society, club and other associations. He is not a professional secretary because he has not acquired the necessary skills/training.

Private Secretary: This is an employee who deals with correspondence, keep records and files in the office.

Corporate/Company Secretary: Companies established under the Companies Act 1990 are normally required by the statute to engage the services of a Company Secretary. He/ She takes charge of the administration of the company, as well as functions as secretary to the board of directors. Registrars of government establishment such as polytechnics, universities et cetera are the secretaries of their various institutions who take charge of general administration as well as cover the meetings of their various councils and produce the minutes.

A secretary is a person, whose work consists of supporting management, including executives, using a variety of professional ethics and communication and organizational skills. Wordnet (2008) defines secretary as a person who assists a member of staff or top management level, and who undertakes a lot of administrative tasks for the smooth running of the office. This definition was confirmed by wikipedia (2008) where a secretary is seen as a person employed to write orders, letters, dispatch public or private papers, records and the like, an official scribe, one who attends to correspondence and transacts other business for an association, a public body, or an individual. 

A secretary is an indispensable element in achieving organizational goals. He serves as a memory bank in his organization, scrutinizes visitors so as to give the executive enough time to do some other office activities, keep records so as to prevent embracement and the lost of important document which could consequently have a negative effect to the organization.

Types and Roles of Secretary 

The various types of secretaries are classified as follows:

Confidential Secretary 

This is a person employed to perform duties of personal or confidential nature. He or she also deals with correspondences and this involves taking down dictations and transcribing it on the typewriter. 

Duties of Confidential Secretaries

In both the public and private sector, secretaries of whatever rank and position are expected to perform all or most of the following general duties as identified by Edun and Ajetunmobi (1996) and put forward by Ahukunnah and Ugoji (2009).  The understanding of these duties will assist the various chief executives, personnel directors and managers and other middle level executives to know what to expect from their respective secretaries. These duties will in one way or the other tempt the code of ethic of the secretary.  The general duties of secretaries are: Take dictation and transcribe same on the computer; Despatch letters; Do filing;

Open new files; Read and sort mails; Answer the telephone and make outgoing calls; Take messages; Make appointments for the boss and keep records of them; Act as memory aid to the boss; Compose letters and help prepare reports; Order supplies for the office; Type materials from longhand or shorthand notes; Make hotel reservations and other travel arrangements; Keep financial records and handle imprest accounts; Prepare agenda and notice of meeting and despatch same to members; Type minutes of meetings; Type materials to be published; personal banking and local purchases; Keep press cuttings, files and scrapbook about employer’s interests; Act as a go-between for the boss; Supervise other employees and act as officer manager and take speeches in shorthand at conferences, seminars; Take down and transcribe board/tribunal proceedings; Advise where necessary; Read  travel time-tables and plan  itineraries for the boss; Check all travel documents.; Run errands for the boss; Change calendar date every morning; Prepare relevant briefs for the boss concerning interviews; Send out invitations and replies to invitations received; Write congratulatory letters or letters of condolence when necessary and the website for e-mail.

Specific duties applicable to Junior and Senior Secretaries

In addition to the general duties, there are specific duties that are applicable to junior and senior secretaries in the Organization in addition to the specific requirements of the office, division, department and unit of postings (Ahukannah and Ugoji, 2009). The specific duties applicable to Junior Secretaries such as Confidential Secretary Grade IV and similarly placed secretaries in the private sector are: Works as assistants to the more senior secretaries; Prepare the office tea; Do copy typing on the computer; Take notes in shorthand from the more senior secretaries and do the transcription; Maintain good sanitation of the office if a cleaner is not available; Work as secretaries to middle-level management and Photocopy documents.

Senior Secretaries from Confidential Secretary Grade III upwards and similarly placed secretaries in the private sector will be working with top or middle management.  They are expected to perform the following specific duties appropriate to their rank in addition to the specialised duties relating to their individual departments or offices: Serve as executive assistant to top or middle management as the case may be;
Supervise other senior or junior secretaries or clerical staff and take general control of the office; Spend the imprest money and keep the impress accounts; May be authorised to open envelopes containing confidential documents; May represent the boss at functions when he cannot attend; Will train his/her junior in office procedures and report on their performance;
 Use the computer to produce various documents needed in the office and accompany the boss to conferences and handle the PowerPoint presentations of his conference papers etc (Ahukannah and Ugoji, 2009).

Top flight secretaries are expected to be very innovative in whatever they do, as such are expected to be up-to-date and improve upon what is expected of him/her but not to be static to the enumerated duties and those of the office or department of postings. The duties of top flight Confidential Secretaries (i.e. secretaries to chief executives) according to Obadailki (2013) are:

Administrative Services: This include managing the reception function, planning meetings and conferences, man aging transportation and travel, managing mail processing, coordinating officer parties and administering business continuity programmes such as b business insurance, liability insurances etc.

Information Technology: This refers to the use of desktop software (word processing, e-mail, spreadsheets and presentation); use of database systems, administering a file server and local area network, data and system security, system monitoring and reporting, digital graphics and design and publishing and even view editing and streaming, communication systems, cell phones, 2-way radios broadband, internet access and document collaboration systems); record management/organization, retention, storage, retrieval, disposal and security.

Facilities, Equipment and supplies: This is made up of office space costing and leasing, office moves and relocation, signage, interior design and decor, overseeing cleaning, maintenance and repairs arranging for office equipment and supplies, and arranging for commercial printing.

Management: This has to do with the top flight secretary applying principles and functions of management (planning, organizing, leading, controlling) documenting the management organization and chain of command and establishing office etiquette and business ethics guidelines.

Communication: This include writing letters and reports, establishing phones procedures; formatting and proof-reading documents; using paper and electronic forms; putting together a corporate style manual and making presentations etc.

