THE EFFECTS OF POOR OFFICE ENVIRONMENT ON THE SECRETARY'S JOB PERFORMANCE
ABSTRACT
This research work “The effects of poor office environment on the secretary’s job performance” was carried out with the overall aim of fining out the effects of poor office environment on the secretary’s job performance.

Institute of Management and Technology was used as a case study.  The data for this study was collected through the use of questionnaire and observation methods.  The administered questionnaire were analyzed in tabular forms using simple percentages.  The outcome of the study proved that the depressing and stimulating nature of most offices have a few-reaching negative effects on the overall job performance of secretaries.  Equally small floor space and congested nature of some offices does not give the secretaries adequate comfort and balance to discharge their duties effectively and efficiently.  Other problems included poor remunerations, lack of necessary equipment and noise proof devices in most of the offices.  Based on these findings the researcher recommended that:

i. Offices should be stimulating and comfortably furnished so as to encouraged productivity and boast the moral of the secretary.

ii. There should be enough floor space and if possible separate rooms to avoid over crowding and cluster of materials which make an office to look shabby and depressed.

iii. The management of the Institute should establish a pension scheme and adequate remuneration to its workers and in particular the secretary in order to boast their moral and encourage them to stay in their section.

iv. Equally necessary office equipment and stationery should be provided to the secretary.

CHAPTER ONE

INTRODUCTION

1.1 BACKGROUND OF THE STUDY
The work of a secretary is very delicate and confidential and as such a healthy office environment is necessary to enable her discharge her duties efficiently.  An understanding of the office environment in the enhancement of a secretary’s morale vis-à-vis her job performance is necessary in every organization. Generally, office environment has serious impact on the job performance of workers.  The office and its appearance, condition of work, materials available and their location, safety measures medical care, relationship among the members of staff and the boss remunerations and other social welfare recognized to the main elements of work or office environment which directly related to workers moral and willingness to discharge their duties effectively. The secretary is an indispensable staff and as such management has to place high priority on how best to motivate her.  The nature of work environment invariable has direct effect on the morale and state of health of a secretary, hence her general performance in the discharge of her duties.

The office environment thus influences the volume and quality of work, interest and happiness of a secretary.

Office environment in the context of management has been defined the include, office building and layout, furniture and equipment the physical conditions  under which the secretary operates – lighting, heating, ventilation, decoration, sound proof measure, safety measures and such social conditions as relationship with members of staff and boss remuneration and welfare package etc.

1.2 STATEMENT OF THE PROBLEM

Generally, it is believed that when an environment is not conducive, a worker cannot discharge his/her responsibilities as efficiently and effectively as expected.  In effect the fundamental duties of a secretary are highly prejudiced and jeopardize by an averse and unstimulating environment.

Today, there are many problems encountered b secretaries resulting from poor work environment which greatly affect their job performances.   Amongst these is lack of private office.  Secretaries most times share offices with other staff, some of which lack basic amenities befitting her status. 

1.3 OBJECTIVES OF THE STUDY
This study is meant to investigate the following:

-  The effects of a depressing and unstimulating nature of the office environment on the secretary’s job performance.

-  The effect of small floor space and congested office surroundings on the secretary’s job performance vis-à-vis her attitudes to work.

-  The effect of absence of some basic amenities such as air conditioners, fan, executives seats and tables on the moral of a secretary and her general attitude to work.

-  Other problems in the office environment militating against effective job performance of secretaries.

-  Recommend how best to improve the office environment for the smooth operation of secretaries if it has any serious effects on their job performance.

1.4 SIGNIFICANCE OF THE STUDY
The study will in particular benefit the present and picture career secretaries whose welfare is being agitated.  It is hoped that management will consider some of the recommendations proffered in this treatise and improve the office conditions of secretaries so that they will have cause to smile.

Management on its own will benefit form the study since it will enable them to understand the job performance of their secretaries and try to boost their moral by improving the condition of the work environment.

Finally, this research will help to reduce the dearth of literature in this field of study.

1.5 RESEARCH QUESTIONS
i. Does the depressing and unstimulating nature of most office environment have negative effects on the job performance of secretary.

ii. Does the small floor space and the congested nature of an office affect the secretary’s attitude to work?

iii. Does lack of air-conditioners and floor covering in secretaries offices have effects on their job performance(s).

iv. Are there adequate and regular remuneration to the secretaries?

v. To what extent does the secretary relate with other staff in the office.

