THE CHANGING ROLES OF THE SECRETARY IN THE ICT ERA: PROBLEMS AND PROSPECTS

ABSTRACT

The paper investigates the changing roles of the secretary in the ICT era problems and prospects. The introduction of modern technologies and programmes has lessened the onerous tasks for the modern secretary. These range from production, reproduction, storage and retrieval among others. With this advancement of technology, the use of the computer and software programmes facilitates the work of the professional secretary. These include the use of machines such as a printer, fax, pen drive, cell phones, photocopier, telex and the internet. These requisite knowledge and skills make the position of the secretary rather challenging. With the improvement in technology and recent development in office, it is envisaged that the work of the secretary will be easier. However, these new developments brought by technological challenges require even more knowledge and skills beyond being a professional secretary. The major objectives of the paper are: to assess information communication and examine the problems faced to the modern secretary and the prospects the secretary is expected to meet with, To examine the changing roles of the secretary in the ICT era, etc.

Concerning methodology, primary and secondary sources of data were used for the study. Data were analyzed and represented in frequency tables and percentages. Key findings from the study showed that ICT has improved the roles of the secretary and it facilitates malleable documents as the secretary can edit, delete or correct any error that arrives in his/her task without leaving a trace of the corrections.

Recommendations for the study include; the organization should try as much as possible to the allowed the secretary to be operating ICT equipment’s available in the organization so as to acquaint the secretary with the opportunity to know all the types of equipment.

CHAPTER ONE

INTRODUCTION

1.1 Background Of The Study

In the early days, the secretarial profession was limited to typing, writing and transcribing of shorthand only.  But today, it is far beyond this, it involved functions as sorting and retrieving of information passing on information and so on with the help of manual electronic equipment.  A secretary assistance to an executive, possessing mastery of office skills and ability to assume responsibilities without direct supervision who display initiative, exercises judgment and makes decision within the scope of his/her authority.  The secretary also handles more office jobs, makes and takes decision on behalf of his/her organization.  But because of the aforementioned about information communication technology, there are controversies about the future of the secretary in information communication technology.

The term information communication technology was first widely employed in 1981 to describe the equipment and system, which were being introduced in both private and public sectors, to create, store and distribute information since, then, the term has abbreviated to (I.C.T.).

The key feature of modern technology is its ability to deal with information in one form or the other.  Trend has been towards using ways of interconnecting the various types of equipments so as to integrate their functions and manage them effectively.  Underpinning the definition of “ICT” lies on the modern which provides a helpful explanation of the way in which computers process information.

Information communication technology as the broadly based technology needed to support information systems, which many people today refers to as computer equipment, which aids to increase profit margin and enhance planning, and organization by the use of very fast, accurate and flexible devices in the business society.  Efficiency in offices many people believe, is a vital factor in the well being of an organization as it can affect productivity.

1.2  Statement Of The Problems

The objective is to assess information communication and examine the problems faced to the modern secretary and the prospects the secretary is expected to meet with.Â  The specific objectives are:

To examine the changing roles of the secretary in the ICT era.

To access the problem and threats of information communication technology to the secretarial profession.

To highlight the challenges posed by the emerge of ICT to a secretary.

1.3  Research Question

1.  Who is a secretary in the information communication technology era?

2  What are the positive and negative effect information communication technology has on the roles of a secretary.

3.   What are the problems and the prospects of a secretary in the information communication technology era?

4.  What threats does information communication technology pose to the secretary in an organization in this era?

5. What effect has information communication technology on the secretarial profession?

1.4  Delimitation

This works covers the changing roles of the secretary in an ICT era and it is restricted to first bank, oceanic bank and intercontinental bank plc.

1.5 Limitation Of The Study

In the course of carrying out this work, certain factors served as time, enough capital, inadequate text books, and as a result of other academic activities going on.

1.6  Significance Of The Study

The significance of the study has risen from the researcher realization of the problem facing a secretary in the information communication technology at first bank, oceanic and interconnected bank plc Kaura Namoda branch, Zamfara State the researcher also realized the prospects of a secretary in the information communication technology.Â  This research work will be valuable assets to government policy makers on privatization and contributing to the successful up-lifting of secretaries in information communication technology.

1.8    DEFINITION OF KEY TERMS

Secretary    -    Secretary is some one who has a sound general education     and has passed through a prescribed programme of     training in the field of secretarial training with     appropriate skills.

Information    -    This is a facts or details about something

Communication    Communication is the process of passing information from one person to another

Technology    This is the use of mechanical art and applied science to get information and disseminated the information.

Word processor    is application package that cvan be used to create, prepare, store and produce or store document such as letters, memo, invitation cards, minutes, formal and informal documents for private or commercial usage.

Prospect    Possibility that something which you have farm will happen soon

Problems    A thing that is difficult to deal with or to understand.

CHAPTER TWO

REVIEW OF LITERATURE

INTRODUCTION

Our focus in this chapter is to critically examine relevant literature 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

Theoretical Framework 

2.1 CONCEPTUAL FRAMEWORK
The Origin Of Secretarial Profession

Just when secretaries originated no one knows exactly. The role arose out of the natural need for a prominent person to whom confidential matters could be entrusted and who could act as an assistant for a principal. It is known that secretaries existed in Rome prior to the establishment of the empire. They were usually educated men who took dictation as “scribes,” and oftentimes acted as trusted advisors. Before the invention of parchment and reed pens, tools of the trade for scribes ranged from chisels used upon stone to styluses used on clay, wood, or wax tablets. Shorthand became part of the preparation and training of secretaries (and emperors as well, including Julius Caesar and Augustus). In early modern times, members of the nobility had secretaries, who functioned quite similarly to those of the present day. They were always men; most had command of several languages, including Latin, and were required to have what we would consider today as a broad generalized education. As commerce and trade expanded, people of wealth and power needed secretaries (confidants and trusted agents) to handle correspondence on private or confidential matters, most particularly matter of state. Following the Renaissance, men continued to dominate clerical and secretarial roles. They maintained account books, in addition to performing stenographic duties, and were known for their exemplary penmanship skills. Many labored long hours, with their “secretary” desks serving as their files and workstations. As world trade expanded in the 15th and 16th centuries, secretaries often attained an elevated status and held prominent positions. Secretarial status titles frequently included “personal” or “private.Men continued to dominate the secretarial field until the late 1800s. With the invention of the writing machine, many women entered the office workforce in various clerical roles. During the industrial expansion at the turn of the century, business offices faced a paperwork crisis. Women solved the crisis by adapting well to new technologies such as the adding and calculating machine, telephone, and typewriter. Many women held, or aspired to hold, positions as secretaries. They attended secretarial schools and worked to attain superior skills. The demand for secretaries was so great that it outpaced supply. In the 1930s, the number of men with the title secretary dwindled. Women dominated the office workforce. Some were promoted from steno pools, some were graduates of business colleges or secretarial schools, but all were seeking the professional status and pay previously enjoyed by their male counterparts. Recognizing that continuing education was imperative to career success, a group of secretaries in American’s heartland became the nucleus of an organization that would help to professionalize the occupation. In 1942, the National Secretaries Association (NSA) was formed (now known as the International Association of Administrative Professionals). NSA first administered the Certified Professional Secretaries Examination, a standard of excellence for the profession, in 1951. Today, secretaries (also known as administrative assistants, office coordinators, executive assistants, office managers, et al) are using computers, the Internet, and other advanced office technologies to perform vital “information management” functions in the modern office. Secretaries no longer “simply” type correspondences for “the boss.” Now, they often write that correspondence – as well as plan meetings, organize data using spreadsheet and database management software, interact with clients, vendors, and the general public, supervise the office and other staff, handle purchasing, and even train other workers. Trends identified by IAAP™ and staffing industry research include:

Administrative professionals are becoming researchers and interpreters, not just disseminators of information.  

