THE IMPACT OF INTERNET SOFTWARE PACKAGES TO THE MODERN SECRETARY



ABSTRACT
This study is aimed at investigating the impact of the internet software packages to the modern secretary with particular emphasis on three selected organization in Kaduna Metropolis. Four research questions were presented out of the objectives and established for the study. A review of related literature was embarked upon. The population and sample size of the study was 120, the instrument used for the collection of data was the questionnaire and researchers observation. The question was designed for secretaries, executives and subordinate. A total of 120 copies of questionnaires were administered to the respondents and all the copies were returned for the analysis, four research questions were formulated to generate answer. Based on the data analyzed the findings, it was stated that the internet helps secretary to perform his/her function and duty effectively and efficiently in an organization.
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CHAPTER ONE
INTRODUCTION
1.1    Background of the Study
[bookmark: _GoBack]The internet began as an experiment by the United States department of defense in the 1960s to help scientist and researchers from widely diereses areas work together by sharing scarce and expensive computer and their files. This goals required the creation of a set of connected network that would act as a co-ordinate whole.
According to Mborun (2007) the internet an the world wide web and its development technology as we have it today are contribution of scientist student and researchers each contribution at different time as the need arises.
In July 199, Learnard Kleinrock of Massachusetts Institute to technology (M.I.T.) http//www.mit.edu. published the first paper on packet swathing which is a technology that breaks up data into bits to enable it travel trough witching commuter network. The idea of packet switching was to allow more users to send text message over computer network.
Then in 1992 JCR Licklider presented his idea about Galelcltic network. This involves a global collection of computer in a huge net work so that  each one could acess the data and programmes of others. This earned MLiklier the headship of the Defence Academic Researcher projects Agency. His mission according to a report was to maintain its technological superiority over her enemies in the impending cold war. From then on the idea of network computer for information sharing became important.
Also between 1967 and 1969 Learnard Klerrock idea of packet switching and JCR Lcklider Defence Advance Research project agency network net was on and running of this brought about computer network, capable of sending and receiving packet. The base line of these introductory problems this makes us understand that the internet as we have it today was in the womb of the intelligence military exigencies. This however an internet communication system.
In the resulting internet the responsible of message routing was this spread throughout the network instead of being centered in one location by the early 90s past of the network had evolved in to the publicity assessable internet in large part the internet now over two decades old has grown in popularity because of the use of browser.


1.2    Statement of the Problems
In today business world organization are becoming increasing concerned with high productivity of its employers. In order for private and public business organizations to achieve these objectives. Business organization are being connected to internet resources for the effective performance of the secretary. The secretary had many things to offer more than being an assistance to an executive processing without direct supervision who display initiative exercise judgment and make decision within the scope of his/her authority. This task of a secretary being on many computer illiterate secretary it is worth mentioning that as more internet resource in the office are introduced the more demand for qualified computer literate secretary.
Employers need secretaries who are skilled and computer knowledge and knowledge in computer. There are hardly any advancement of secretaries that does not ask for computer literate.
But employers complain that it is difficult to find secretaries with the skill urgently need for business survival and growth. This limits the employed opportunities for some secretaries


1.3    Purpose of the Study
The main purpose of the study is to find out the impact of internet software packages to the modern secretaries.
1. To know the extent the internet had aid the efficiency and effectiveness of operations in an organization.
2. To know how the internet software packages help in widening the scope and knowledge of the secretary.
3. To ascertain how organizations benefit from the internet software package.
4. To ascertain how relevant the internet software packages is to the modern secretary.

1.4    Research Questions
In order to make an implicit work and to help in the analysis of the impact of software packages to the modern secretaries the researchers frames these research questions base, of the objectives of the study.
1. What extent has the internet aid the efficiency and effectiveness of operations in an organization?
2. Has the internet help in widening the scope and knowledge of the secretary?
3. How does the organization benefit from the internet?
4. How relevant is the internet software packages to the secretary?
1.5    Significance of the Study
The study will be of great significance to the colleges of education, polytechnic and university which are the procedures of a secretary. It will enable it structure its programme to provide student with adequate need skills for good secretary of the 21stcentury.
It will help secretaries to know the latest internet packages available in the area of employment opportunities and reduce the employment problems on guaranteed secretaries it will also help employers to understand the competence of secretaries on graduation.
To help bring improving in productivity of the business organization as they connection to the internet world. It will also enable employers to design and packages an appropriate training progamme that will assist them to perform well on the job. Academicians and researchers who may wish to explore this area of study will further use it.


1.6    Scope and Limitation of the Study
This study was carried out on some selected organization in Kaduna Metropolis. The researchers decided to limit this study to the areas because of the travelling to other institution outside Kaduna and more importantly, the difficulty of combining the study with classwork.

