THE IMPACT OF AUTOMATION ON THE PERFORMANCE OF OFFICE SECRETARIES
ABSTRACT

This study was carried out to examine the impact of automation on the performance of secretaries using West African Examination Council (WAEC) Enugu State as case study. The survey design was adopted and the simple random sampling techniques were employed in this study. The population size comprise of secretaries and administrative staff in West African Examination Council (WAEC) Enugu State. In determining the sample size, the researcher conveniently selected 35 respondents and all were validated. Self-constructed and validated questionnaire was used for data collection. The collected and validated questionnaires were analyzed using frequency tables, while the hypothesis were tested using Chi-square statistical tool, SPSS v23.  The result of the findings reveals that; the use of automated office equipment aids secretaries to effectively manage their job role in the organization. The study also revealed that office automation increases the productivity of secretaries in the organization. The findings further show that the use of automated equipment influences secretaries in-job effectiveness and efficiency. Therefore it is recommended that the organization should organize in-service training for the secretaries to teach them newly automated machines. Institutions of higher learning should also train the would-be secretaries, practically-oriented courses using the modern office technologies. Also, employers of labour should engage secretaries that are vast with ICT competencies and skills in order to achieve administrative effectiveness in the organisation.
CHAPTER ONE

INTRODUCTION

1.1 Background Of The Study

 Automation can be defined as automation or mechanical devices that can replace the use of human or manual labour, which used to be very tedious Okagbar, (2005). According to the advance learners Dictionary which defines automation as the use of machines to do work which was previously done by people (human) hence office automation, which is also known as (Modern office technology) has now taken charge of all facts of human endeavors . Office automation has been seen to have helped tremendously in the carrying out of work load in various offices with case. Thus, the use of the generally known computer and other electronic office equipment has made possible the processing, filing, storage and retrieval of documents in the organization at faster rates and in a more efficient way.  Before the advent of automation, the office system was manually intensive. This system was so cumbersome which made the work more complicated and less productive, However, the system has fast given way to automation in business office. Examples of these machines are computers, electric typewriter, shredding machines, folding machines collating machines, dictating machines etc. In modern day organization, there has been an introduction of various automated machines into the daily functioning of such business in order to meet up with the fast growing complexity of modern business of today. Advent of automation, the office system was manually intensive. 

This system was so cumbersome which made the work more complicated and less productive.  However, the system has fast given way to automation in business offices. There is revolution going on in the office.  The revolution is about development in technology of the use of office machines.  It involves new technology, new ways of handling and using this equipment. 

Without doubt the major change in the office scene over the past few decades is the introduction of information technology. 

Automation can be defined as an automatic or mechanical device that can replace the use of human or manual labour which used to be very tedious.  Okagbare 2005.

Hornsby, S.A defines automation as the use of machine to do work was previously done by people (human) hence office  automation, which is also known as (modern office technology) has now taken charge of all facts of human endeavors.  Examples of these machines are computers, electric typewriter, shredding machine, folding machine, collating machine, dictating machine etc.  Office automation has been seen to have helped tremendously in the carrying out of work load in various offices with case.  Thus, the use of the generally known computer and other electronic office equipment has mad possible the processing filling, storage and the retrieval of documents in organization at faster rates and in a more efficient way.  Automation has also come as an aid to facilitated the efficiency of secretaries.  In their job leading to the expanding nature of office work.  Automation ahs helped to save time and making the work more interesting and challenging to the secretary. 

However, despite the fact that automation aided office work, most people still have counter view about its implementation or advent that office automation is typically accompanied with upset and the establishment of automated machines devices in office might displace workers of their jobs hence the need to some organization. 

The question asked is does automation actually displacing workers of their jobs hence the need for automation is still an unwelcome idea to some organization. 

The question asked is does automation actually displace people of their job? Or ha it crated job opportunities in business organization?  Therefore its against this backdrop that this research work is geared to investigate. 

1.2 Statement Of The Problems 

Many psychologist and management practitioner believe that performance is a function of both motivation and ability.  This means that before one can successfully perform a task, one must both be motivated to perform that task and have he skill, know ledge, and experience to do so either factor does not exist at optional level, performance must decline. Since the advent of technology, there has not been greater need for efficiency and effective in business as it is today with the introduction of automation in all office operational process.

However, despite the fact that automation aided office work, most people, still have counter view about its implementation or advent, that office automation is typically accompanied with upset and the establishment of automated machines, devices in office might displace workers of the jobs hence the need for automation is still unwelcome idea to some organization.  Its stated goals in the daily functioning of business, there is need to automate processes, the availability of these machine call for trained hand to use them.  They also require consumables, which are expensive and score to come by in time of maintenance etc. 