Skills:  These include conceptual skills, people skills and technical skills. Conceptual skills include ability to analyse problems and come up with solutions and to identify potential problems and prevent them; ability to work without supervision, demonstrate sound reasoning and judgement; and also have ability to make decisions. People skills which enable the secretary to work with others include good oral and written communication, ability to read people, work with different people and to be fair and firm, ability to listen and give others the opportunity to provide input and other meaningful suggestions. These skills are very important for a confidential secretary because they are the liaison between the chief executives and all kinds of other employees from professional, technical and managerial staff to clerk and blue collar workers. The Technical skill on the other hand include ability to use computer technology, specialised knowledge and abilities in communication system, records management, finance, human resources, facilities, commercial printing, mail processing, and business insurance to name a few.

Permanent Secretary

federal and state ministries respectively. They are however, called director general now after civil service reforms embarked upon by the Babangida administration in 1988. 

Company Secretary 

Show (1974) defines a company secretary as an important executive who is charged with supervising the legal implications of companies’ status and keeping registers of shareholders to assume the responsibilities of company secretaries. 

Roman (1975) said that these categories of secretaries are senior members of the organization. They are usually knowledgeable in legal and accounting matters to the extent that they sometimes are members of the Board of d Directors as valued advisers. 

Personal/Private Secretary 

They are people employed by another ranging from the head of an institution, managers or an administrative officer for as the purpose of assisting in getting information of other confidential matters. 

Bilingual Secretary 

This is a term mostly used to describe secretaries who can speak and use tow international language, e.g. English and French. They are mainly employed by multi-National companies.

Roles of Secretaries 

An analysis of secretaries’ position reveal that no two secretaries position are exactly alike. There are factors that determine the nature of secretarial position in various business. They include: 

The size of the business 

The nature of the business 

Willingness of the boss to delegate work and responsibilities. 

The willingness and ability of secretaries to assume responsibilities. 

In essence, they perform the following: 

Secretaries handle the day-to-today routine work. E.g. Correspondence, filing and indexing.

Taking dictation in shorthand and transcribing same accurately’ He/she organizes meeting and take down minutes of such meeting.

Secretaries lease between staff and top management 

Keeps the boss diary and arranges his appointments 

Keeps and maintain the confidential and secret files of the organization. 

Supervises subordinates to ensure policy implementation, keeps financial reports and handle impress account. 

Hanna, popham and Titon (1973) have described the secretary’s role in the office as that of public and human relations experts. For them, the secretary within the capacity of the office portrays a positive image of the employer to the public and generates good human relations in working with all business associated, those above her level, on her level, her subordinates and apply the best principles of human relation at each level. 
The Functions of a Secretary 

A thorough review of the duties and roles perform by secretaries requires a classification or categorization of these functions. This classification allows a better understanding of the job the secretaries perform. For the purpose of this discussion, a number of classifications of function shall be reviewed below. 

Administrative Functions of Secretary

An administrative function of a secretary involves organizing and controlling the organizational activities in order to achieve the objectives of the organization. It also includes supervision of junior staff and ensuring that schedules of work are being accomplished, directives and assigned tasks completed within the time span, and ensuring that all the materials needed for performing any particular job are available at the right time.

Ekwue (2009) advanced that a secretary must perform a variety of secretarial and office management duties, composes, types and files letters and inter-office memos, receives calls and interviews persons calling in office and makes referrals, prepares departmental records and disciplinary notices. Performing any or all of the mentioned duties depicts that a secretary is involved in an administrative function. Odiaua (2010) on his part included some duties like maintaining files and personal records, reviews, organizes and maintains files, monitors attendance including sick leave, annual leave and vacation leave, compiles and records data for computer files, develops and implements new departmental forms, recommends and implements changes in correspondence sent to public. All these as identified by Odiaua, save time for the executive/boss and make job easier. For secretary to effectively perform these duties, he must be conversant with the policy of the organization.

Personnel Functions of a Secretary

The personnel roles of a secretary include membership of interview panels for junior staff and assigning job schedules to staff. It also involves receiving, sorting and distributing mails within the organization, composing replies to correspondences on behalf of the executive, identifying and solving routine and non-routine problems by applying professional skills and techniques in order to develop the variety of ideas and modify situations (Shuaibu, 2009).

Secretary relieves his employer the task of determining the organizational staff strength due to the fact that he controls skills inventory, he does manpower forecasting (junior staff) and arrange for the staff selection and assign job schedules. Bashar (2007) stated that skill inventory by a secretary are the assessment of personnel currently within the organization by using skill inventory data card. This determines the staff strengths or otherwise of the organization.

On the other hand, he states that manpower forecasting by a secretary is concerned with the determination of manpower needs of the organization. The secretary through this process, estimates the number and types of junior staff currently on the payroll who will be available in the future (that is taking note of retirement, possible death and other opportunities in the environment); and determining the number of staff that would be recruited externally.

A mail service in form of incoming and outgoing mails is another important personnel role of a secretary. Ikelegbe and Miller (2011) opined that secretary must be conversant with the rules of incoming mails/correspondences, rules/procedures for outgoing mails and ability to compose replies on behalf of their executives on any matter. This office function saves the executive/boss time and lifts the goodwill of the organization.

Secretary must be skillful in written communications, as he will often be called upon to draft and edit correspondence on behalf of the organization to outside groups as well as internal members. The secretary must therefore be fluent in the organizations jargons, and be familiar with organizations communications style requirements.

Records Keeping Functions

Another fundamental function of a secretary is records keeping. Records of staff, assets, impress et cetera must be properly kept for future references or until when they are needed. Aminu (2009) maintained that secretary is responsible for establishing and maintaining his organizational records and documents including meeting minutes, reports and other important documents. Where necessary, he must create appropriate and logical filing systems to ensure that organization’s needs are easily accessible by the relevant staff and/or members.

Proper filing of documents constitutes other record keeping roles of a secretary. A popular adage states that “we file to find and not to file away” should always be the genesis of a secretary. Amavu (2009) stated that the position of a secretary is key to an organization’s success. The role of filing document requires commitment, abilities and enthusiasm. The secretary has the primary responsibility of maintaining good filing system capable of providing an accurate data/information needed at any point in time.