Work teams are becoming more prevalent.  

Job description are expanding and new titles are being created, such as “office administrator,” “business coordinator,” and “information manager.”  

Employees are paying more for specialized skills such as desktop publishing and database management. 

In addition, many companies are providing performance based bonuses to outstanding administrative support professionals to help acknowledge their contributions. The future is bright for computer-literate, well-educated, customer service-savvy administrative professionals.

Abuse Of Secretarial Profession

When thinking about secretaries, most of the time outdated ideas of what it means to be a company secretary pops up in peoples mind. However, the reality is that the role of the secretary has evolved. The word “secretary” itself has largely been replaced by more appropriate job titles such as “personal assistant”, “executive secretary” or “management assistant”. There are a lot of challenges faced by secretaries at work.Company secretaries are “the eyes” of the company, working around the clock, often in the background. They serve the needs not only of the management board, but also the employees and the customer equally. Without their commitment and support, the smooth functioning of the business would probably be jeopardized. Fly Aeolus has compiled a list of the 5 most common challenges faced by secretaries at work. We will give tips and tricks to empower the executive secretary through their workday.

Understanding the business 

the company you work for is most crucial for being an effective company secretary. Before focusing on any technology and software, a secretary should focus on the basic business skills and understand the bigger picture. He or she must be able to give valuable advice at all times. Whether it has to do with company management, finance or operations. Access to and working with the company’s management is essential to develop a good understanding of the business.

As secretaries serve as an information hub, even though that they are not participating in all meetings and conference calls, they would know more than the typical employee. This is because they have mastered the act of eaves dropping, asking the right questions and piecing bits of information together to obtain the right answers.

Dealing with difficult personalities
Secretaries are the first person to whom managers, employees, suppliers, customers, board members and visitors are most likely to come when they require something for their job. In general, these people will be pleasant. Unfortunately in some cases, secretaries will have to work with people who are more difficult to deal with. These people may consider you to be less important than other employees or they may see you as a person on whom they can unleash their compressed anger. Most management boards have a multitude of personalities which sometimes do not get along with each other. Dealing with these different personalities secretaries must have a certain charm. You can help overheated persons to calm down, regain confidence in the company by instilling confidence and assure that everything will be resolved as quickly as possible. It is clear that you, as a company secretary, must be aware of the different roles and personalities in order to identify any potential conflicts.

Adaptability: Going with the changes

Companies are subject to constant change in today’s digital age. A lack of transformation ability, growing competitive pressure and the inability to react quickly and agile to this, brings many companies to their knees. Extensive cultural changes are also influencing many industries. Think about sustainability reporting requirements, the ME Too movement and evolving notions of diversity among executive and board members. All of which culminate in an even stronger cultural trend. It is not only just a question of the amount of changes companies are seeing, but also the speed at which these movements come to exist. Companies therefore continuously need to be on top of these emerging trends so to implement any actions required. As a consequence board members and executives demand higher quality information, in greater quantity and faster than ever before. To stay ahead of the curve, secretaries should take time to educate themselves. For example, by expanding your professional interests in order to become more flexible and agile in your role adapting yourself towards these changes. You can take a course in a field that has nothing to do with your area of expertise which challenges your thinking and broadens your mindset. On a personal level: schedule once per week 2 hours to network and make contacts with colleagues throughout the industry you are working in. Everyone faces the same challenges, share experiences, share insights and advise each other on these challenges.

Being blamed for everything that goes wrong

Secretaries may not be the decision-makers but when things go wrong, all fingers mostly point to them. Not necessarily being the source of the problem it is though their responsibility to solve the problem or challenge. To avoid being accused or blamed, you should keep detailed records of your working day. Write everything down and create a systematic documentation for yourself which covers your work schedule from start to finish, just in case issues might arise unexpectedly. 

Time management

Especially if secretaries support more than one executive, managing the workload might be one of the biggest challenges. Secretaries are responsible for coordinating meetings, making appointments, arranging travel and scheduling other activities. Scheduling conflicting priorities among executives and last-minute changes make a good time management and other organizational skills essential for a good secretary.

Secretaries are often expected to be available 24/7 as most of the management executives are working long days. The latter often leads to a struggle with the work-life-balance of many secretaries. Knowing when to draw the line is half the battle, some employees can make a situation sound more urgent than it really is. Secretaries should learn to assess the situation and make decisions accordingly. It is often a challenge for a company secretary to find a suitable flight in line with the managing director’s schedule. Due to the fixed schedules of commercial airlines and the lack of direct connections to specific destinations, it is often a tedious search. Changing vehicles and changing planes make the travel time for the manager quiet often much longer than necessary. Business trips like these require the manager to block multiple days in their agenda. Going to the airport chances are high your manager ends up in a traffic jam. And once arrived at the airport, he faces long queues at check-in, security checks and customs.

Information and Communication Technology
Information and Communication Technology (ICT) is concerned with managing and processing information. This is made possible through the use of electronic computers and computer software to manage information (Okute, 2001). According to Atakpa (2010), secretarial functions the world over have undergone tremendous technical transformations. He noted further that secretarial functions which were previously done manually have been mechanized. On the other hand, Okwuanaso and Obayi (2003) have noted that ICT has posed several challenges to secretaries in the execution of their duties. Supporting this claim, Eze (2000) asserted that any office staff of today that is lacking in Information Communication Technology would find work boring and uninteresting.

According to Nwaokwa and Okoli (2012), the introduction of ICT has changed the roles of secretaries. They opined that ICT has influenced the performance of secretaries in delivery of information, accuracy and effectiveness at the work place. Nonye (2013) researching into the need for capacity building of secretaries in modern office technology concluded that secretaries should be abreast of the use of modern office technology and recommended the need for periodic training programmes to be organized for secretaries to update their knowledge on modern office skills.

Examining the effects of information and communication technology on the performance of public sector secretaries, Buseni (2013) asserted that the quality of a secretary is a function of reliable and reporting framework. The study revealed that the use of computer, telecommunication and video techniques positively and significantly affected productivity of public sector secretaries. Defining a computer, Oliver and Chapman (1993) espoused the functions in an office setting. Kenedy (2004) stated that, influence of workers in job performance will reshape our society and will continue to be a dynamic force in future generations. It is important that social workers understand the role that technology plays in shaping the lives of clients and the services that are delivered. These rapidly developing technologies, and the individual that utilize them are producing virtual networks of greater size and value.

Turban et al (2008), argues that, today’s internet sites produce vast social networks that provide opportunities for professionals and employers to advertise and communication to effectively use social networks, whether need to understand the capabilities of these networks, and how they can be effectively understood, managed and utilized within a digital environment. Technology innovations are encouraging a trend towards the digitization of the world is information and knowledge, essentially creating stores of the accumulated human experience. Chukwumezie (2002) asserted that, ICT has become integrated into the modern global society, serving a whole range of functions and purposes with such growth are extensive arguments that internet access is a human right because it is necessary to fully participate in today’s ICT reform as the use of ICTs continues to grow, it is important to realize the importance of convergence, and low convergence shapes the transmission of information and services delivery. This concept refers to the coming together of information technologies.

Schwalbe (2013), stated that the internet and other telecommunication networks have an enormous impact on defining the future of human interaction, and to date, these changes have largely been positive across social contexts. Boladale (2000) opined that, the field of social work needs to understand how these changes are influencing and will continue to influence all aspect of social work. As it related to social work, it is critically important that such a research agenda builds an understanding of both the positive and negative impacts of ICT and human interaction. Ayelotan (2012) stated that, information communication technology has replaced the traditional equipment used by office managers which are now considered obsolete and office professionals task are now modified. Office activities and functions are today being undertaken by electronic and computer based technology leading to office automation and a paperless office. Ayelotan (2012), in his remark, stated that the emerging growth of information communication technology and drastic change in office operations is posting serious changes to office managers.