To get the right type of engineers responsible for the machine maintenance tend to pose unstable. 

Power supply is another constraint withholding the use of the achieve, inadequate power supply can cause serious damages and breakdown to these machines. 

1.3 Purpose of the study

The aim of this study is to find out how automation has improved or retarded the work of the secretary in the office specifically, the study attempted to:

Determine if the use of automation equipment aid secretaries to effectively manage their job role in the organization.

Ascertain if office automation increases the productivity of secretaries in the organization.

Ascertain if the use of automated equipment influences secretaries in-job effectiveness and efficiency.

Identify the challenges that impedes the adoption and use of automated office equipment in an organization
1.4 Research Hypothesis

The statements below will be validated in the course of this study

H01: The use of automated office equipment does not aid secretaries to effectively manage their job role in the organization.

H02: Office automation does not increase the productivity of secretaries in the organization.

H03: The use of automated equipment does not influence secretaries in-job effectiveness and efficiency.
1.5 Significance Of The Study

The necessary sue of office automation is a problem in most organization both the private and public sectors.  No organization should go into automating its office.  Just for the sake of it, but must have a grounded understanding of its implication and benefit therein.  The essence of the study will provide more vital information or quick to organization in making such decision.  The need for establishments to understand the working process in the office, especially the work of the secretary who is responsible for most of the paper work presently done in most organizations is very vital and cannot be over emphasized. 

Over the years, organizations which have reliable and timely information or planning and directing is organization affairs, thereby needs automation.  Consequently the study will be of great use to practicing secretaries as it will enable the determine the relevance of office automation in handling their work/duties.  Management of organization would also benefit greatly from his study as their knowledge of the usefulness of office automation would make them purchase the required equipments that enhanced he work of the secretaries and thus make them ultimately improve their functions towards the proper achievement of organization objectives. 

1. 6 Scope Of The Study

This project is limited to office automation, as it affects the performance of secretaries in organization with equal focus on the West African Examination Council (WAEC) Enugu. 

1.7 Limitation Of The Study 

The major limitation of this study was the lack of readiness of the respondent to freely and willingly answer the questions posed on them by the researcher, and the researcher was highly engrossed with academic wok during the period of this study.  These, therefore, result to a longtime for the completion of the study.

1.8 Definition Of Terms

The following terms used in presenting report of this study are explained below:-

OFFICE:- Office is used in this work as a place where business activities are carried out. It can also be a room or building where clerical processes or duties are carried out.

MODERN:- Any thing of present or recent but Oxford Advanced Learner’s Dictionary says that modern is up to data, methods and ideas of doing things.

AUTOMATION:- Automation is used in this work as automatic equipment to do works which are previously done by man manually.

SECRETARY – popular definitions of secretary are “An office worker who combines the competencies of stenographer, clerical officer, receptionist and more, talents and attitude” (Anyachuba, 1991) An assistant to an Executive possessing mastery of office skills and ability to assume responsibility without direct supervision, who displays initiative, exercises judgment and makes decision within the scope of her authority. (The international Association of Administration Professionals USA). Consequently, a secretary is said to be one who exercise initiative and take decision within the scope of her assigned authority.

PRODUCTIVITY – Oxford mini-reference Dictionary explained productivity used in this work as bringing forth in large quantity; nothing more powerful promotes the efficiency of labour that an abundance of productivity.