In present day office works, records could be maintained manually, that is in a file folder and stored in file cabinets, or computerized system, where records of the organizations are stored in computers and flash drives. Secretaries in modern offices even maintain web sites for the organization. Moreover, a secretary maintains organizational history and procedures. Frank (2009) stated that secretary serve as the central repository of information for his respective organization, given their exposure to and attendance at, most if not all of the meetings held.

The secretary must therefore be knowledgeable in his organization’s history, by-laws, leadership and other policies and procedures. He may also maintain an up dated list of all staff and members, their contact information and other data relevant to the organization’s mission. Secretaries opportune to serve in multi-national companies, apart from all the record roles mentioned above, are also responsible for keeping all official records. Harding (2005) stated that secretaries keep the following official records: indemnities, service contracts debenture holders, registers of directors, register of members and records of resolution. He maintains that secretaries must adopt effective records and administration which includes keeping up-to-date contact details that is names, addresses and telephone numbers for management committee, filing minutes and reports, compiling lists of names and addresses that are useful to the organization, including those of appropriate officials or officers of voluntary organizations, keeping record of the organizations activities and keeping a diary of future activities.

With regards to taking and keeping minutes of meeting, Bacchino (2003) stated that secretary should document actions that determine the fulfillment of legal duties, records proceedings of a meeting including how decisions are made, the resulting actions and persons responsible for it, clarify clearly what actually happened at a meeting and records all resolutions adopted.

As a result of modernization in office routine, secretary is expected to develop a meeting “minute template”. May (2007) described meeting “minute template” as a sort of a standardized minute content used in retrieving information and helping to reduce error. He maintained that it has three sections as follows: 

Logistics: includes date, time, list of those present and absent, name of the meeting chair and recorder of the minutes; 

Minutes: a place where the actual minutes are noted. 

Actions : completed as the minutes are written and includes a list of the actions committed to during the meeting with columns for actions to be taken, persons responsible, time lines and dates completed.

Every organization needs a secretary who is committed, determined and courageous due to the fact that record keeping is a tedious work. The secretary must have a good writing, note-taking, summarizing and public speaking skills as well as some knowledge of procedures. Kauchal (2006) maintained that secretaries are responsible for ensuring the following record keeping tasks:

a) Keeping an accurate set of minutes of each meeting in the records of the organization.

b) Keeping an up-to-date membership list.

c) Keeping a list of all committees and members.

d) Handling the organization’s correspondence, distributing minutes to members and notifying them of coming meeting.

e) Keeping necessary files for the organization’s archives

Human Relations Functions

Ahukannah and Ugoji (2009) defined human relations as the relationship which subsists among people employed and working in an organization. A human relation depicts the formal and informal activities and relationships resulting from the interaction of two or more people in an organization. It determines the degree of team spirit among workers.

 A secretary must be conversant and apply human relations in carrying out his duties due to its importance as advocated by Ahukannah and Ekelegbe (2008) that human relations promotes team spirit and serves as an important tool for harmony and a great source of strength to the organization.  It enhances staff motivation resulting in high productivity. It also creates and sustains job satisfaction thereby reducing absenteeism, truancy and inefficiency and promotes discipline among staff and checks conflicts. Secretary must maintain good human relations with his executive/boss, with other executives, with colleagues and with other employees.

INFORMATION AND COMMUNICATION TECHNOLOGY

Information and Communication Technology Information technology is the combination of computing, telecommunication and video techniques for the purpose of acquiring, processing, storing, and disseminating vocal, pictoral, textual and numerical information. Uzoka (2002) defined information technology as the harnessing of electronic technology in its various forms to improve the operations and profitability of the business as a whole.Brightman and Dimsdale (1986) traced the root of the high-tech revolution back to 1828 when Charles Babbage produced the first programmable calculating device, the Analytical Engine. We might look to the more recent past, 1944, and mention Howard Aiken's Mark I, the first programmable computer. We might cite the first electronic computer, the slow, gigantic but ground-breaking ENIAC developed in 1946 by John Mauchly and Presper Eckert at the University of Pennsylvania. To be precise, we should also mention, dozens of other major developments in computers and electronic communications - known together as telecommunications. The genesis and notion of management information systems originated during the early 1960s largely through the effort of Kennedy Era, the "Whizkids". The introduction of new technology to process and transport data and information has proceeded at exceptional rates for more than three decades. This innovative introduction has significantly affected employees, managers, and their organizations. It was eighteen-year-old Frenchman, Blaise Pascal by name that first developed a mechanical adding machine in 1642. Later, this was improved upon by Gottfried Beibnitz – a German mathematician who developed a calculating machine that could multiply by a repeated addition and divide by a repeated subtraction in 1694. However, Computer technology has undergone series of changes which reflect big size to miniature size of computers with their increasingly high processing speed of data into information for decision making (Nicholas, et al. 2009). Information technology according to Oliver, Chapman and French (1990) is a technology which supports activities involving the creation, storage, manipulation and communication of information (principally computing, electronics and electronic communications) together with their related methods, management and applications. It has also created countless opportunities and challenges for millions of individuals. In particular, the challenges of managers’ responsible for introducing this technology have been exceptionally high. In our information and knowledge -based society, management must attempt to capture the advantages offered by information technology, yet they must also avoid the pitfalls along the way toward increasing automation. As information has altered the way many people do their jobs and has changed the nature of work in industrialized nations, the practice of management has been greatly affected. The management of many firms and their managers must therefore understand the implications of this new information technology revolution which require substantial future readjustment and quickly learn how to benefit from it (Frenzel, 1992). The explosion in electronic commerce is just one example of the many ways information technology is influencing how people do business and how they account for business financial and economic events (Moscove, et al., 2003). The blending of internet technologies and traditional business concerns impacting all industries and is really the latest phase in the ongoing evolution of business infrastructure and change the way to respond more immediately to customer needs (Grant, et al 2000). The role of accountant and objective of accounting systems which is to process financial and economic data into information for decision making is still the same. Also, the audit objective which is to render an opinion on the “true and fair view” of a client’s financial statement still holds, however, the technical expertise that the auditor must possess to evaluate computer-based accounting systems has undergone considerable changes and the change will ever continue to be more radical and rapid (Ofurum and Ogbonna, 2008). ICT is seen as a way to promote educational change, improve the skills of secretaries and prepare them for the global economy and information society. ICT is used to improve delivery of and access to effective and efficient management of office and the organization as a whole. ICT as focus on secretaries, it tends to improve the understanding of the secretarial practice and functions, increase quality of secretaries work attitude thereby increase the impact of secretaries on the management of the office. While basically ICT based innovations can occur in secretarial functions, their linkage to office management is essential to achieve intended outcomes of an organisation.
The Modern Office and Technologies 