Brief Overview of Office Equipment 

Office equipment refers to the machines used for the efficiency of workers in the office. Office equipment 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. 

Modern Office Technology Skills

Traditionally, a professional secretary performs his normal office skills which take much physical and mental ability. The introduction of electronic equipments of various forms in the offices has placed an uphill task to the secretaries working in the organization for effective service delivery. The areas of modern office technology are Communication, telecommunication, reprography, and micrograph

Communication: The equipments introduced under communication are:

Word processor: Word processing is the use of advanced hardware to manipulate words, sentences and paragraphs. The word processor is a type of electric typewriter with storage and processing components. One of the major features of the word processor is that as the words are typed, they are displayed simultaneously at the VDU which enables the secretary to effect corrections like deleting or inserting words, sentences and paragraphs before printing the documents (Agomuo, 2005). Word processors are programmed for automatic centering, line wrap around i.e no carriage return and a variety of other features designed to increase a secretary’s efficiency. They can easily accommodate diverse tasks in a business environment. Word processors can design documents, fill forms, store information, retrieve information, print information. They add, delete, revise, rearrange, tabulate, justify margins etc. (Azuka, 2007). Nwosu (2002) observed that the word processing equipment may be divided into four basic categories: Standalone hardcopy word processor, Standalone display word processor, shared logic word processor, and time shared services. 

Computers: Oliver and Chapman (1993) defined a computer as a device that works under the control of stored programs, automatically accepting, storing and processing data to produce the information that is the result of the processing. The introduction of the computer has affected the works performed in the offices by the secretaries. It is difficult to find a standard office where there is no provision of computers. The computer is used for processing written communications by using various word processing software and hardware that are currently in use. Computers can be main computers, micro computers, main frame or super computers. Computers produce copies of works, scan images used for computer graphics, working accounting information like the spread sheet excel programme. The use of computers facilitates the use of the internet and organization of data using data base

Internet: This is a worldwide system of computer network. Users of one computer in an environment if permitted can gain access to information from computers in other environments. The internet provides accessibility to wide areas of information on various subject matter. The internet has turned the world into a global village with people from different nations and socio-cultural background can effectively communicate via the internet by exchanging their ideas, values and interests in an interactive manner. Chukwumezie (2002) stated that the following skills are needed by the secretaries in other to manage information effectively via the net:

 Keyboarding skill and accuracy 

 Grammatical and communication skills 

Computer fluency 

 Operating the telephone 

 Surfing the web 

Browsing the net offline and online 

Downloading and uploading the software. 

Database management: the level of efficiency required in the production, storage and retrieval of information in the required format in the information age has necessitated the need for database and database management competency. The term data base refers to a collection of data organized for storage in a computer memory and designed for easy access by authorized users (Agomuo, 2005). The essence of having a data base is to meet the information needs of an organization. Using the data base gives you the opportunity of adding information to already existing ones and helps to show relationship between the items in the different objects

Electronic mail (E-mail): This facilitates letters to be sent and received without using the post office. It is a form of information interchange where messages are sent from one computer to another. The text to be sent is typed in one computer and then sent to another person on the network. The mail box is provided for every e-mail user. 

 Electronic commerce: This is a modern technology that emphasize on the use of information technology as an important tool in carrying out business transactions. E-commerce involves the exchange of goods and services via the use of internet resources. It operates on the same principle as the traditional commerce which entails buyers and sellers coming together to exchange goods and services. Instead of the traditional method of using of doing buying and selling, e-commerce entails transactions of buyers and sellers over networked computers. 

 Teleconferencing: This makes it possible for organization of meeting among geographically separated participants thus saving transport cost, traveling risk and time as well as the logistics of scheduling a face to face meeting. Members also express themselves freely without fear (Salami, 2009). The communication system has enabled managers of different bodies or organizations conduct meetings successfully while staying at different locations. This is because teleconferencing provides wider access to public meetings as well as widens the reaching of the public. The audio interaction makes the discussion to be lively and interesting. 

Video conferencing: This is a phase of electronic conferencing in which a number of users are simultaneously on line chatting and discussing. Video conferencing can be used to conduct meetings, seminars, workshops and other activities. In video conferencing, the meetings are conducted in rooms equipped with computers, television camera and receivers with the participants viewing themselves in a television screen. The mechanism involves transmission of graphics through cameras connected to computer in which the participants view themselves as they are engaged in a discussion. 

Telecommunication:

Telephone: the telephone is one of the means of communication used within and outside the organization. The mode of use of telephone in an organization is determined by the size of the organization. 

 Fascimile (Fax) machine: This machine sends and receives documents and letters over telephone lines reproducing both text and pictures.

The cellphone/global system for mobile communication (GSM): These are wireless phones with different shapes and sizes and they perform various functions. Cell phone has the advantage of the secretary carrying it about from one place to another.  

Reprography: This is the process of producing many copies of original document. The equipment varies in size depending on the volume of multiple copies to be made. Equipment under reprography is photocopier, cyclostyling/mimeograph machines and lithopress

Micrograph: entails the photographic reduction of images of text into slide stripes. Office documents can be assembled at the end of the year and reduced into slide stripes with the use of microfilm. This helps to save a lot of storage space in an organization. When the secretary wants to retrieve particular information, he needs to indicate the day, month and year of the document to view the information from the microfilm and to print the document when needed.
The Secretary And The Modern Office 

Collins English Dictionary (Complete and Unabridged 2003) defines a secretary as a person who handles correspondence, keeps records and does general clerical work for an individual, organization etc. For Mayer (1997) a secretary is an executive assistant who possesses a mastery of office skills, demonstrates the ability to assume responsibility with or without supervision, exercises initiatives and judgment and makes decision within the scope of assigned authority. Armah (2015) posits that in modern office technology, the role of the secretary is crucial to the progress of an organization. This is buttressed by Akpomi and Ordu (2009) who believe that the effective performance of the professional secretary depends upon the office equipment, knowledge and skills of that person. The concise Oxford English dictionary published in London, UK, defines modern technology as using the most up to date techniques and equipment and also as the application of scientific knowledge for practical purposes. According to Atakpa (2010) secretarial functions which were previously done manually have been mechanized or automated. Spencer (1981) defined automation as the process of replacing human work with work done by machines or system designed to perform a specific combination of action automatically or repeatedly. The advent of the word processor has helped to make the secretarial career path cleaner. For a secretary to be employable in an automated office, Merony (1983) argues that such a secretary must be well equipped in the following specific automated office equipment training: 
i) Knowledge of the categories of equipment and their intended uses and differences. 
ii) The concept and theory of specific automated office equipment. 
iii) The skill to use resource or reference materials properly. 
iv) Hands on equipment training, etc. 
An automated office, obviously, grants the secretary new roles and responsibilities. With such new roles secretaries are required to gain additional training and qualifications. Aromolaran (2003) postulated that automation in offices creates a distinct career path for the secretary and gives him/her a prominent position in the organizational chart. Additionally, with automation, the secretary now spends less time in correcting, revising, proof-reading and reproducing documents. Furthermore, Agomuo, 2005, Azuka, 2000 & Nwosu, 2002 identified that modern office skills allow words, sentences and paragraphs to be manipulated through the use of word processor. This modern office facility makes it possible for all range of editing options such as deleting and insertions before printing of the document. Furthermore, word processors have simplified tasks like documents designing, forms filling, information retrieval and printing. Silver and Silver (1981) confirmed that based on the reorganization of the office and the introduction of the automated office equipment, the secretary’s work is produced faster and with professional touch. In support of this assertion, Spencer (1981) agreed that automation remains a prominent factor that has contributed immensely and positively to the complete information processing revolution. In recent times, the secretary’s routine has reached an advanced stage due to the invention of automated office equipment. Most of the traditional and routine tasks are performed by automated office equipment such as computers and telephones. According to Lucas (1997) there are a wide range of office machines and equipment which now enable secretaries to improve their performance. Such machines are electronic typewriters that replaced the manual ones, photocopiers, word processors with multipurpose facilities, computers and other sophisticated office machines and equipment are now provided by management of organizations. Some of the physical equipment includes communication equipment and electronic pocket organizers. Dulek and Fielden(1999) explained that Microsoft computer software programme help the user-secretary to write and edit memos, letters and reports, data management or databases, which help the user-secretary to use long list of data and spreadsheet programme which handles tables and numbers. Akpomi and Ordu (2009) opined that new technological equipment has altered the procedure and technique for office functions. They mentioned electronic mail/commerce, voice mail, smart phones and internet as examples. Akpomi (2003) confirmed that this technological advanced office equipment enhance proficiency and productivity (Akpomi, 2003). 