CHAPTER TWO

REVIEW OF LITERATURE

INTRODUCTION

In the contemporary work environment, employers are in search for secretaries who possessed knowledge, skills and competencies that would enhance better job performance. As such the development of high level of efficacy in ICT will affect the success of the secretary’s job performance in the ever increasing information-based environment. Information technology has drastically changed the office functions, jobs are now done in a new way. Information could be transferred, stored, retrieved and processed for onward transmission with the use of technology. As opined by Nwaokwa and Okoli (2012), many secretaries lack the communication technology skills required in the various offices and this has greatly affected their performance. The effect of office automation is to increase the organizational productivity by redefining the office work, improve the quality and accuracy of output.For an office secretary, office automation reducesthe stress of role overload/identification; it affects the perceived status and job satisfaction and it has a significant influence on the workers’ feelings towardsthe organizational goals. The introduction and development in InformationCommunication Technology (ICT) have changed the methods and procedure of doing office work by the Secretarial staff.As described by Iyanda (1990), the word “Secretary” means the chief administrator of an organization or a person who performs the functions of organizing and recording the proceedings of meetings, skilled in shorthand and keyboarding; responsible to an executive; as such a Secretary has been regarded to be the brain box of the organisation. Bolade (2002) opined that a secretary isof warm personality, endlessly helpful, understanding and tolerant, whose principal function is to alleviate, solve, prevent or soften problems/workloads for the executive. Some years ago, secretaries are made to type with manual typewriters to make enormous copies through cutting of stencils.But nowadays, it has been discovered that there has been an explosive increase in the use of the computer to perform office tasks by Secretaries.As such, secretaries cannot ignore the useof office automation and information system. There are many benefits being derived from the use of office automation and information technology by the secretaries, these include: production of good anderror free work; record-keeping and retrieval; accessibility to information, word processing/desktop publishing/spreadsheet packages, database management system etc. Managers are looking for secretaries whoare exposed to office technology and office automation including the internet to make knowledge accessible and the office work easier.Job effectiveness is the extent to which an activity fulfils its intended purpose or function. Ayelotan (2012) defined effectiveness as a measure of the match between stated goals and achievements, which is doing the right thing. Job effectiveness in context of this research work is the professional secretary’s ability to use appropriately available office machinery/automation/tools to carry out the assigned duties or tasks in an efficient manner in line with the employer’s expectations. It is a known fact that employees are the key elements of any organisation and professional secretaries are integral part. It is imperative that any organisation that wishes to achieve its aims and objective must be ICT compliant. The employees must be versatile and competent in handling ICT office facilities and equipment that would enhance their job effectiveness, most especially, the professional secretaries who are the core centre of the organisation’s information processing activities. The secretary’s functions could be categorized into four (4) namely: the secretary must communicate effectively within and outside the organization; that is, ability to write good memos/reports/letter; and being able to express oneself fluently in English Language to clients. Secondly, the secretary is responsible for information storage and retrieval – either through storage into the computer or manually stored information.Also, the secretary serves as the brain and memory of the office. Lastly, the secretary supplies the boss with information both from the telephone calls and the visitors; as such the secretary is termed the “house-keeper of the office”; that is why some bosses are disorganized when their secretary is absent from work. All these functions and responsibilitiescould be done better and faster with modern office automation and ICT. Many scholars and experts opined that coping with today’s ICT challenges require better development of secretaries’ abilities to tackle complex mental tasks, doing well beyond the basic reproduction of accumulated knowledge – the writing of shorthand and typewriting skills. Efforts should be made by them to improve in developing the ICT competencies which involve cognitive and practical skills, creative abilities etc. Federal Ministry of Education, Nigeria (2013) defines ICT as encompassing all equipment and tools (inclusive of traditional technologies of radio, video and television to the newer technologies of computers, hardware, software, etc.) as well as the methods, practices, processes, procedures, concepts, and principles that come into play in the conduct of the information and communication activities. Also, Yusuf (2000) defined ICT as an electric application of computing, communication, telecommunication and satellite technology. Sholagbade (2012) opined that technology has certainly changed the ways many office tasks are being performed. Technology has simplified many routine secretarial tasks, thereby making secretaries to assume new responsibilities in the office setting. Office automation is the use of self-regulating machines to execute office tasks formerly done manually or through semi-mechanical means.Office automation has changed the secretarialduties from the manual method to purely mechanized process.According to Olsgaard (1989), office automation involves the application of integrated information handling tools and methods to improve the productivity of people in an office operation. As such, office automation is the integrationof the computer application into the office tasks to make the work faster, easier and consistent. Spencer (1981) described office 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. To this end, a secretary who still wantsto be relevant at work must be prepared for the challenging tasks of automated office.

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

Chapter Summary

2.1
CONCEPTUAL FRAMEWORK

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.
Office Automation

Office automation refers to the use of electronic devices in office activities in order to increase efficiency. This increased efficiency is resulted by completion of information exchange inside office and between offices and their environment and finally could help to manager by provide better information ( Beheshtian, 1999). Office automation is a mechanism which aims to improve organization efficiency and productivity through use of effective and efficient management by utilizing electronic flow of correspondence in organization level , easy searching stored data, quick and timely response to client, removal of paper from administrative correspondence cycle, proper control over users, maintaining and recording data efficiently and improve communications within organization( Rahimian, 1998) , increase nonproductive activities like physical archiving of documents, maintaining records of operation in less volum, high safety and easy access, producing necessary report with different diagrams, decrease duties of office managers, typists and secretaries, possibility to telephone supervising on tasks and activities in any time , control over classified data, precision in doing operation and recording all affairs, removal of paper completely in performing work process, facility and speed in operation flow, high security in maintaining documents and possibility to rapid access them( Starifar, 1998). Regarding conducted researches in information technology, the first step is identification of office automation system that is very important. Today implementation of office automation in organizations and companies is one of the issues being considered especially in both academic and applied communities (Esmall & Yasin,2002). 