Attempts shall be made to find solutions to these research questions in this research.

1.7 DEFINITION OF TERMS
This refers to the physical and social working conditions under which secretaries work, comprising office buildings, ventilation, lighting, heating, decorations, furnishing, relationship of staff in the office, remunerations, etc.

JOB PERFORMANCE

This is the productivity or output achieved by the secretary.  It is also the quality or quantity of work which should be attained by the secretary on a certain job.  The job performance is found in appraisal and training, to assess a secretary either in her work or after training.

SECRETARY

This can be defined as somebody who has a unique ability to keep secret information also has a special quality to communicate with different classes of people and the communication channel between her organization and the public as a whole.

Also, she has an understanding of the significance of typing documents, taking shorthand, correspondence, reports and instructions which pass through their head, relieving the executive of work, which otherwise she would have to do it with their initiative.

CHAPTER TWO

LITERATURE REVEW

INTRODUCTION

This chapter examines the historical background, theoretical framework and literature reviews in reflect of the effect of elements within working environment on job performance.

2.1 HISTORICAL BACKGROUND

The employees’ performance on the job is generally considered on a function of two variables: one is the individual ability to perform the job, and secondly the motivation that encourages or drives him to use this  ability in the actual performance of the  job. It is widely assumed that a good internal environment in terms of working conditions, management style, inter-social relationship amongst staff or the motivational factors like incentives, salary increase and opportunity to  develop oneself can stir up persons who posses high ability to a greater increase in job performance. Campbell and Pritchard (1976).

2.1.1 The Notion and the Value of Work

Work is every undertaking engaged in by human being that involve mental or physical effort usually in anticipation of a reward. The value which a worker places on work varies, depending on the status and responsibility of the person concerned.

All workers need work first as a means of livelihood. When productivity is high at all time, the economy becomes more buoyant. This translates into a greater reward  for  the worker and allowed for new investments and re-investing of profit to ensure continued employment. Moohead/Graffin (1995: 110) noted that high performance level, if followed by equitable rewards, leads to increase in productivity. Increased in productivity is a way of stimulating  the economy with consequent result of creating more jobs.

2.2 THEORITICAL FRAMEWORK

2.2.1 Why Do Men Work?

It is generally argued that work means more than a means to an end and more expending energy. It is a means of contributing to the larger societal goal and objectives. This is because work enables the worker to earn a living and gets his needs satisfied. Work is also a means of expending the worker’s energy with corresponding expectation (of rewards)

for the energy so expended (input). This logical analysis formed the premises upon which Victor  Vroom  (1964) based his ‘Expectancy Theory.

People work for a wide variety of reasons, some want power, some want challenge, and some want security.  The things that each unique individual  in an organization decides that he or she wants from work plays an instrumental role in determining the reason to work.

In corroboration with Vroom analysis, Maslow (1970) noted that the worker enjoys his membership of the work group, which adored him love, make him feel wanted and gives him a sense of accomplishment. Where this contribution is recognized and acknowledged the worker is spurred into more action.

As David (1976) stated, people also work for reasons other than money. However, this is not to deny the significant of money as a source of motivation. Generally, people work because they enjoy it, gain a name or self respect, achieve a feeling of self-actualization, to be associated with other people, and the need to keep busy as a way of escaping

boredom. As stated earlier, money is an important incentive of many because its acquisition represents power achievement, success, safety public  recognition, etc.  One  is to give one employment; the other is to provide an adequate working environment to enhance productivity. No one is complete without the other.

2.2.2 What is Work Environment

Work environment is not just where individual perform job related tasks. Laure J. Mullins (2005:701).

It also includes a number of factors such as location of the organization, size of the organization,  work  condition, nature of the job, fellow employees, the local, state, and federal regulation that apply to  the  industry,  the relationship with competitors, the relationship with the public, the managerial philosophy, the leadership styles and the organizational structure. Any one of which may be considered the most important element by different people.