Recent Development In Electric Typewriter

Typewriters fall into five classifications. The standard typewriter was the first kind manufactured. It was too heavy (15-25 lb or 5.6-9.3 kg) to move often, so it was kept on a desk or typing table. The standard typewriter had a wider platen (a rubber-covered, steel cylinder for absorbing typing impact) in the carriage (the part that moved the paper into place) that could hold oversized forms. The portable manual typewriter was smaller in size, lighter in weight, and equipped with a carrying case for easier movement and storage. Portable typewriters were popular for home and school use.Electric typewriters were heavier than standard machines because of their motors and electrical parts. Electric machines made typing easier because less effort was needed to strike the keys. Electric portables were smaller and lighter than desktop machines, and they had carrying cases with storage for the power cord. The most recent kind of typewriter to be produced the electronic typewrite eliminated many of the disadvantages of both standard and electric machines. Circuit boards made the electronic typewriter much lighter (about 10 lb or 3.7 kg) than other models. Personal word processors (PWPs) were closely related to computers.  http://www.madehow.com/Volume7/Typewriter.html#ixzz6xTx595sq
The Secretary And The Telephone

Presenting a professional image, both in person and on the telephone, is very important in the Office Skills profession. Taking care of your customers over the telephone and making them feel well informed and appreciated is essential. The customer who contacts your company is going to base his perception of your company on the attention he gets from speaking with you. Therefore, answering phone calls and greeting customers professionally is very important. Whether you are the front office receptionist or an executive Establish a Good First Impression

Exhibiting excellent phone etiquette is extremely important in establishing a good first impression of your company. It all starts with some basic knowledge:

Know your company phone system. Don't practice on the caller. Answer the call promptly and enthusiastically, preferably within 3 rings. Don't forget to smile before you answer the phone as this will be reflected in your tone of voice and will be great for maintaining a positive attitude, not only during the call, but through-out the whole day.

Speak clearly. A picture paints a thousand words but the caller on the other end of the phone can only hear you. They cannot see your face or body language. Therefore, taking the time to speak clearly, slowly and in a cheerful, professional voice is very important.

Use your normal tone of voice when answering a call. If you have a tendency to speak loud or shout, avoid doing so on the telephone.

Do not eat or drink while you are on telephone duty. Only eat or drink during your coffee break or lunch break.

Do not use slang words or poor language. Respond clearly with “yes” or “no” when speaking. Never use swear words.secretary.

Answering the Company Telephone - Your Company Greeting

Many experts agree that the following initial greeting will make your customers feel welcome and appreciated.

Greet the caller in a friendly and enthusiastic manner such as "good morning" or" good afternoon."

State your company name. For example, "ABC Cloud Computing".

Introduce yourself to the caller. For example, "This is Molly"

Offer your help. For example, "How may I help you?".

If answering the call as quickly as possible is the goal, then a three part greeting may suffice. You could say "Good morning, ABC Cloud Computing. This is Molly." Be sure to say your name in a clear, upbeat and enthusiastic way as this will help to get the call off to a great start.
The Effects Of The Word Processor And Electric Typewriter In The Work Of a Secretary.

Word processing software is used to manipulate a text document, such as a resume or a report. You typically enter text by typing, and the software provides tools for copying, deleting and various types of formatting. Some of the functions of word processing software include:

Creating, editing, saving and printing documents.

Copying, pasting, moving and deleting text within a document.

Formatting text, such as font type, bolding, underlining or italicizing.

Creating and editing tables.

Inserting elements from other software, such as illustrations or photographs.

Correcting spelling and grammar.

Word processing includes a number of tools to format your pages. For example, you can organize your text into columns, add page numbers, insert illustrations, etc. However, word processing does not give you complete control over the look and feel of your document. When design becomes important, you may need to use desktop publishing software to give you more control over the layout of your pages.

Word processing software typically also contains features to make it easier for you to perform repetitive tasks. For example, let's say you need to send a letter to all your customers regarding a new policy. The letter is the same for all customers except for the name and address at the top of the letter. A mail merge function allows you to produce all the letters using one template document and a table with customer names and addresses in the database.

Text editors shouldn't be confused with word processing software. While they do also allow you to create, edit and save text documents, they only work on plain text. Text editors don't use any formatting, such as underlined text or different fonts. Text editors serve a very different purpose from word processing software. They are used to work with files in plain text format, such as source code of computer programs or configuration files of an operating system. An example of a text editor would be Notepad on the Windows platform.

A significant advance in the typewriter field was the development of the electric typewriter, basically a mechanical typewriter with the typing stroke powered by an electric-motor drive. The typist initiates the key stroke, the carriage motion, and other controls by touching the proper key. The actuation is performed by the proper linkage clutching to a constantly rotating drive shaft. Advantages of this system include lighter touch, faster and more uniform typing, more legible and numerous carbon copies, and less operator fatigue. Especially valuable as an office machine capable of a high volume of output, electric typewriters are produced by all major typewriter manufacturers. The first electrically operated typewriter, consisting of a printing wheel, was invented by Thomas A. Edison in 1872 and later developed into the ticker-tape printer. The electric typewriter as an office writing machine was pioneered by James Smathers in 1920.  With the changing world of technology this day, it is important to say that modern technology has come to stay, and it plays significant role in the improvement of the secretary’s job which in turns enhances productivity in all aspect. However Eric Schalzbery (2004) in his views says that with the high rate of technological development in this “global village” era, the secretary has come to terms with the reality of having her job greatly enriched and complete business activities going on in modern office. The secretary plays important role in ensuring the proper utilization of these machines for greater productivity. In the past, most office work had been carried out manually although them the volume of office work had been small and there was less sophistication in the industrial art, hence there was no significant demand for modern technology. But today, when one looks at the basic tasks. In an office, whether it be writing, calculating, filling, sorting or analysis, it is found that office machines cam be used to dot he job better and faster which leads to great achievements and professionalism in the field. There has never been grater need for efficiency in business than there is today. All kinds of businesses. Must employ modern methods in their offices. The raw material of an office is information, and the responsibility of an office is lit that of a clearing house, receiving and sending out information, processing storing facts in various forms. Therefore, the ever increasing size of business organizations has increased the development of new techniques in office management. Unlike in the past, where the secretary made use of old model manual typewriter that does not enhance efficient. Since the secretary is a medium through which the organization actions and policies are conveyed to the public. In readable and disenable form, it is wise that she is exposed to office machines and understand their proper usage so that she can efficiently carryout the routine job of the office. By so doing the organization concern can benefit highly form the services of the secretary.

The secretary is part of the management team since she is completely involved in the affairs of the office and in making and implementation of business plans. She deals with letter drafting and typing, filing processing and storing of information as well as disseminating information. With the office automation such as electronic typewriter Word process, computer, telephone, fax machine, internet, e-mail, photocopier and calculating machines at her disposal, her job is sure to progress swiftly and a boost to attaining productivity in the organization where she works.