Automated Office Systems

A broad definition of office automation may include all use of computer technology to support the "knowledge worker"; this definition includes computer-aided graphics and design tools, decision support systems, and any use of personal computers for work-related tasks. In this paper a more narrow view of office automation has been taken, concentrating on the administrative component of an organization's functioning. We are concerned with the coactions and dissemination of information that prior to office automation was not supported by the organization's formal computer based information systems. A critical component of automated office systems under this focus is their communication functions; it has been suggested that communications technology is the most significant factor in redesign of organizations through office automation . The other major components to be considered here are text processing functions and personal applications supporting the administrative responsibilities of office workers. In the restricted definition, automated office systems are generally based on interactive workstations connected to a communications network. The workstations have intelligence and storage capabilities managed either through a central computer or distributed to the workstation themselves. Workstation functions may be tailored to different roles, e.g., managerial, professional, secretarial, or even to individuals. Each workstation would have some degree of functionality of three components: communications, text processing, and personal applications. Text processing capabilities of automated office systems are in common use today. The features that prepare, edit, and store text will in the future be augmented by the ability to fries documents electronically with cross-reference indexes and keyword searching. Equipment for automatic facsimile transmission and automatic phototypesetting is also available. Aids for interpersonal communication include any facilities for distribution of correspondence to an electronic "mailbox" of the recipient. The most common form of interpersonal communication is "electronic mail," where a user types a message at a workstation or computer terminal that sends it automatically to the mailbox. Upon transmission the message is immediately available to recipients. Store-and-forward message systems based on audio recording are also available. The significant feature of electronic mail and its audio counterparts is the asynchronous nature of communication. Both sender and recipient control the timing of their portion of the communication, thus eliminating the inefficiency of incomplete calls and minimizing the need for interruptions. Personal applications include the capability for streamlining individual administrative tasks and are used by individuals at their own discretion. Examples of personal applications are on-line calendar and scheduling programs which can be used to keep a record of an individual's schedule and, if feasible, compare schedules of multiple individuals in order to select meeting times. Reminder systems can be used for follow-up on previous messages, for reminders of appointments based on the automatic calendar, and for tracking project schedules. Personal contacts may be electronically fried with multiple reference indexes for retrieval in order to generate personal correspondence or obtain such information as telephone numbers. An important feature of automated office systems under this definition is easy accessibility. At a minimum, terminals or other access facilities should be readily available to "principals" (primarily, managers and professionals) and support staff. With the decreasing cost of electronic equipment, centralized office support facilities, which were motivated by economies of scale for equipment, should give way to an acceptance of the need for convenient access.

Automated Office Systems In The Organization

While the potential for office automation to improve office productivity appears compelling, such improvements will not accrue automatically. What is the appropriate strategy for implementing such systems? Designers emphasize clear objectives, proper planning, choosing an appropriate site for a prototype, eliciting the support and involvement of affected parties, etc. Given that automated office systems are successfully implemented in the organization, are productivity improvements assured? Even more important, how will the new systems affect patterns of work, individual and group interactions, and organizational structure? How will the organization of the future look given the new technology? Although there have been a number of major evaluations of the effects of automated office systems on office activities and communication patterns, little attention has been paid to its long-term effects on organizational functioning. The purpose of this paper is to consider some potential long-term organizational implications of office automation in order to can attention to the need for research to increase our understanding of the potential effects of the technology and alert practitioners to take a broad perspective when implementing these systems. Some possible effects of office automation components on the organization and its members are illustrated. The figure represents organizational characteristics affected by the successful implementation and integration of system components. The figure suggests that employee attitudes, management processes, interpersonal relations, interdepartmental relations, and organizational structure will be altered by automated office systems through intervening changes in the location and temporal definition of work, shifts in the mode and timing of communication, and changes in the work product itself. The descriptive model assumes that a certain level of system implementation and utilization has been achieved. The level of maturity of an automated office system may be considered to be a function of