The modern office has changed dramatically since the 1990s. Offices in today's society are transmitting information via electronic mail (e-mail), electronic calendars, and teleconferencing, as well as other electronic devices. Communication via technology is just as important as oral and written communication in the work environment. Technology continues to play a vital role in transforming the business environment.

Today’s modern offices are substantially different from the office environment of 20 years ago. Sweeping changes have occurred at the workplace as a result of new office technology and automation of office equipment. New technology is changing the scope of what's considered an office. Offices inevitably adopt newer technologies that get more work done with fewer people, and there's pressure to keep a modern, professional image by staying on top of the latest tech trends.

The need for high productivity and maximization of profit has led to the wide use of modern machines in most offices. There has never been a greater need for efficiency in business than there is today. All kinds of business must employ modern methods of gadgets or equipment in offices to meet the challenges of today’s world. As an office staff, the secretary who is the image maker of the organization and from whom most information emanates, requires a great knowledge of Information and Communication Technology to perform efficiently on the job which would influence the speed of information delivery, production of job requested by the boss or organization within a short space of time, make less mistakes and high productivity on performance of job.

This mechanization of office work has come as a result of need for greater speed and accuracy. The characteristic picture of modern office is the successful integrated use of machines and equipment into what is called system. New information systems can be powerful instruments for organization change enabling organizations to redesign their structure, scope, power relationships, workflows, products and services. These machines and equipment are grouped or linked together to achieve a common purpose. 

Brief Overview of Office Equipments 

Office equipment refers to the machines used for the efficiency of workers in the office. Office equipments free workers from many of the routines and time-consuming tasks done manually. These are categorized into three accounting, secretarial, and general. 

Accounting Machines

They are either operated manually or electrically. Accounting machines are used for posting the ledger cards, writing cheques, receipts and preparing the payroll. Some accounting machines are calculators, electronic calculators, adding machines other basic accounting machines are book-keeping, electronic billing, and electronic alpha-numeric accounting machines. 

Secretarial Machines 

They are machines used for secretarial office routine. They include typewriters, franking, and reprographic machines. Others are Dictaphone, automatic time-and-date stamping machines envelope sealing machine, jogger, shredder, etc. 

Typewriters are either manually or electrically operated. Franking machine is used to print stamp impression on envelopes without the use of adhesive stamps. Reprographic machines are photocopier, spirit or ink duplicating machines. 

Chief executives make use of Dictaphone to dictate messages for secretaries to type on either computer or typewriter. The automatic time and data stamping machine is used to print the impression of the time and date of receipt on office correspondence. The envelope sealing machine moisturizes the flap of envelope before sealing it. The jogger is used to collate papers before binding. A shredder is used to destroy unused office document into unreadable forms. 

General Office Machines

These are generally used in the office. They include computers, fax, offset litho and laminating machines. Computer processes data and it is most commonly used in offices. There are desktop laptop and series of other forms of computers in offices today. The fax or facsimile facilitates the dissemination of information and diagrams over telephone wires through facsimile telegraphy. Documents are scanned by a beam of light and an identical image is reproduced on the other fax machine operated by another subscriber at the other end. The offset litho is more of printing machine. It is good for producing staff magazine, inter-office memoranda, etc. The laminating machine is used for protecting documents against moisture, dirt, creasing and tampering by the use of cellophane. This is done through the heat process. The machine seals the document automatically for durability.

Brief List of Modern Office Technologies 

The computer 
Everybody knows what a computer is. It can simply be defined as an accurate electronic device that performs calculations and processes information at great speed. 

Computers come in different sizes, shapes, capacities, etc. We have desktops, laptops, and palmtops. The computer is used in medicine, engineering, architecture, education, banking, etc. 

Telephones – mobile and land 
The land line is the most basic office communications tool used by secretaries. The most popular mobile phone used in the business place is the GSM Global Systems for Mobile Communication. 

Fax Machine 
Just like the telephones, the fax machine transmits information, but in text or document format

Internet (www, e-mail, search engine, etc.)

This is an intangible facility on the computer. WWW stands for worldwide web and it is a collection of information in multimedia form on the internet. This information is stored at locations, called websites, in the form of web pages. Websites are an effective way of distributing information, such as advertisements, technical information, comments, ideas, etc. Other applications on the internet are chatting for simultaneous communication between people and the use of a web camera for seeing while chatting. Search engines like Google, yahoo, msn, etc. are used to find information on the internet – looking through millions of sources all over the world

Teleconferencing 
This facility, usually embedded in the telephone technology, allows more than two people to communicate via phone at the same time. This makes it possible for people in different cities to hold meetings together. 

Video Conferencing 

This facility usually makes use of the internet with or without the telephone and allows visual and speech communication among several people at the same time. Like teleconferencing, it enhances remote communication. For example, your colleague in America can remotely participate in a meeting held in Ghana whereby he sees and hears everybody who attends the meeting in Ghana as he makes his own contributions. 