With the changing world of technology this day, it is important to say that modern technology has come to stay, and it plays significant role in the improvement of the secretary’s job which in turns enhances productivity in all aspect.

However Eric Schalzbery (2004) in his views says that with the high rate of technological development in this “global village” era, the secretary has come to terms with the reality of having her job greatly enriched and complete business activities going on in modern office. The secretary plays important role in ensuring the proper utilization of these machines for greater productivity.

In the past, most office work had been carried out manually although them the volume of office work had been small and there was less sophistication in the industrial art, hence there was no significant demand for modern technology. But today, when one looks at the basic tasks. In an office, whether it be writing, calculating, filling, sorting or analysis, it is found that office machines cam be used to dot he job better and faster which leads to great achievements and professionalism in the field. There has never been grater need for efficiency in business than there is today. All kinds of businesses. Must employ modern methods in their offices. The raw material of an office is information, and the responsibility of an office is lit that of a clearing house, receiving and sending out information, processing storing facts in various forms. Therefore, the ever increasing size of business organizations has increased the development of new techniques in office management. Unlike in the past, where the secretary made use of old model manual typewriter that does not enhance efficient. Since the secretary is a medium through which the organization actions and policies are conveyed to the public. In readable and disenable form, it is wise that she is exposed to office machines and understand their proper usage so that she can efficiently carryout the routine job of the office. By so doing the organization concern can benefit highly form the services of the secretary.

Structure Of Technological Changes And The Secretarial Roles
leadership

Innovations can come from any level in an organization, but leadership is necessary to implement changes. Leadership for technological change can come from managers, executives, professionals, and union leaders. In most organizations the decision to invest in new technology appears to be primarily a management decision, with professional or technical consultation, although there are some joint labor/management initiatives. Depending on the scope of the technology and its organizational implications, the case studies provide examples of decisions that rest with office managers, unit directors, district or division managers, vice presidents, chief executive officers, or the board of directors. Even in relatively flat organizational structures a person or relatively small group of people initiate the change, commit the resources, and establish the cultural framework for implementation.

The significant role of committed and involved leaders was noted in all of the cases presented at the symposium. For example, in the Ambulatory Care Unit case, the board of directors and trustees were fully committed to the project and to the resulting organizational changes and provided the necessary support throughout. Leaders develop the shared vision and goals and effectively communicate them throughout the organization. They provide not only the necessary financial support during the change process but also psychological support to project and middle-level managers who implement the technology and to the employees who are the ultimate users.

Leaders also make or allow the organizational modifications necessary to accommodate the change and the transition process. They create the mechanisms for employee participation, training, incentive schemes, organization design and structure, as well as technology choice and development. In all the automated manufacturing cases, for example, leaders supported employee training, work process redesign and improvement, and changes in the incentive schemes so that employees would be stimulated and engaged by the process.

Sometimes a change in one level of leadership is necessary to motivate, accommodate, or guide the change. In the Shearson Lehman case, new leaders were chosen to identify the main purposes and goals and methodically guide the technological changes to accomplish these goals. In this case, the new leader communicated a clear vision of a successful application of new technology and made the structural changes that made success possible: new personnel, new incentive schemes, new organizational structures. There was a high cost, however, in personnel, and many people lost their jobs. This is in contrast to the Boeing case, where efforts were made to involve the current employees, or the United Way case, where building on the expertise of the current staff was one of the primary goals.

Basically, leaders set the cultural context within which people implement technological change. If this means more shared decision making and flatter organizational structures, it also means a change in the role of the leader, perhaps requiring the leader to give up some control and authority and work in a collaborative structure that has not been common in U.S. organizations. There is a fine tension here between leaders initiating change and controlling the resources for implementation while at the same time delegating authority and involving people at all levels of the organization. How leaders resolve this tension, as well as the very practical ways in which they communicate goals, build trust, and delegate authority are in need of further research.

employee involvement

Employee involvement appears to be an important but not clearly defined concept in the implementation process. It becomes more important as the technology advances more quickly and facilitates user feedback in what Adler calls the dynamic model of technology. Bikson and Eveland report that participative decision making in all aspects of the implementation process is a strong predictor of successful transition to new computer-based tools. This approach assumes that organizational members have ideas and skills that make them a valuable resource and they can build on and improve the technology being introduced.

The case studies provide several examples of employee participation. First, in the Boeing case a major planning meeting was designed to gather employee input into the plant design from all levels, including production workers, union representatives, and supervisors. In another example, at the Los Angeles Times, editorial and production staff were assigned to the new technology project on a full-time basis and a wide-ranging and rotating advisory committee was established to provide first-hand use feedback rather than technological feedback from the computer department. Consolidated Diesel provides an example in which an entirely new organization was established. They had the opportunity to hire employees who desire to participate in decision making. A fit with the participative culture was determined by peer as well as management interviews. Research at Rochester Methodist Hospital underscored the importance of involving first-line supervisors, in this case head nurses, in the design and implementation process.

The opposite of employee participation is of course resistance. Van de Ven provides a summary of why people resist change: "They resist change when the need is not well understood, it is imposed from above, perceived as threatening, seems to have risks that are greater than the potential benefits, and interferes with other established priorities." Because people tend to reject solutions they did not create, when they actively participate in the decision-making process they develop a sense of owning the change they helped develop. Consequently, tensions, uncertainties, and insecurities are alleviated and replaced by commitment to realization and functionality of the project. Interestingly, Bikson and Eveland were more likely to find resistance in the organization rather than in the employees. They report "countless examples of individuals doing old tasks in new ways and doing new tasks they  would not have anticipated when they entered their current jobs." Organizations, however, were reluctant to recognize changes in employees' skills, tasks, or standards with changes in job titles, job descriptions, or pay.  Employee resistance due to fear of job loss is a reality, however, as demonstrated in the Shearson Lehman case. Adler finds that this is often the source of union resistance to changes, and this fear was certainly the perception, if not the reality, in the United Way case. Adler and Kanter also find, however, that trust can be developed even in the face of layoffs if goals and information are honestly shared with employees, and humane efforts are made to relocate employees who must be let go.

Resistance may also be related to the deskilling of jobs or decreases in the level of control and responsibility. The Neonatal Intensive Care case provides an important example. The technology was successfully implemented and babies' lives were saved. Yet there was and continues to be staff resistance to the new technology because the responsibility and control of the medical staff were shifted to other medical professionals without staff involvement in the decision.

Although employee participation is generally seen as a factor contributing to successful technological implementation, there is also a fundamental problem defining what employee participation in decision making actually means and reconciling employee participation with the reality of job loss, deskilling, or reduced responsibility. More research is needed to explore the meaning of participation—for example, what is the degree of control over outcomes—to describe the political and psychological dimensions of participation, and to analyses of linkages among all these aspects. Providing everybody with the opportunity to participate can also become costly if it involves endless inconclusive discussions that do not come to closure in concrete actions. Further efforts are needed to better understand the most cost-effective roles at various stages of the change process (e.g., evaluator or generator of ideas) and in various positions in the organization (e.g., middle manger, design engineer, consultant, shop-floor worker, financial analyst).

Training

the overall effect of technology on job skills, in those cases where technology clearly upgrades the skills, for example, see Adler's discussion of the CAD/CAM jobs, training is necessary. Related organizational changes may also require new management techniques emphasizing cooperation and support. Bikson and Eveland's findings in office automation may also be widespread, however. The importance of learning support for effective computer use was widely acknowledged but rarely manifest in organizations. Most of the organizations in their research provided brief beginning-level training, but then users were expected to progress with little besides self-instruction.