According to Billings and Moos (1982), work environment preferences can be measured using three dimensions of

work environment settings: system maintenance, goal orientation, and relationship dimensions.
System maintenance refers to how orderly and organized the work setting is, how clear it is in its expectations, and how much control it maintains. Goal orientation assesses the degree to which an environment encourages or stifles growth through providing for participation in decision making and autonomy, maintaining a task orientation, and providing job challenge and expectations for success and accomplishment. The relationship dimension measures the degree of interpersonal interaction in a work environment, such as the social communication exchanges and cohesion among workers, and the friendship and support provided by co-workers and management. These work environment preferences have been shown to affect individuals’ personal functioning at work.

Examination of work environment preferences can help identify organizational factors that may be problematic, and can guide interventions aimed at reducing employee stress in a variety of work settings.

2.2.3 Determinant of Work Environment

Working environment could be described as conducive or hostile depending on any or a combination of the following factors; leadership style, motivation, cash flow position and government policy. Each of these factors will be briefly described in the subsequent paragraphs under appropriate headings.

2.2.4 Leadership/Management Style

Leadership is said to be a function of the  leader,  the followers and the situation. This means that a  leadership style that works for ‘A’ may not necessarily work for ‘B’ because of differences in situations. Usually, there are three main types of leaders, and the effects of each style have a direct relationship with staff confidence in carrying out responsibilities and output. Let us briefly examine the three types.

(i)The Autocratic leader

In an autocratic set up, the force is the order of the day. “Do it as I have said” is the predominant slogan. Staff is always threatened with sack or suspension for any short coming.

The autocratic leader believes that the worker must be coerced into doing an assigned job. Workers  are  always tense up and decisions are taking against them  without giving them the opportunity to defend their actions. Laure J. Mullins (2009:291) describes  the autocratic leader as ‘He that decides what action to take and imposes his decision upon his subordinates without discussion”. If management adopts an autocratic posture, then the staff may not have a conducive working environment.

(ii)The democratic leader

In an organization headed by a truly democratic leader, workers are persuaded not coerced. Problems are tabled and discussed freely, giving everybody an opportunity to contribute. Victimization of staff is greatly reduced because a democratic management allows workers to join union and press for better pay and other conditions, unlike  an autocratic management where a ‘stubborn’  worker  faces sack without due explanation. To a large extent, this type of leader represents the conducive working environment which workers want.

(iii)The laissez-faire leader

In an organization where laissez- faire management is practiced, if it is very difficult to ascertain the kind of organizational environment that prevails. It means that the staff can have the best environment or the worst. If the care-free attitude implies that whatever the staff  ask  is giving to them, then such is fine at least to the  staff, but on the other hand, the care-free posture means caring less for the staff welfare, then the staff are in far a hard time. However, it must be mentioned that an autocratic management is one extreme whilst the lassie-faire  type  is the other extreme. Staff usually capitalizes on the care-free attitude to commit different kinds of acts that ruin the organizations concerned.

2.2.5 Motivation and Productivity

The employees’ performance on the job is generally considered as a function of two variables, one is the individual’s ability to perform the job, and secondly, the motivation that encourages or drives him to use this ability in the actual performance of the  job. It is widely assumed that motivating person who possess high ability will lead to

a greater increase in performance and productivity. In general terms, motivation can be described as the direction and persistence of action. It is concerned with why people choose a particular course of action in preference to others, and why they continue with a chosen action, often  over a long period, and in the face of difficulties and problems.
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2.2 The Concept 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.

ii. 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.

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

iv.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.

2.3 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. 

2.3.1 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.

2.3.2 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.

2.3.3 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

2.3.4 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.

2.4 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. 

2.4.1 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.

2.4.2 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, Finance, 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. 

2.4.3 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. 

2.5 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.

2.5.1 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.

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 to examine the effects of poor office environment on the secretary's job performance. Selected government offices across the country form the population of the 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 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 all the entire population of the government offices in Nigeria, the researcher conveniently selected 120 out of the overall population as the 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 DATA ANALYSIS

The responses were analysed using the frequency tables, which provided answers to the research questions. Chi- square statistic is used to test the hypothesis.
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

The 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

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 hundred and twenty (120) questionnaires were administered to respondents of which 100 were returned. The analysis of this study is based on the number returned.