-- the number of individuals with access to the system

 -- the number of organizational subgroups connected to the network

 -- the percentage of work accomplished through the system
A large number of individuals need to utilize the communications component of the system before the system will affect organizational communications pat terns. For instance, if one member of the target group of a communication does not have access to the system, other procedures need to be instituted to accommodate the exception. This reduces the overall effectiveness of communications substantially. An organizationally mature system is utilized across major organizational subgroups. For instance, the authors utilize an electronic mail system in a university for intradepartmental communications only. Although it is used extensively, under this definition it will not be a "mature" system until it is implemented in other academic departments and the Dean's Office. In general, several subgroups that are central to the organization's major workflow need to utilize the system before this criterion is met. The third determinant of system maturity is a minimum percentage of use by each organizational member on the system. Although an arbitrary definition in terms of time spent at a workstation, etc. is not very helpful, casual use for an occasional inquiry or demonstration clearly does not meet the criterion. Instead, it is assumed that after a period of utilization an individual will become more dependent on the automated office system. If access to the system is denied, the individual would be seriously hampered in performing his or her duties. The descriptive model shows classes of interacting effects of mature automated office systems. Although research to date has focused on the individual productivity of secretaries and clerical workers, little has been said about potential changes in role definitions or in quality of work life. Impacts on managerial workers are more difficult to determine, primarily because the work a manager does is it not well understood. Changes in communications may affect both the formal aspects of intragroup relations (such as managerial span of control) and informal social interaction among individuals. The locational and temporal definition of work may be altered, requiring that managers monitor and control employees remotely. Enhanced availability of communications paths across departmental boundaries may have significant impacts on interdepartmental relations. Ultimately, the goal of any intraorganizational change or intervention is improved organizational effectiveness; increased organizational flexibility in structure and processes are expected to contribute to this goal. This paper assumes what can best be termed a "sociotechnical" perspective of organizations, that is, social and technical-economic elements of the organization as a system interact to produce outcomes such as those predicted here. It is more representative of the views of "structural" and "human relations" perspectives of organizations, as described in, than a "class politics" view. A word should be said, however, about this latter perspective. The political view assumes that automation (in this case, of the office) implies a division of labor that leads to decreases in skill, knowledge, and worker control over activities. In this view, "The question for management is... not simply one of saving money through reducing the payroll, but clearly one of securing the maximum control over the labour process in pursuit of maximum profitability The political view is not totally ignored. We recognize that the way in which an automated office system is implemented may lead to such outcomes; however, automation itself does not necessarily reduce individual skills or control over work. The socio-technical perspective assumes that the tools of automation are neutral; the social, task, and structural factors combine with technical factors to influence the nature of the work activity.

SECRETARY

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

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

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

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

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

A secretary is a person, whose work consists of supporting management, including executives, using a variety of professional ethics and communication and organizational skills. Wordnet (2008) defines secretary as a person who assists a member of staff or top management level, and who undertakes a lot of administrative tasks for the smooth running of the office. This definition was confirmed by wikipedia (2008) where a secretary is seen as a person employed to write orders, letters, dispatch public or private papers, records and the like, an official scribe, one who attends to correspondence and transacts other business for an association, a public body, or an individual. A secretary is an indispensable element in achieving organizational goals. He serves as a memory bank in his organization, scrutinizes visitors so as to give the executive enough time to do some other office activities, keep records so as to prevent embracement and the lot of important document which could consequently have a negative effect to the organization.

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.

Effect Of Office Automation On Individual Secretaries

Where the first three propositions focused on the nature of work itself, the propositions in this section are concerned with how automated office systems, influenced by changes in the nature of work, affect individuals' attitudes toward their work. A recent report cites numerous studies of office workers showing that stress is a major problem in this work group. In particular, the report concludes that machine pacing of work, monotonous, repetitive work, and service work (responsibility for people rather than "things") are major sources of stress. Turner and Karasek identify four characteristics of task environments that affect operator performance and physical health for tasks requiring computer interaction: operator autonomy over control of the work, uncertainty about the system, changed task interdependencies, and overall workload. These characteristics have been identified as stress-related in white-collar jobs. Factors of the task environment specific to automated office systems might be the increased speed of communications with superiors and increased workload through having a greater number of principals to serve per secretary. As discussed under Proposition 3, the degree to which stress-related conditions are enhanced is highly dependent on the organization of the work activities to be supported by automated tools. Turner and Karasek present a number of suggestions for design of systems to decrease stress and improve performance, many of which pertain directly to office automation. It is expected that there will be little or no increase in role overload or stress for professionals or managers as a result of automated office systems. For managerial workers, one can expect greater time pressures to respond to electronic memoranda that previously would have been typed and transmitted by mail. However, to the extent that electronic mail replaces phone messages, the manager has the opportunity to think and respond to a message without having to react immediately on the telephone. Thus, the advantage of the greater transmission speed combined with the ability to defer reading as well as answering messages should result in greater control over daily interaction when electronic systems substitute for some face-to-face communications Evidence from research on job satisfaction shows that greater satisfaction and higher perceived status can result from increasing the task variety, skill requirements, and direct feedback of a job. If the task environment is organized appropriately, the training involved in the use of automated office systems can represent an upgrading of skills, increased status, and job enrichment for clerical and secretarial workers. Those jobs such as filing that are typically considered the most boring and repetitive can be incorporated into other jobs and eventually disappear altogether. In the long run, the function of "information specialist" can provide not only an upgrading of skills, but greater opportunity for advancement and increased responsibility. It is conceivable that administrative work will be a significant organizational function with a hierarchy of authority and career paths that do not exist for the typical administrative worker today. The potential for a negative impact on the status and job satisfaction of clerical and secretarial workers also exists, especially if poor work designs accompany the new systems. Examples exist of centralized word processing systems where secretaries who had previously gained status and satisfaction from support of a particular manager were reduced to membership in glorified "typing pools" and experienced decreases in status and satisfaction with the work Automated office systems can be designed to either enhance or decrease the perceived status and job satisfaction of affected employees. The automated systems are themselves basically neutral; their implementation provides the opportunity to consider perceived status and job satisfaction in the redesign of the tasks they are to support. The majority of tasks performed by professionals in an organization are project-oriented with relatively longterm deadlines. Many professional functions are supported by computer and communications technology. This proposition is based on the premise that given the nature of their work, many professionals can work in relative isolation from the organizational environment for at least some period of time. While it may be very attractive to a professional to work at home several days a week in relative "peace and quiet," for instance, it is conceivable that such work patterns could discourage organizational commitment and encourage professional autonomy. Such a shift could be very dysfunctional to the organization overall and may also be dysfunctional to individuals; lack of visibility, for instance, may negatively affect their chances of promotion  