Scanner 

This machine is used to convert hard copy documents into soft copies to later be transmitted from one place to the other via the internet. This format can include colors, unlike the typical fax machine. 

Printers and Photocopiers 

Printers are used to convert our documents from soft copy formats to hard copies and photocopiers are used to make additional copies of such documents. 

Summary of the Advantages of Office Equipments 

Information that is the most important to the office can be stored, processed, and retrieved by computer facilities. 

They can be used to produce fast and accurate information. 

They provide very cheap services. 

Messages can be sent to many people simultaneously. 

Security of information is assured. 

Time, effort and money are saved. 

Stress is minimized. 

Space is saved as little or no paper is used in the office. 

Understanding Employee (Secretary) Performance 

Many business executives are under the mistaken impression that the level of employee (secretaries) performance on the job is proportional to the size of the employee’s compensation package. Although compensation package is one of the extrinsic motivation tools, it has a limited short term effect on employees’ performance. A widely accepted assumption is that better workplace environment motivates employees and produces better results (Leblebici, 2012). 

Essentially, an elegant and functional workplace environment often culminates in improved employee efficiency and productivity. In recognition of this fact, most offices are now designed and furnished with the employee in mind to ensure that his workplace environment including furniture and equipment adequately supports and induces high performance. The quest to equip employees and workers with most suitable workplace environment, furniture, equipment, tools and techniques to discharge their duties efficiently and effectively is the fundamental philosophy behind the development and growth of ergonomics. The performance of an employee is measured actually by the output that the individual produces and it is related to productivity. At corporate level, productivity is affected by many factors such as employees, technology and objectives of the organization. It is also dependent on the physical environment and its effect on health and employees’ performance (Al-Anzi, 2009).
Statt (1994) as cited by Leblebici (2012) argues that, the modern work physical environment is characterized by technology; computers and machines as well as general furniture and furnishings. To enhance employee performance therefore, it is imperative that the organization’s physical environment is fashioned to support employee in their quest to attain organizational objectives.

Secretarial Productivity

According to Baile( 1986) productivity is often defined as a measurement of output relative to an input. At lower levels, various methods are used to track productivity performance and identify opportunities for productivity improvement, but there is still a wide gap between productivity measurement and managerial behavior. The output can be any outcome of the process, whether a product or service, while input factors consist of any human and physical resources used in a process. It follows that, in order to increase productivity, the system must either produce more or better goods from the same resources, or the same goods from fewer resources. Stated differently, productivity improvement refers to an increase in the ratio of produced goods or services in relation to resources used.  Productivity is closely related to the use and availability of resources as well as to value creation. This means that a company’s productivity is reduced if its resources are not properly used or if there is a lack of resources.
Allen et al. view productivity measurement is the quantification of both the output and input resources of a productive system. The intent is to come up with a quantified monitoring index. The goal of productivity measurement is productivity improvement, which involves a combination of increased effectiveness and a better use of available resources. While productivity can be given the sort of shorthand definition as the ratio between output and input, what productivity really is as well as how it can be measured has always provoked a great deal of controversy among experts. In essence, it can be said that the measurement of productivity is only simple conceptually. In practice, however, both measurements of outputs and inputs involves aggregation problem, and this problem alone has situated productivity measurement in the realm of complexity.

The concept of secretarial productivity can be seen the level of performance of secretaries in relation to their tasks. This study advocates the level of modern secretaries’ performance is far greater than those of the previous generation. 

A study conducted by study mode, a web researcher concluded that the factors that affected the performance include the following, 

equal pay for all employees according to the level of responsibility and work done

secretaries be taken for further training and only employ those with enough skills and qualifications, 

working relations be encouraged at all levels

physical working environment be improved and equipment be purchased 

the use of modern equipment 

The focus of this study is to examine the relationship between secretaries’ productivity and their use of modern equipment. A number of study present successful experiences of how the introduction of modern office technologies led to tremendous benefits. For example, an Administrative Management article (Hansen, 1977) reports surveying a number of companies that had installed word processing systems; all indicated "productivity gains and cost effectiveness" with the system. Another study (Anderson, 1978) finds that computer-based message systems improve productivity by saving time, by increasing the volume of work performed, and by more efficient problem-solving. Specific positive accounts range from a pharmaceutical firm (Clutterbuck, 1978) whose office system had saved time at both the managerial and secretarial levels (increasing productivity at the latter level as well) to a life insurance firm (McCormick, 1980) whose introduction of minicomputers and distributed processing had cut proposal preparation time from days to half an hour.

2.2
EMPIRICAL REVIEW

An extensive body of literature exists on the usage, adoption, and implementation of IT. However, most of the existing studies have focused on the use of IT in general. Regrettably, empirical studies and the theory on how IT influences organizations is still underdeveloped. One area receiving little attention in the research on successful IT use is secretarial profession (Seyal, Rahim and Rahman, 2000). Some researchers investigated the relationship between organization characteristics and the use of IT, and factors influencing the use of IT in organizations. Seyal et al.(2000) examined the extent of use of IT in various small and medium business organizations in Brunei Darussalam. Their study attempted to assess the depth and breadth of IT usage in business. They concluded that the chief executive’s computer knowledge is positively associated with the use of IT and that businesses in different sectors have different information processing needs. Calhoun et al. also studied the impact of national culture on information technology usage in organizations and reported the association between some organizational characteristics and use of IT. On the other hand, culture, control and competition as the constitution of subjectivity, determine the locus of IT application in organizations. These studies do not consider the relationship between types of software used in organizations and their internal operations. It is evident from previous studies that types of IT tools in HRM functions were given due consideration. Elliott and Tevavichulada85 bring some data that shed light on the types of software applications taking place in HRM and their integration to HRM activities (Mishra and Akman, 2010). Baldwin and Sabourin (2002) raise an important caveat that must be kept in mind when interpreting the results of these studies. Firm performance critically depends on how information and communication technologies are implemented. Successful implementation of these technologies requires a human resource strategy to develop the necessary worker skills. It requires that firms overcome financing problems associated with acquiring new and untried technologies. And, it requires innovation accompanied by the development of best practices in quality control and engineering. 
CHAPTER SUMMARY