4.1
DATA PRESENTATION
Table 1: Gender Distribution of Respondents

	Gender
	Frequency
	Percentage

	Male
	48
	48%

	Female
	52
	52%

	Total
	100
	100.0%


Source: Author’s Computation from Field Survey 2022

The table above shows the gender distribution of respondents. 48% of the respondents were male and the remaining 52% were female. Thus, female respondents were slightly higher than their male counterparts.

Table 2: Age Distribution of Respondents
	Age
	Frequency
	Percentage

	20-30 years
	24
	24%

	31-40 years
	47
	47%

	Above 40 years
	29
	29%

	Total
	100
	100.0%


Source: Author’s Computation from Field Survey 2022

The table above shows the age distribution of respondents. 24% of the respondents are between the age bracket of 20-30 years; 47% which constituted the majority are between the age bracket of 31-40 years and 29% are above 40 years.

Table 3: Marital Status of Respondents
	Marital Status
	Frequency
	Percentage

	Single
	13
	13%

	Married
	87
	87%

	Total
	100
	100.0%


Source: Author’s Computation from Field Survey 2022

The table revealed the marital status distribution of respondents. Majority of the respondents, which constituted 87% are married while the remaining 13% respondents are unmarried.

Table 4: Educational Qualification of Respondents
	Qualification
	Frequency
	Percentage

	SSCE
	11
	11%

	HND/B.Sc
	80
	80%

	M.Sc/PhD
	9
	9%

	Total
	100
	100.0%


Source: Author’s Computation from Field Survey 2022

The table revealed the educational qualification of respondents. 11% of the respondents are SSCE holders, 80% of them, which formed the majority, are HND/B.Sc holders and 9% are M.Sc/PhD holders.

Table 5: Position of Respondents
	Position
	Frequency
	Percentage

	Manager
	12
	12%

	Accountant
	31
	31%

	Auditor
	26
	26%

	Cashier
	24
	24%

	Others
	7
	7%

	Total
	100
	100.0%


Source: Author’s Computation from Field Survey 2022

Table 5 unveiled the distribution of position of respondents. 12% are managers, 31% are accountants, 26% are auditors, 24% are cashiers and 7% are mostly administrative staff.

ANSWERING RESEARCH QUESTIONS

Question 1: Does the depressing and unstimulating nature of most office environment have negative effects on the job performance of secretary?

Table 4.2: Respondent on question 1

	Options
	Frequency
	Percentage

	Yes
	78
	78

	No
	00
	00

	Undecided
	22
	22

	Total
	100
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, 78 respondents constituting 78% said yes. While the remain 22 respondents constituting 22% were undecided. There was no record for no.

Question 2: Does the small floor space and the congested nature of an office affect the secretary’s attitude to work?

Table 4.3: Respondent on question 2

	Options
	Frequency
	Percentage

	Yes
	60
	60

	No
	19
	19

	Undecided
	21
	21

	Total
	100
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, 60 respondents constituting 60% said yes. 19 respondents constituting 19% said no. While the remain 21 respondents constituting 21% were undecided.

Question 3: Does lack of air-conditioners and floor covering in secretaries offices have effects on their job performance(s)?

Table 4.4: Respondent on question 3

	Options
	Frequency
	Percentage

	Yes
	56
	56

	No
	21
	21

	Undecided
	23
	23

	Total
	100
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, 56 respondents constituting 56% said yes. 21 respondents constituting 21% said no. While the remain 23 respondents constituting 23% were undecided.

Question 4: Are there adequate and regular remuneration to the secretaries ?

Table 4.5: Respondent on question 4

	Options
	Frequency
	Percentage

	Yes 
	61
	61

	No
	17
	17

	Undecided
	22
	22

	Total
	100
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, 61 respondents constituting 61% said yes. 17 respondents constituting 17% said no. While the remain 22 respondents constituting 22% were undecided.

Question 5: To what extent does the secretary relate with other staff in the office?