Several of the cases presented here required job redesign, whereby employees' jobs are altered to include a greater variety of tasks and to require more autonomy in decision making. Workers were required to act rather than react as they acquired skills in many jobs and learned to plan effectively how to convert knowledge and ideas into action. Managers had a more supportive role, acting as teachers and resources rather than as authoritative directors. At Consolidated Diesel Company, for example, a training center was established where each employee received 28 weeks of training between 1982 and 1987. Training encompassed not only courses on work methods and technology but also on communications, finance, group dynamics, and conflict resolution.

Assessment of training needs requires a thorough evaluation of current and projected skill levels of the work force and the jobs. Measuring skill levels and designing successful training programs, however, are developing areas of expertise. There are few packaged programs that will apply to any situation. Several research questions emerge: What are the trade-offs between training and replacement of employees; for example, increased motivation and training costs of current employees versus costs and the political impact of firing and hiring? What skills are needed by managers to drive the adoption of new technologies? Does training in these skills actually improve the process? What is the relationship between project success and different training approaches given varying skill levels in managers and employees? Measurement of skill levels of employees as well as of job variety, task authority, and other job-related variables at the national level is also needed. This would allow for comparative studies over time between industries. Better measurement of current and projected skill levels and training needs are necessary for realistic and effective educational reforms as well employment planning on individual, organizational, and national levels.

technology
Finally there is the question of technology. Selecting and adopting technology is a complex process that must be based not only on technological alternatives but also on organizational strategy and ideology as well as social system considerations. It is generally recognized that deciding to implement state-of-the-art technology simply for the sake of using the best available processes may not bring about the expected benefits. Technology must be matched with the problem to be solved. The Forest Service case describes a very large organization systematically balancing these needs with the technology available; in this case, not a particular technology, but a set of integrated technologies to be implemented nationwide. The LA Times case offers an interesting contrast. When the process started there was no satisfactory technology available, so newspaper employees worked with a computer company to develop their own software. After several years this did not yield a workable system. By then, however, a new technological package on the shelf could be adapted to meet their needs.

As noted by Adler, many engineers have "idiot-proofed" their innovations, making it virtually impossible for the user to interact or offer suggestions to adapt the technology to meet their specific needs. This lack of confidence in users and distrust of people other than the developers has outlasted its usefulness. It is time to move beyond the "black box" concept of technology where users do not really understand the technology but must learn to work with it. Bikson and Eveland find user participation, including working with systems designers to be the most effective way to link complex tool development to substantive task performance.

Affordable and proven technology can be carefully adapted to suit the needs of the people who will work with it. In the manufacturing area, for example, the Boeing case illustrates technological design that is going through iterations to accommodate the decisions that are made on the way work will be organized, such as in groups. At International Bio-Synthetics, technology was designed to fit the needs of the employees as they themselves defined them. In office automation, students at the United Way built a system based on input by the employee users. As both the technology and the organizations evolve, the developers and designers of the technology can take these changes into account. According to one participant they must "design for surprises."

Who should participate in selecting the solution, expert or user? When should experts on technology participate, in generation or

The Effects Of Technological Development On Secretaries

Psychological effects
Overuse or dependence on technology may have adverse psychological effects, including:

Isolation

Technologies, such as social media, are designed to bring people together, yet they may have the opposite effect in some cases.

A 2017
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 HYPERLINK "https://www.ajpmonline.org/article/S0749-3797(17)30016-8/fulltext" \t "https://www.medicalnewstoday.com/articles/_blank" study in young adults aged 19–32 years found that people with higher social media use were more than three times as likely to feel socially isolated than those who did not use social media as often.

Finding ways to reduce social media use, such as setting time limits for social apps, may help reduce feelings of isolation in some people.

Depression and anxiety

The authors of a 2016 systematic reviewTrusted Source discussed the link between social networks and mental health issues, such as depression and anxiety.

Their research found mixed results. People who had more positive interactions and social support on these platforms appeared to have lower levels of depression and anxiety.

However, the reverse was also true. People who perceived that they had more negative social interactions online and who were more prone to social comparison experienced higher levels of depression and anxiety.

So, while there does appear to be a link between social media and mental health, a significant determining factor is the types of interactions people feel they are having on these platforms.

Physical health effects
Technology use may increase the risk of physical issues as well, including:

Eyestrain

Technologies, such as handheld tablets, smartphones, and computers, can hold a person’s attention for long periods. This may lead to eyestrain.

Symptoms of digital eyestrain can include blurred vision and dry eyes. Eyestrain may also lead to pains in other areas of the body, such as the head, neck, or shoulders.

Several technological factors may lead to eyestrain, such as: screen time, screen glare, screen brightness, viewing too close or too far away, poor sitting posture, underlying vision issues. Taking regular breaks away from the screen may reduce the likelihood of eyestrain. Anyone regularly experiencing these symptoms should see an optometrist for a checkup. When using any form of digital screen for longer periods of time, the American Optometric Association recommend using the 20-20-20 rule.

To use the rule, after every 20 minutes of screen time, take a 20-second break to look at something at least 20 feet away. Doing this may help reduce the strain on the eyes from staring at a screen for a continuous period. 
Poor posture

The way many people use mobile devices and computers may also contribute to incorrect posture. Over time, this may lead to musculoskeletal issues.

Many technologies promote a “down and forward” user position, meaning the person is hunched forward and looking down at the screen. This can put an unnecessary amount of pressure on the neck and spine.

A 5-year study in the journal Applied Ergonomics found an association between texting on a mobile phone and neck or upper back pain in young adults.

The results indicated the effects were mostly short term, though some people continued to have long-term symptoms. However, some studies challenge these results. A 2018 studyTrusted Source in the European Spine Journal found that the posture of the neck while texting made no difference in symptoms such as neck pain.

This study concluded that texting and “text neck” did not influence neck pain in young adults. However, the study did not include a long-term follow-up.It may be that other factors influence neck pain, as well, such as age and activity levels. Correcting posture problems while using technology may lead to an overall improvement in posture and strength in the core, neck, and back. For example, if a person finds themselves sitting in the same position for hours at a time, such as sitting at a desk while working, regularly standing or stretching may help reduce strain on the body.

Additionally, taking short breaks, such as walking around the office every hour, may also help keep the muscles loose and avoid tension and incorrect posture.

Sleep problems

Using technology too close to bedtime may cause issues with sleep. This effect has to do with the fact that blue light, such as the light from cell phones, e-readers, and computers, stimulates the brain.

Authors of a 2014 study found that this blue light is enough to disturb the body’s natural circadian rhythm. This disturbance could make it harder to fall asleep or lead to a person feeling less alert the next day. To avoid the potential impact of blue light on the brain, people can stop using electronic devices that emit blue light in the hour or two before bedtime. Gentle activities to wind down with instead, such as reading a book, doing gentle stretches, or taking a bath, are alternatives.

Reduced physical activity

Most everyday digital technologies are sedentary. More extended use of these technologies promotes a more sedentary lifestyle, which is known to have negative health effects, such as contributing to: obesity, cardiovascular disease, type 2 diabetes

premature death, Finding ways to take breaks from sedentary technologies may help promote a more active lifestyle. Other forms of technology may help, however.

Research from 2017 indicates that active technologies, such as app notifications, emails, and wearable technologies that promote exercise may reduce short-term sedentary behavior. This could help people set healthful patterns and become more physically active.