Effects Of Office Automation On Organizational Communications

The next four propositions are concerned with the quality of most forms of communication of a work related nature. It is expected that use of communications functions, primarily electronic mail, will increase the efficiency of communication through the substitution of electronic memos for telephone communications and written memos. Electronic messages are fast and accurate; they require fewer media transformations than written memos. One effect of electronic mail substituting for telephone communications is reduced "shadow functions", the unpredictable, time-consuming, but "unproductive" activities associated with a telephone call such as a busy signal, the called party being out of the office, or a bad connection. Another mechanism for improving the efficiency of managerial time is "message queuing. A telephone call often interrupts something else that a manager is doing, causing "wait" and "recycle" time before the original activity is resumed. Electronic mail messages, unlike telephone calls, can be "queued" until the recipient finds the appropriate time to handle them. It is relatively clear that a communications function such as electronic mail can provide a direct substitute for some forms of face-to-face communication. What is less obvious is the effect of removing verbal or face-to-face contact on the quality of a communication. At least one study has shown that the average time required to solve structured logic problems requiring direct communication was less with voice communication than with any other mode (handwriting, typewriter, video) or combination of modes without voice. There was no significant difference between full face-to-face communication and audio-only. On the other hand, studies of the mechanics of interaction in problem-solving have consistently failed to show a significant difference in the quality of the solution with variations in communication mode. The effects of altering the mode of communication on task performance need to be examined in each context before major changes are instituted. While the quality of solution may not decrease, other factors such as the time to reach a solution, the social reinforcement provided by face-to-face contact, and pressure to conform or change one's attitudes may be important in given situations. In general, it is expected that the effects of altering the mode of communication will be more pronounced as one moves on a continuum from structured, task-oriented messages to bargaining or negotiation-type problems, where the messages contain highly subjective material It is expected that while the total volume of communications may increase because of the ease of transmiring messages, automated office systems will alter the mode and circumstances under which this communication takes place. At least two studies have shown a net increase in volume of communications as a result of automated office systems. Another study showed an increase in the volume of communications among researchers in dispersed locations as a result of the use of computerized conferencing. Although the amount of interdepartmental communications depends on the structure of the organization, interdepartmental relations, and the nature of task activities, the existence of an electronic mail system or similar communications functions should facilitate communications among departments. However, during the interim period before all organizational units utilize the system or if some units resist using it, there may be decreased efficiency of operations related to that unit due to lack of complete information. 