In this review the researcher has sampled the opinions and views of several authors and scholars on the availability and utilization of school library resources. The works of scholars who conducted empirical studies have been reviewed also. The chapter has made clear the relevant literatures.
CHAPTER THREE

RESEARCH METHODOLOGY

3.1
Area of Study

Guaranty Trust Bank Plc. (GTBank) is a multinational financial institution that provides individuals, businesses, private and public institutions across Africa and the United Kingdom with a broad range of market-leading financial products and services. Headquartered in Lagos, Nigeria. Thus it is the area of the study.
3.2
Research Design

Research designs are perceived to be an overall strategy adopted by the researcher whereby different components of the study are integrated in a logical manner to effectively address a research problem. In this study, the researcher employed the descriptive survey research design. This is due to the nature of the study whereby the opinion and views of people are sampled.

3.3
Population of the study

According to Udoyen (2019), a study population is a group of elements or individuals as the case may be, who share similar characteristics. These similar features can include location, gender, age, sex or specific interest. The emphasis on study population is that it constitutes of individuals or elements that are homogeneous in description. 

This research was carried out on the appraisal of the contributions of modern communication equipment to job performance of secretaries using GT Bank headquarters Lagos State Nigeria as case study. The staff of GTB, Lagos State headquarter, form the population of this study.
3.4
Sample size determination

A study sample is simply a systematic selected part of a population that infers its result on the population. In essence, it is that part of a whole that represents the whole and its members share characteristics in like similitude (Udoyen, 2019). In this study, the researcher adopted the simple random sampling (srs.) method to determine the sample size. 

3.5
Sample size selection technique and procedure

In this research, the researcher made use of purposive sampling method in determining the sample size. The researcher, purposively selected 74 staff of GTB comprising of secretaries, top managers, and other staff of the bank as the sample size for this study.

3.6 Research Instrument and Administration

The research instrument used in this study is the questionnaire. A 15 minutes’ survey containing 9 questions were administered to the enrolled participants. The questionnaire was divided into two sections, the first section inquired about the responses, demographic or personal data; while the second section were in line with the study objectives, aimed at providing answers to the research questions. The research instrument (MCTESP) was administered to the selected secretaries in GT Bank headquarter. 

3.7
 Method of data collection

Primary and secondary sources of data collection were used. The primary sources include oral interviews and questionnaires while the secondary sources include textbooks, journals, internet, published and unpublished articles.

3.8
Method of data analysis

The responses were analyzed using the frequency tables, which provided answers to the research questions. And the hypothesis were tested using Chi-square statistic tool SPSS v23.

3.9
Validity and Reliability of the study
The reliability and validity of the research instrument was determined. The Pearson Correlation Coefficient was used to determine the reliability of the instrument. A co-efficient value of 0.68 indicated that the research instrument was relatively reliable. According to (Taber, 2017) the range of a reasonable reliability is between 0.67 and 0.87.

CHAPTER FOUR

DATA PRESENTATION AND ANALYSIS

This chapter deals with data presentation and analysis. The data collected in this study will be organized and analysed here.

4.1
DATA PRESENTATION

	Summary
	Frequency
	Percentage

	No. Of questionnaire retrieved
	50
	68

	No. Of questionnaire not retrieved
	24
	32

	Total no. Of questionnaire administered.
	74
	100


The total sample size for this study is 74 which doubles as the total number of respondents enrolled in this survey. The table above reveals that 32% of the copies distributed to the study participants were not retrieved while 68% were retrieved from the participants. Hence the study analysis was carried out using the total number of questionnaires retrieved.
Table 4.1: Demographic data of respondents

	Demographic information
	Frequency
	percent

	Gender

Male
	
	

	
	16
	32%

	Female
	34
	68%

	Religion
	
	

	Christian
	16
	32%

	Muslim
	21
	42%

	Others
	13
	26%

	Age
	
	

	21-30
	22
	44%

	31-40
	23
	46%

	41-50
	00
	00%

	51 +
	00
	00%

	Education
	
	

	HND/BSC
	26
	52%

	MASTERS
	24
	48%

	PHD
	00
	00%

	Working Experience Duration
	
	

	1-3
	17
	34%

	4-6
	20
	40%

	7+
	13
	26%


Source: Field Survey, 2021

ANSWERING RESEARCH QUESTIONS

Question 1: What is the impact of modern communication equipment on the job performance of secretaries?
Table 4.2: Respondent on question 1

	Options
	Frequency
	Percentage

	Positive
	36
	72

	Negative
	00
	00

	Undecided
	14
	28

	Total
	50
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, 36 respondents constituting 72% said positive. 14 respondents constituting 28% were undecided. There was no record for negative.

Question 2: What are the communication skills required by secretaries in operating these modern office communication equipment?
Table 4.3: Respondent on question 2

	Options
	Yes
	No
	Total

	Email Management and Setup
	50
	00
	100

	Social Media Management
	50
	00
	100

	Online Collaboration
	50
	00
	100

	Smartphones and Tablets kills
	50
	00
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, all the respondents constituting 100% said yes to all the options provided.

Question 3: what are the modern communication facilities used by secretaries to enhance there performance? 
Table 4.4: Respondent on question 3

	Options
	Yes
	No
	Total

	Telephones – mobile and land 
	50
	00
	100

	Fax Machine 
	50
	00
	100

	Internet (www, e-mail, search engine, etc.)
	50
	00
	100

	Teleconferencing 
	50
	00
	100

	Video Conferencing 
	50
	00
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, all the respondents constituting 100% said yes to all the options provided.