Table 4.6: Respondent on question 5

	Options
	Frequency
	Percentage

	High 
	60
	60

	Low 
	20
	20

	Undecided
	20
	20

	Total
	100
	100


Source: Field Survey, 2021

From the responses obtained as expressed in the table above, 60 respondents constituting 60% said high. 20 respondents constituting 20% said low. While the remain 20 respondents constituting 20% were undecided.
CHAPTER FIVE

SUMMARY, CONCLUSIONS AND RECOMMENDATIONS:

5.1 Introduction

This chapter summarizes the findings on the effects of poor office environment on the secretary's job performance, Enugu State 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 on the effects of poor office environment on the secretary's job performance, Enugu State as case study.. The study is was specifically focused on examining the effects of a depressing and unstimulating nature of the office environment on the secretary’s job performance, determing the effect of small floor space and congested office surroundings on the secretary’s job performance vis-à-vis her attitudes to work, determing the effect of absence of some basic amenities such as air conditioners, fan, executives seats and tables on the moral of a secretary and her general attitude to work, determing the other problems in the office environment militating against effective job performance of secretaries and Recommend how best to improve the office environment for the smooth operation of secretaries if it has any serious effects on their job performance.
The study adopted the survey research design and randomly enrolled participants in the study. A total of 100 responses were validated from the enrolled participants where all respondent are staff of federal office, Enugu State.

5.3 Conclusions

With respect to the analysis and the findings of this study, the following conclusions emerged;

The work environment is not a new concept in the field of Human Resource Management. Every organized organization should implement and put in place a fantastic work environment to boost the performance of their workers.

We can conclude that workers need to be paid very well to commensurate with their ‘sweat’. They should also be paid as at when due. Human Resource managers should know that ‘heavy’ salary paid to workers cannot only boost the rate of productivity, but with the complement of other factors.

Again, the working environment matters a lot, good supervision, rewardable rewarding systems, congenial and congruent organizational policies that would allow workers attain their own goals vis-à-vis the organizational goals. Organization should involve workers (employees) in decision-making. They should make allowance for workers to meet up with their basic needs.

More so, the job itself should be enriched by allowing workers to take up responsibilities. If all these  factors are put in place, workers will produce  more  and both the organization and the employees would be better off.

5.4 Recommendation

Based on the findings the researcher recommends that;

The researcher sincerely recommends the findings  of this research work to senior management and human resources manager of Unilever’s Nigeria Plc. It is of good use to them, because it could be an eye opener to them to see the intricacies involved in increasing productivity.

The work environment should be made conducive and improved term of nature of supervision, boss-employees relationship employee-employee relationship and most importantly in terms of motivation.

Organization should also carry out research on  the things that are bothering their workers, by so  doing; they would be able to motivate them more. What might constitute a group of workers’ motivator this year might not be what it would be the next year. So a thorough diagnosis should be made on a regular basis.

The researcher recommends that promotion should be done in time as at when due. Workers get involved when they know that they could get to the top and manage various branches of the company. Promotional exercises should not be biased.
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APPENDIX

QUESTIONNAIRE
PLEASE TICK [√] YOUR MOST PREFERRED CHOICE AND AVOID TICKING TWICE ON A QUESTION

SECTION A

PERSONAL INFORMATION

Gender

Male [  ]

Female [  ]

Age 

18-25
[  ]

20-30
[  ]

31-40
[  ]

41 and above [  ]

Educational level

WAEC
[  ]

BSC/HND
[  ]

MSC/PGDE
[  ]

PHD

[  ]

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

Marital Status
Single
[  ]

Married [  ]

Separated [  ]

Widowed [  ]

Section B

Question 1: Does the depressing and unstimulating nature of most office environment have negative effects on the job performance of secretary?

	Options
	PLEASE TICK

	Yes
	

	No
	

	Undecided
	


Question 2: Does the small floor space and the congested nature of an office affect the secretary’s attitude to work?

	Options
	PLEASE TICK

	Yes
	

	No
	

	Undecided
	


Question 3: Does lack of air-conditioners and floor covering in secretaries offices have effects on their job performance(s)?

	Options
	PLEASE TICK

	Yes
	

	No
	

	Undecided
	


Question 4: Are there adequate and regular remuneration to the secretaries ?

	Options
	PLEASE TICK

	Yes 
	

	No
	

	Undecided
	


Question 5: To what extent does the secretary relate with other staff in the office?

	Options
	PLEASE TICK

	High 
	

	Low 
	

	Undecided
	