Effect Of Automation On Management Processes

There are a number of ways that office automation technology can affect superior-subordinate relationships. Some are direct effects of the technology itself, others are indirect effects mediated by changes in the physical and temporal nature of work Argyris has predicted that information systems and operations research tend to increase the rationality of the manager's job. Automated office systems have the capability to contribute to increased rationality. Following the arguments of Argyris, automated office systems could result in fewer private information systems and less individual discretion in accepting information. Also, one would expect less intentional withholding of information because of the ease of communications. Messages can be transmitted accurately through many individuals and many levels, resulting in less filtering and less distortion of information received by higher management levels. This effect could be personally threatening or disadvantageous for subordinates in situations where they fred it desirable to distort or block upward communications. The number of options open to managers for coping with excessive rationality in the organization or for defending themselves against perceived threats from others could be reduced. A question frequently raised regarding remote work is how does a manager monitor and control work that is performed out of sight? The answer to this question is highly dependent on the nature of the work being performed. For clerical tasks that can be defined in terms of output, there may be a return to the concept of "piece rates." Much professional work has objectives and milestones defined in terms of "deliverables"; the challenge is to define equitable deliverables within a realistic time frame. Jobs whose controls are defined in terms of process rather than output may simply not be good candidates for remote work. Perhaps a more significant problem is the adjustment in personal management style that would be required to manage remote work. Many managers do not feel comfortable supervising employees they cannot see; regardless of the employee's personal preference or the nature of the task, a job is probably not a good candidate for remote work if the manager does not feel comfortable with the arrangement. Increasing efficiency of communications and other office functions should result in greater free time for a manager. Although it can be argued that a manager can make use of that time to make "higher quality decisions," this benefit is difficult to quantify. On the other hand, increasing the number of subordinates reporting to a manager has the distinct advantage of being quantifiable in terms of a reduction in the total number of managers required. Because of this advantage, some companies have cited increasing span of control as a direct goal of implementation of their automated office systems. If reorganization occurs parallel to the implementation of automated office systems, the increased load on the manager can provide an incentive to utilize the new technology to improve efficiency.

2.2 THEORETICAL FRAMEWORK

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.

2.4 CHAPTER SUMMARY

In this study, the researcher gathered the thoughts and opinions of a number of writers and academics on the concept of information and communication technology, office automation, automated office systems, automated office systems in the organization, secretary, effect of office automation on individual secretaries, effects of office automation on organizational communications etc. As a result, the conceptual, theoretical, and empirical criteria of this chapter have been met.
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 impact of automation on the performance of secretaries using West African Examination Council (WAEC) Enugu State as case study. Hence, the population of the study comprises but limited to secretaries and administrative staff in West African Examination Council (WAEC) Enugu 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 all the entire secretaries and administrative staff in West African Examination Council (WAEC) Enugu State, the researcher conveniently selected 35 respondents 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. While the hypothesis were tested using Chi-square statistical tool.
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 five (35) questionnaires were administered to respondents of which  all were returned and validated.  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 35 was calculated for this study. A total of 35 responses were received and all were validated. For this study a total of 35 was used for the analysis.

Table 4.2: Demographic data of respondents

	Demographic information
	Frequency
	percent

	Gender
Male
	
	

	
	15
	42.86%

	Female
	20
	57.14%

	Age
	
	

	20-30
	06
	17.14%

	30-40
	18
	51.43%

	41-50
	11
	31.43%

	51+
	0
	0%

	Education
	
	

	HND/BSC
	18
	68.57%

	MASTERS
	12
	17.14%

	PHD
	05
	14.29%

	Work-Duration
	
	

	1-3 years
	15
	42.86%

	4-6 years
	17
	48.57%

	7 years and above
	03
	8.57%


Source: Field Survey, 2021

4.2
TEST OF HYPOTHESES

H01: The use of automated office equipment does not aid secretaries to effectively manage their job role in the organization.

H02: Office automation does not increase the productivity of secretaries in the organization.

H03: The use of automated equipment does not influence secretaries in-job effectiveness and efficiency.

Hypothesis One

Table 4.3:  The use of automated office equipment does not aid secretaries to effectively manage their job role in the organization.
	Options
	Fo
	Fe
	Fo - Fe
	(Fo - Fe)2
	(Fo˗-Fe)2/Fe

	Yes
	22
	11.66
	10.34
	106.92
	9.17

	No
	07
	11.66
	-4.66
	21.72
	1.86

	Undecided
	06
	11.66
	-5.66
	32.04
	2.75

	Total
	35
	35
	
	
	13.78


Source: Extract from Contingency Table




Degree of freedom = (r-1) (c-1)






(3-1) (2-1)






(2)  (1)






 = 2

At 0.05 significant level and at a calculated degree of freedom, the critical table value is 5.991.

Findings

The calculated X2 = 13.78 and is greater than the table value of X2 at 0.05 significant level which is 5.991.
Decision

Since the X2 calculated value is greater than the critical table value that is 13.78 is greater than 5.991, the Null hypothesis is rejected and the alternative hypothesis which states that the use of automated office equipment aids secretaries to effectively manage their job role in the organization  is accepted.

Hypothesis Two

Table 4.4:  Office automation does not increase the productivity of secretaries in the organization.
	Options
	Fo
	Fe
	Fo - Fe
	(Fo - Fe)2
	(Fo˗-Fe)2/Fe

	Yes
	20
	11.66
	8.34
	69.56
	5.97

	No
	10
	11.66
	-1.66
	2.76
	0.24

	Undecided
	05
	11.66
	-6.66
	44.36
	3.80

	Total
	35
	35
	
	
	10.01


Source: Extract from Contingency Table




Degree of freedom = (r-1) (c-1)






(3-1) (2-1)






(2)  (1)






 = 2

At 0.05 significant level and at a calculated degree of freedom, the critical table value is 5.991.