Question 4: Do secretaries encounter challenges in using ICT equipment in the selected organization?
Table 4.5: Respondent on question 4

	Options
	Frequency
	Percentage

	Yes
	28
	56

	No
	11
	22

	Undecided
	11
	22

	Total
	120
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, 28 respondents constituting 56% said yes. 11 respondents constituting 22% said no. While the remain 11 respondents constituting 22% were undecided.

TESTING OF HYPOTHESIS

Ho: Modern office communication equipments has no relationship with secretaries job performance

H1: Modern office communication equipments has a relationship with secretaries job performance.
HYPOTHESIS ONE

Table 4.3.1: Correlation between Modern office communication equipments and secretaries job performance
	
	
	Modern office communication equipments
	secretaries job performance

	Modern office communication equipments
	Pearson Correlation
	1
	.922**

	
	Sig. (2-tailed)
	
	.000

	
	N
	50
	50

	secretaries job performance
	Pearson Correlation
	.922**
	1

	
	Sig. (2-tailed)
	.000
	

	
	N
	50
	50


 **. Correlation is significant at the 0.05 level (2 tailed).

In respect to table above, since the p-value (0.000) is less than the level of significance, we reject the null hypothesis and conclude that there is a significant relationship between Modern office communication equipments and secretaries job performance. 

CHAPTER FIVE

SUMMARY, CONCLUSIONS AND RECOMMENDATIONS:

5.1 Introduction

This chapter summarizes the findings into the appraisal of the contributions of modern communication equipment to job performance of secretaries using GT Bank headquarters Lagos State Nigeria as case study. The chapter consists of summary of the study, conclusions, and recommendations. 
5.2 Summary of the Study

In this study, our focus was to examining the contributions of modern communication equipment to job performance of secretaries using GT Bank headquaters Lagos State Nigeria as case study. The study specifically was aimed at ascertaining the effect of these modern communication equipments on the job performance of secretaries; Identify the modern communication equipment used by secretaries to enhance their performance; Identify communication skills required by secretaries in operating these modern office communication equipments; Identify if secreteries encount problems in using modern communication equipments.

The study adopted the survey research design and randomly enrolled participants in the study. A total of 50 responses were validated from the enrolled participants where all respondent are active secretaries of the selected organization,
5.3 Conclusions

Based on the finding of this study, the following conclusions were made:

Modern communication equipment has a positive impact on the job performance of secretaries.  
Email Management and Setup; Social Media Management; Online Collaboration and Smartphones and Tablets kills are the basic skills required by secretaries in operating these modern office communication facilities.
There modern technology facilities used by secretaries to enhance their performance include; Telephones – mobile and land; Fax Machine; Internet (www, e-mail, search engine, etc.); Teleconferencing and Video Conferencing.
and lastly, secretaries ecounter problems in the use of modern technology facilities.
5.4 Recommendations

Based on the responses obtained, the researcher therefore recommended that organizations should constantly organize retraining for secretaries on modern ICT tools and how to use them. This will help them to improve the quality of secretaries services they render in the organization.

5.5 SUGGESTION FOR FURTHER STUDY

This study is limited to the contribution of modern technology equipment on the secretary performance. Hence the researcher recommends that further studies should be carried out on the challenges encountered by secretaries in the use of ICT facilities.

REFERENCE

Anyakoha EU (2002). Welcome address at the 3rd National conference of HERAN held at
Princess Alexandra Unity Hall, University of Nigeria Nsukka 14 – 17 September.

Aromolaran EA (2003). An Evaluation of the Continuous Relevance of Secretaries in the Automated Office. Bus. Edu. J. 4 (1): 63-70.

Azuka, B.E. & Agomuo, E.E. (1993). Modern secretarial duties for polytechnics. Aba: Model Academic Publishers.

Azuka EB (2000). Challenges of a Professional Secretary. Need for Curriculum Revision in Nigeria Polytechnics. Bus. Edu. J. 111 (2): 38-42.

Bagobiri, E.Y. & Kassah, V. (2006). Principles of management (1 st Ed.) Zaria: Wonderful Press.

Brown, M.M. (2001). Information technology for development. New York: Random house Publishers.

Bryson, J.O. (1990). Effective library and information centre management. England: Lower Publishers.

Chuke, U.L. (2002). Challenges and prospects of ICT for secretarial administration curriculum. Business Education Journal V(1) 179-184.

Chukwumezie, F.U. (2002). The internet competencies required of secretaries in a technological environment. Business Education Journal 3(5) 24-36.

Cole, G.A. (1996). Personnel management: Theory and practice. (5 th Ed.) London: Letts Educational.

Edun, B.A. & Ajetunmobi, S.S. (2000). Secretarial practice and office management. Ibadan: University Press Limited.

Emeti, C. I. (2009) Ethics for Secretaries, Unpublished Handbook for Students and Practicing Secretaries.

Eni, O. O. (1999) Business and Secretarial Ethics for Managers and Secretaries, Owerri, Springfield Publishers.

Haralambos, M. (1980) Sociology: Themes and Perspectives, Bungay Great Britain, University Tutorial Press.

Obodo, N. A. (2005) Professional Ethics for Secretaries, Unpublished Lecture Handbook, Enugu, Institute of Management and Technology (IMT). 
Adedoyin, T. (2010). “I.T. Productivity Tools for Managing the Accounting Function”, The Nigerian Accountant, 43(4): 30-36.

Agbatogun, A. O., et al (2011). “Computer-Assisted Programmed Instruction Revisited: A Study on Teaching Typewriting in Nigeria Higher Institution”, Asian Journal of Information Technology, 10(2): 60-64.

Appah, E. and Emeh, Y. (2011). “Information Technology and Internal Auditors’ Activities in Nigeria”, Asian Journal of Information Technology, 10(6): 201-208.

Baldwin, J. R., D. Sabourin and David Smith (2003), “Impact of Advanced Technology Use on Firm Performance in the Canadian Food Processing Sector,” Economic Analysis Research Paper Series. No. 12. 11F0027MIE20030012. Analytical Studies Branch, Ottawa: Statistics Canada.