2.2 THEORETICAL FRAMEWORK

A theoretical framework includes concepts and, accompanied by their definitions and reference to pertinent scholarly literature, existing theories used for a particular study. This demonstrates an understanding of theories and concepts that are relevant to the topic of a research paper and that relate to the broader areas of knowledge being considered (Labaree, 2009). Research conducted around the use of technology in banking has employed the application of several research models and theories to explain factors that lead to adoption of technology.  The framework theory supporting the study is Organizational Information Theory (OIT)
Organizational Information Theory (OIT) is a communication theory, developed by Karl Weick offering systemic insight into the processing and exchange of information within organizations and among its members. Unlike the past structure-centered theory, OIT focuses on the process of organizing in dynamic, information-rich environments. Given that, it contents that the main activity of organizations is the process of making sense of equivocal information. Organizational members are instrumental to reduce equivocality and achieve sensemaking through some strategies - enactment, selection, and retention of information (Richard and Lyman 2014). With a framework that is interdisciplinary in nature, organizational information theory's desire to eliminate both ambiguity and complexity from workplace messaging builds upon earlier findings from general systems theory and phenomenology. Unlike senders and receivers models, OIT stands on the situational perspective (Putman and Sorenson 1982). Karl Weick views a human organization as an open social system. People in that system develop a mechanism to establish goals, obtain and process information, or perceive the environment (Karl and, Richard 1984). In this process, people and the environment come to conclusions on "what's going on here?" Weick's posits that numerous feasible interpretations of reality exist when organizations process information. Their varying levels of understandability lead to different outcomes of information inputs (Richard and Lyman 2014). OIT proposes that information processing within organizations is a social activity. Sharing is the key feature of organizational information processing (Karl and, Richard 1984) in that particular context; members jointly make sense the reality by reducing equivocality (Colville 1994). In other words, the sense making is a joint responsibility which includes numerous interdependent people to accomplish. In this process, organizations and its members combine actions and attributions together in order to find the balance between the complexity of thoughts and the simplicity of actions (Colville 1994).

In applying this theory to our study, internet for communication technology involve dynamic process of making sense of equivocal information. Secretaries are instrumental to reduce equivocality and achieve sense making through some strategies - enactment, selection, and retention of information. The basic objective of the organisation, through the ICT is to eliminate both ambiguity and complexity from workplace. In this process, secretaries and its members combine actions and attributions together in order to find the balance between the complexity of thoughts and the simplicity of actions through the ICT.

2.3 EMPIRICAL STUDIES

In a study conducted by Phylis A. 2016, The secretary plays a very important role in the running of an organization. No matter how skillful and competent secretaries are the effectiveness of their functions largely depend on the availability of office technology. The study was carried out to examine modern office technology/equipment and its impact on the secretary’s performance in some selected organizations. It was specifically to find out the availability of modern office technology/equipment, the secretary’s knowledge and the usage of the technological equipment and its contributions to productivity and the secretary’s performance. Simple random technique was used to draw a sample of 60 respondents for the study. Questionnaires and interview were used for collecting data. The questionnaire was made up of open-ended and closed ended questions. For the close ended, the researcher used category and rating questions using the Likert-style rating scale. The researcher used Statistical Package for Social Sciences (version 21) to analyze the empirical data. A narrative approach and frequency tables and percentages were used to arrange and present the data. The study revealed that organizations had modern equipment which aided the performance of the secretary’s tasks; the secretary’s operational knowledge enhances the usage of the modern equipment which goes to improve their productivity and performance. It was recommended that for organizations to survive and to increase productivity, they should provide their secretaries with adequate modern technology/equipment and training in order to enhance their skills and competencies and fit them into the current trend of technological advancement.
2.4 CHAPTER SUMMARY

In this review the researcher has sampled the opinions and views of several authors and scholars on the concept of secretary, information communication technology, effect of ICT on secretaries etc. The works of scholars who conducted empirical studies have been reviewed also. The chapter has made clear the relevant literature.
CHAPTER THREE

RESEARCH METHODOLOGY

3.1
Introduction

In this chapter, we described the research procedure for this study. A research methodology is a research process adopted or employed to systematically and scientifically present the results of a study to the research audience viz. a vis, the study beneficiaries.
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 survey research design. This is due to the nature of the study whereby the opinion and views of people are sampled. According to Singleton & Straits, (2009), Survey research can use quantitative research strategies (e.g., using questionnaires with numerically rated items), qualitative research strategies (e.g., using open-ended questions), or both strategies (i.e., mixed methods). As it is often used to describe and explore human behaviour, surveys are therefore frequently used in social and psychological research.
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 constitute of individuals or elements that are homogeneous in description.

This study was carried out on to examine the changing roles of the secretary in the ICT era: problems and prospects using First Bank, Oceanic And Interconnected Bank plc Kaura Namoda branch, Zamfara State as a case study, Nigeria. The population of this study covers secretaries in the selected banks in Kaura Namoda branch, Zamfara State.

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 convenient sampling method to determine the sample size.
3.5
Sample Size Selection Technique And Procedure

According to Nwana (2005), sampling techniques are procedures adopted to systematically select the chosen sample in a specified away under controls. This research work adopted the convenience sampling technique in selecting the respondents from the total population.
In this study, the researcher adopted the convenient sampling method to determine the sample size. Out of the entire secretaries in the selected banks in Kaura Namoda branch, Zamfara State, the researcher conveniently selected 39 participants as sample size for this study. According to Torty (2021), a sample of convenience is the terminology used to describe a sample in which elements have been selected from the target population on the basis of their accessibility or convenience to the researcher.
3.6 
Research Instrument And Administration

The research instrument used in this study is the questionnaire. A survey containing series of questions were administered to the enrolled participants. The questionnaire was divided into two sections, the first section enquired about the responses demographic or personal data while the second sections were in line with the study objectives, aimed at providing answers to the research questions. Participants were required to respond by placing a tick at the appropriate column. The questionnaire was personally administered by the researcher.

3.7
Method Of Data Collection

Two methods of data collection which are primary source and secondary source were used to collect data. The primary sources was the use of questionnaires, while the secondary sources include textbooks, internet, journals, published and unpublished articles and government publications.
3.8 Method Of Analysis

The responses were analyzed using the mean and standard deviation, which provided answers to the research questions.

In analyzing the data collected, a mean score was used to achieve this. The four-point rating scale will be given values as follows:

SA = Strongly Agree

4

A = Agree


3

D = Disagree


2

SD = Strongly Disagree
1

Decision Rule:

To ascertain the decision rule; this formular was used

	4+3+2+1 =10

4           4


Any score that was 2.5 and above was accepted, while any score that was below 2.5 was rejected. Therefore, 2.5 was the cut-off mean score for decision taken.
3.9
Validity Of The Study

Validity referred here is the degree or extent to which an instrument actually measures what is intended to measure. An instrument is valid to the extent that is tailored to achieve the research objectives. The researcher constructed the questionnaire for the study and submitted to the project supervisor who used his intellectual knowledge to critically, analytically and logically examine the instruments relevance of the contents and statements and then made the instrument valid for the study.
3.10
Reliability Of The Study

The reliability 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.
3.11
Ethical Consideration

he study was approved by the Project Committee of the Department.  Informed consent was obtained from all study participants before they were enrolled in the study. Permission was sought from the relevant authorities to carry out the study. Date to visit the place of study for questionnaire distribution was put in place in advance.
CHAPTER FOUR

DATA PRESENTATION AND ANALYSIS

1 INTRODUCTION

This chapter presents the analysis of data derived through the questionnaire and key informant interview administered on the respondents in the study area. The analysis and interpretation were derived from the findings of the study. The data analysis depicts the simple frequency and percentage of the respondents as well as interpretation of the information gathered. A total of thirty nine (39) questionnaires were administered to respondents of which thirty eight (38) were returned while 35 were validated. This was due to irregular, incomplete and inappropriate responses to some questionnaire. For this study a total of  35 was validated for the analysis.

4.2
DATA PRESENTATION

The table below shows the summary of the survey. A sample of 39 was calculated for this study. A total of 38 responses were received whiles 35 was validated. For this study a total of 35 was used for the analysis.