Findings

The calculated X2 = 10.01 and is greater than the table value of X2 at 0.05 significant level which is 5.991.
Decision

Since the X2 calculated value is greater than the critical table value that is 10.01 is greater than 5.991, the Null hypothesis is rejected and the alternative hypothesis which states that office automation increases the productivity of secretaries in the organization  is accepted.

Hypothesis Three

Table 4.5:  The use of automated equipment does not influence secretaries in-job effectiveness and efficiency.
	Options
	Fo
	Fe
	Fo - Fe
	(Fo - Fe)2
	(Fo˗-Fe)2/Fe

	Yes
	17
	11.66
	5.34
	28.52
	2.45

	No
	13
	11.66
	1.34
	1.8
	0.15

	Undecided
	05
	11.66
	-6.66
	44.36
	3.80

	Total
	35
	35
	
	
	6.4


Source: Extract from Contingency Table




Degree of freedom = (r-1) (c-1)






(3-1) (2-1)






(2)  (1)






 = 2

At 0.05 significant level and at a calculated degree of freedom, the critical table value is 5.991.

Findings

The calculated X2 = 6.4 and is greater than the table value of X2 at 0.05 significant level which is 5.991.
Decision

Since the X2 calculated value is greater than the critical table value that is 6.4 is greater than 5.991, the Null hypothesis is rejected and the alternative hypothesis which states that the use of automated equipment influences secretaries in-job effectiveness and efficiency  is accepted.
CHAPTER FIVE

SUMMARY, CONCLUSIONS AND RECOMMENDATIONS:

5.1 Introduction

This chapter summarizes the findings on the impact of automation on the performance of secretaries using West African Examination Council (WAEC) 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 impact of automation on the performance of secretaries using West African Examination Council (WAEC) Enugu State as case study. The study is was specifically carried out to; determine if the use of automation equipment aid secretaries to effectively manage their job role in the organization, ascertain if office automation increases the productivity of secretaries in the organization, ascertain if the use of automated equipment influences secretaries in-job effectiveness and efficiency, and identify the challenges that impedes the adoption and use of automated office equipment in an organization.
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 and administrative staff in West African Examination Council (WAEC) Enugu State.
5.3 Conclusions

Based on the findings of this study, the researcher concluded that;
The use of automated office equipment aids secretaries to effectively manage their job role in the organization.

Office automation increases the productivity of secretaries in the organization.

The use of automated equipment influences secretaries in-job effectiveness and efficiency.

5.4 Recommendations
Based on the findings of the study, the following recommendations are proffered.

Secretaries should attend seminars, conferences and workshops to develop them in the areas of information technologies and Microsoft office packages. 

The organization should organize in-service training for the secretaries to teach them newly automated machines. Institutions of higher learning should also train the would-be secretaries, practically-oriented courses using the modern office technologies. 

Employers of labour should engage secretaries that are vast with ICT competencies and skills in order to achieve administrative effectiveness in the organisation.
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APPENDIXE

QUESTIONNAIRE

PLEASE TICK [√] YOUR MOST PREFERRED CHOICE(s) ON A QUESTION OF YOUR CHOICE

SECTION A

PERSONAL INFORMATION

1. Gender

Male

[  ]


Female 
[  ]

Age

20-30
[  ]
30-40
[  ]
41-50
[  ]
51+
[  ]
Education

WAEC

[  ]
HND/BSC
[  ]
MASTERS
[  ]
PHD

[  ]
Marital Status

Married
[  ]
Separated
[  ]
Divorced
[  ]
Widowed
[  ]

Work-Duration 

1-3 years


[  ]

4-6 years


[  ]

7 years and above

[  ]

SECTION B

Question 1: Does office automation influence secretaries?

	Options
	Please Tick

	yes
	

	No
	

	Undecided
	


Question 2: Does secretaries now depend on automation equipment?

	Options
	Please Tick

	yes
	

	No
	

	Undecided
	


Question 3: Does the use of automated office equipment aid secretaries to effectively manage their job role in the organization?

	Options
	Please Tick

	yes
	

	No
	

	Undecided
	


Question 4: Does office automation increase the productivity of secretaries in the organization?

	Options
	Please Tick

	yes
	

	No
	

	Undecided
	


Question 5: Does the use of automated equipment influence secretaries in-job effectiveness and efficiency?

	Options
	Please Tick

	yes
	

	No
	

	Undecided
	