Baridam, D.M. (2008). Research Methods in Administrative Sciences, Port Harcourt: Sheerbroke Associates.

Black, S.E. and L.M.Lynch (2000), “What’s Driving the New Economy: The Benefits of Workplace Innovation,” NBER Working Paper No. 7479.

Black, S.E. and L.M.Lynch (2001), “How to Compete: The Impact of Workplace Practices and Information Technology on Productivity,” The Review of Economics and Statistics, Vol. LXXXIII, 3: 434-445.

Bresnahan, F. B., E. Brynjolfsson, and L. Hitt (2002), “Information Technology, Workplace Organization and The Demand for Skilled Labour: Firm-Level Evidence,” The Quarterly Journal of Economics, February, pp. 339-377.

Brynjolfsson, E. and L. Hitt (2000), “Beyond Computation: Information Technology, Organization Transformation and Business Performance,” Journal of Economic Perspectives, 14: 23-48.

Brightman. R. W. and Dimsdale, .J. M (1986), Using Computers in the information Age, Canada: Delmar Publishers Inc.

Boladele, Y. (2002) Secretarial Efficiency in an Automated Office: Journal of The School Vocational and Technical Education (THE VAS JOURNAL), 7 (1): 123-134

Frenzel, C.W. (1992) Management of Information Technology, USA, Boyd & Fraser Publishing Company, 1st ed.

Grant, N., Hurley, J. , Hartley K., et al (2000) E- Business and ERP: Transforming the Enterprise, New York, John Wiley & Sons.

Igbinedion, V.I. (2010). “Knowing the Graduate office Secretary”, Ozean Journal of Social Sciences, 3(1): 116-120.

Jaiyeola, R. (2007). “Information Communication Technology as a Tool for Effective Performance of Chartered Accountants”, The Nigerian Accountant, 40(1): 48-49.

Khalid, H. (2000). “The effects of new office technology on secretaries and attitudes and training”, P.hD., Thesis, University of Huddersfield, U.K.

Mishra, A. and Akman, I. (2010). “Information Technology in Human Resource Manageemnt: An Empirical Assessment”. Public Personnel Management, 39(3): 243-262.

Moscove, S. Simkin M. and Bagranoff, N. (2003) Core Concepts of Accounting Information Systems. United States of America,John Willey & Sons Inc.

Nemine, E.B. and Torunarigha, Y.D. (2010). Educational Technology, Port Harcourt: Harinsco Press.

Nicholas Bloom, N Garicano, L, Sadun, R., Reenen (2009) The distinct effects of information technology and communication technology on firm organization Working Paper 14975, National Bureau of economic research 1050 Massachusetts avenue, Cambridge, Ma 02138. http://www.nber.org/papers/w14975,

Ndiyo, N.A. (2005). Fundamentals of Research in Behavioural Sciences and Humanities, Calabar: Wusen Publishers.

Ofurum, C.O. and Ogbonna, G.N. (2008). Accounting Information Systems, Owerri: Bon Publication.

Oliver, E. C, Chapman, R. J. French, C.S. (1990). Data Processing and Information Technology: An Instructional Manual for Business and Accountancy Students, Britain, DP Publications.

Onifade, A. (2009). “The third millennium Secretary and Information and Communication Technology: Nigerian Experience”, international Journal of Management and Information System, 13(2): 39-48.

Onuorah, A.C. and Appah, E. (2011). “The Impact Assessment of Information Technology and Accounting Practice in Contemporary Organizations”, Paper Presented at the International Conference on E-Learning & Cross-Discipline, @ Shangri-La Hotel, Accra Ghana on 4th – 6th May, 2011.

Osuala, E.C.(2005). Introduction to Research Methodology, Onitsha: Africana-First Publishers Limited.

Seyal, A.H., Rahim, Md. M. & Rahman, M. N. A. (2000). An Empirical Investigation of Use of Information technology Among Small and medium Business Organizations: Bruneian Scenario. The Electronic Journal on Information Systems in Developing Countries, 2, 7, 1-17.

Ugiagbe, F.E.S. (2002) An analysis of Secretarial Office Automatin and Work Ethics in National Development,

Akoka Journal of Vocational Education (Second Edition), Akoka, Lagos. DIC Publishing Company.

Uzoka, F.M. (2002). “Effects of Information Technology on Customers’ Satisfaction in Nigerian Financial Institutions”, The Nigerian Accountant, 35(4): 5-8.
APPENDIXE

QUESTIONNAIRE

PLEASE TICK [√] YOUR MOST PREFERRED CHOICE(S) ON THE QUESTIONS

SECTION A

PERSONAL INFORMATION

Gender

Male [  ]
Female [  ]

Age 

20-30
[  ]

31-40
[  ]

41-50   [  ]
51 and above [  ]

Religion

Christian
[  ]
Muslim
[  ]
Educational level

WAEC

[  ]

BSC/HND
[  ]

MSC/PGDE
[  ]

PHD

[  ]

Others……………………………………………….. (please indicate)

Marital Status

Single
[  ]

Married [  ]

Separated [  ]

SECTION B
Question 1: What is the impact of modern communication equipment on the job performance of secretaries?
	Options
	Please Tick

	Positive
	

	Negative
	

	Undecided
	


Question 2: What are the communication skills required by secretaries in operating these modern office communication equipment?
	Options
	Yes
	No

	Email Management and Setup
	
	

	Social Media Management
	
	

	Online Collaboration
	
	

	Smartphones and Tablets kills
	
	


Question 3: what are the modern communication facilities used by secretaries to enhance there performance? 
	Options
	Yes
	No

	Telephones – mobile and land 
	
	

	Fax Machine 
	
	

	Internet (www, e-mail, search engine, etc.)
	
	

	Teleconferencing 
	
	

	Video Conferencing 
	
	


Question 4: Do secretaries encounter challenges in using ICT equipment in the selected organization?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
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