Table 4.1: Distribution of Questionnaire

	Questionnaire 
	Frequency
	Percentage 

	Sample size
	39
	100

	Received  
	38
	97

	Validated
	35
	90


Source: Field Survey, 2021

4.3
Demographic Profile of the Respondents
Table 4.2: Demographic profile of the respondents

	Demographic information
	Frequency
	percent

	Gender
Male
	
	

	
	10
	29%

	Female
	25
	71%

	Age
	
	

	20-30
	11
	31%

	30-40
	17
	49%

	41-50
	07
	20%

	51+
	0
	0%

	Education
	
	

	HND/BSC
	23
	66%

	MASTERS
	12
	34%

	PHD
	00
	00%

	Marital Status
	
	

	Single
	15
	43%

	Married
	20
	57%

	Divorced
	0
	0%

	Widowed
	0
	0%


Source: Field Survey, 2021

4.3
 ANSWERING RESEARCH QUESTIONS

Question 1: Does information communication technology have any positive effect on role of secretaries?
Table 4.3:  Respondent on question 1
	Options
	Frequency
	Percentages

	Yes
	20
	58

	No
	04
	11

	Undecided
	11
	31

	Total
	35
	100


 Source: Field Survey, 2021

From table 4.3 above, 58% of the respondents said yes, 11% of the respondents said no, while the remaining 31% of the respondents were undecided.

Question 2: Does information communication technology have any negative effect on role of secretaries?
Table 4.4:  Respondent on question 2
	Options
	Frequency
	Percentages

	Yes
	07
	17

	No
	20
	60

	Undecided
	08
	23

	Total
	35
	100


 Source: Field Survey, 2021

From table 4.4 above, 17% of the respondents said yes, 60% of the respondents said no, while the remaining 23% of the respondents were undecided.

Question 3: What are the problems of a secretary in the information communication technology era?
Table 4.5: Mean Responses on the problems of a secretary in the information communication technology era.

	S/N
	ITEM STATEMENT
	SA

4
	A   3
	D   2
	SD  1
	X
	S.D
	DECISION

	1
	Lack of adequate ICT skills 
	18
	11
	04
	02
	3.3
	2.55
	Accepted

	2
	Inadequate provision of effective and recent ICT equipment
	14
	14
	04
	03
	3.1
	2.57
	Accepted

	3
	Epileptic power supply
	17
	13
	05
	0
	3.3
	2.55
	Accepted


Source: Field Survey, 2021

In table 4.5 above, on the problems of a secretary in the information communication technology era, the table shows that all the items (item1-item3) are accepted. This is proven as the respective items (item1-item3) have mean scores above 2.50. This depicts that all the items highlighted above are the problems of a secretary in the information communication technology era.

Question 4: What are the prospects of a secretary in the information communication technology era?
Table 4.6: Mean Responses on the prospects of a secretary in the information communication technology era.

	S/N
	ITEM STATEMENT
	SA

4
	A   3
	D   2
	SD  1
	X
	S.D
	DECISION

	1
	Training secretaries in the use of the equipment
	19
	13
	03
	0
	3.5
	2.41
	Accepted

	2
	Creating a flexible format on the system in other for a faster job
	16
	10
	06
	03
	3.1
	2.31
	Accepted

	3
	Constant power supply.
	14
	14
	04
	03
	3.1
	2.57
	Accepted

	4
	Purchase of latest and updated ICT tools
	17
	13
	05
	0
	3.3
	2.55
	Accepted


Source: Field Survey, 2021

In table 4.6 above, on the prospects of a secretary in the information communication technology era, the table shows that all the items (item1-item4) are accepted. This is proven as the respective items (item1-item4) have mean scores above 2.50. This depicts that all the items highlighted above are the prospects of a secretary in the information communication technology era.

Question 5: Does ICT pose threat to secretaries in an organization?
Table 4.7:  Respondent on question 5
	Options
	Frequency
	Percentages

	Yes
	10
	29

	No
	20
	57

	Undecided
	05
	14

	Total
	35
	100


 Source: Field Survey, 2021

From table 4.7 above, 29% of the respondents said yes, 57% of the respondents said no, while the remaining 14% of the respondents were undecided.

Question 6: Has ICT improved the roles of the secretary in an organization?
Table 4.8:  Respondent on question 6
	Options
	Frequency
	Percentages

	Yes
	22
	63

	No
	07
	20

	Undecided
	06
	17

	Total
	35
	100


 Source: Field Survey, 2021

From table 4.8 above, 63% of the respondents said yes, 20% of the respondents said no, while the remaining 17% of the respondents were undecided.
CHAPTER FIVE

SUMMARY, CONCLUSION AND RECOMMENDATION

5.1 Summary

In this study, our focus was on the changing roles of the secretary in the ict era: problems and prospects using first bank, oceanic and interconnected bank plc Kaura Namoda branch, Zamfara State as a case study. The study is was specifically carried out to examine the changing roles of the secretary in the ICT era, access the problem and threats of information communication technology to the secretarial profession, and highlight the challenges posed by the emerge of ICT to a secretary.
The study adopted the survey research design and randomly enrolled participants in the study. A total of 35 responses were validated from the enrolled participants where all respondent were secretaries in First bank, oceanic and interconnected bank plc Kaura Namoda branch, Zamfara State.
5.2 Conclusion

Based on the findings of this study, the researcher concluded that;

Information communication technology has a positive effect on the role of secretaries.
ICT have improved the roles of the secretary in an organization.

Information communication technology has no negative effect on role of secretaries.

The problems of a secretary in the information communication technology era include; lack of adequate ICT skills, inadequate provision of effective and recent ICT equipment, and epileptic power supply.

The prospects of a secretary in the information communication technology era are; training secretaries in the use of the equipment,  creating a flexible format on the system in other for a faster job, constant power supply, and purchase of latest and updated ICT tools.

ICT pose threat to secretaries in an organization.
3    Recommendations

Based on the responses obtained, the researcher proffers the following recommendations:
The organizations should try as much as possible to allowed secretary to be operating ICT equipments available in the orgnisation so as to acquaint the secretary with opportunity to know all the equipments.

Secretaries find it difficult to operate some of the modern equipments that can ease their work, so the organization should organized training or seminar for all their secretary in order to train them on how to operate those equipments.

Secretaries should not see ICT as a treating agent of unemployment rather to be seen as a agent which through only it most of the organizational objectives will be achieved.
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APPENDIXE

QUESTIONNAIRE

PLEASE TICK [√] YOUR MOST PREFERRED CHOICE(S) ON A QUESTION.

SECTION A

PERSONAL INFORMATION

Gender

Male [  ]
Female [  ]

Age 

20-30
[  ]

31-40
[  ]

41-50   [  ]
51 and above [  ]

Educational level

BSC/HND
[  ]

MSC/PGDE
[  ]

PHD

[  ]

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

Marital Status

Single

[  ]

Married 
[  ]

Separated 
[  ]

Divorced
[  ]
Widowed
[  ]

SECTION B

Question 1: Does information communication technology have any positive effect on role of secretaries?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	


Question 2: Does information communication technology have any negative effect on role of secretaries?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	


Question 3: What are the problems of a secretary in the information communication technology era?
	Statement
	SA
	A
	D
	SD

	Lack of adequate ICT skills 
	
	
	
	

	Inadequate provision of effective and recent ICT equipment
	
	
	
	

	Epileptic power supply
	
	
	
	


Question 4: What are the prospects of a secretary in the information communication technology era?
	Statement
	SA
	A
	D
	SD

	Training secretaries in the use of the equipment
	
	
	
	

	Creating a flexible format on the system in other for a faster job
	
	
	
	

	Constant power supply.
	
	
	
	

	Purchase of latest and updated ICT tools
	
	
	
	


Question 5: Does ICT pose threat to secretaries in an organization?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	


Question 6: Has ICT improved the roles of the secretary in an organization?

	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	


=  2.5