1.7    Definition of Terms
1. Title bar: the title bar displays the name of the software being in use an hours. The minimize, maximize and close buttons; it changes it title as you switch between web pages.
2. Menu bar: the menu bar displays all of the internet explorer menus, files edit view favourites tools and help with these you change your browser setting saves or print web pages and get help solving technical problem with the software.
3. Tool bar: the tool bar house all of the control button with which you navigate the net with these button you can g back or forward a page stop a page or reloading it, go back to your home page search the net or ad an address to your browser.
4. Address window: this is one important bar it is where key in the name of the websites address or internet destination that you want to go it will usually being with http//www although some time the www bit is not there most modern browser already have the http// sectin store by starting with www. It also has a packet (v) by it side the picker is used when you want to search for the site to visit.
5. Pull down menu: click this button and a cop down menu appears showing the address if the sites you can click any of these items act as short cuts and return you directly to the chosen site.
6. Go bottom: click this once you have typed in a web address and you will go to that page. You can press the return key instead.
7. Scroll bar: you use this to scroll up and down through pages of the web site by clicking and dragging it with your mouse.
8. Browser Window: The browser window contains the contents of the pages that you are looking at the middle of the window, and there will usually be links to other pages within that site or to other websites.
9. Link: Some text or pictures on a web page are liked to relevant sites on the Net (the cursor, changes to appoint hand over link).


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

2.1    The Background of Internet
The Internet (or internet) is the global system of interconnected computer networks that uses the Internet protocol suite (TCP/IP) to communicate between networks and devices. It is a network of networks that consists of private, public, academic, business, and government networks of local to global scope, linked by a broad array of electronic, wireless, and optical networking technologies. The Internet carries a vast range of information resources and services, such as the inter-linked hypertext documents and applications of the World Wide Web (WWW), electronic mail, telephony, and file sharing.
The origins of the Internet date back to the development of packet switching and research commissioned by the United States Department of Defense in the 1960s to enable time-sharing of computers.[1] The primary precursor network, the ARPANET, initially served as a backbone for interconnection of regional academic and military networks in the 1970s. The funding of the National Science Foundation Network as a new backbone in the 1980s, as well as private funding for other commercial extensions, led to worldwide participation in the development of new networking technologies, and the merger of many networks. The linking of commercial networks and enterprises by the early 1990s marked the beginning of the transition to the modern Internet, and generated a sustained exponential growth as generations of institutional, personal, and mobile computers were connected to the network. Although the Internet was widely used by academia in the 1980s, commercialization incorporated its services and technologies into virtually every aspect of modern life.
Most traditional communication media, including telephony, radio, television, paper mail and newspapers are reshaped, redefined, or even bypassed by the Internet, giving birth to new services such as email, Internet telephony, Internet television, online music, digital newspapers, and video streaming websites. Newspaper, book, and other print publishing are adapting to website technology, or are reshaped into blogging, web feeds and online news aggregators. The Internet has enabled and accelerated new forms of personal interactions through instant messaging, Internet forums, and social networking. Online shopping has grown exponentially for major retailers, small businesses, and entrepreneurs, as it enables firms to extend their "brick and mortar" presence to serve a larger market or even sell goods and services entirely online. Business-to-business and financial services on the Internet affect supply chains across entire industries.
The Internet has no single centralized governance in either technological implementation or policies for access and usage; each constituent network sets its own policies. The overreaching definitions of the two principal name spaces in the Internet, the Internet Protocol address (IP address) space and the Domain Name System (DNS), are directed by a maintainer organization, the Internet Corporation for Assigned Names and Numbers (ICANN). The technical underpinning and standardization of the core protocols is an activity of the Internet Engineering Task Force (IETF), a non-profit organization of loosely affiliated international participants that anyone may associate with by contributing technical expertise. In November 2006, the Internet was included on USA Today's list of New Seven Wonders. 

2.2    Internet Resources
Internet resource is anything that can be obtained from the World Wide Web. Some examples are web pages, email, information from databases, and web services. Web resources have changed since the Internet was first created. The early concept was of static (non moving) files or documents. The meaning of the term now has a wider use to include nearly everything that can be obtained via the Internet. Uniform resource locators or URLs, are used to identify a resource on the web.
Search Engine
A search engine is a software system that is designed to carry out web searches (Internet searches), which means to search the World Wide Web in a systematic way for particular information specified in a textual web search query. The search results are generally presented in a line of results, often referred to as search engine results pages (SERPs). The information may be a mix of links to web pages, images, videos, infographics, articles, research papers, and other types of files. Some search engines also mine data available in databases or open directories. Unlike web directories, which are maintained only by human editors, search engines also maintain real-time information by running an algorithm on a web crawler. Internet content that is not capable of being searched by a web search engine is generally described as the deep web.
Electronic Mail
Electronic mail (email or e-mail) is a method of exchanging messages ("mail") between people using electronic devices. Email entered limited use in the 1960s, but users could only send to users of the same computer, and some early email systems required the author and the recipient to both be online simultaneously, similar to instant messaging. Ray Tomlinson is credited as the inventor of email; in 1971, he developed the first system able to send mail between users on different hosts across the ARPANET, using the @ sign to link the user name with a destination server. By the mid-1970s, this was the form recognized as email.
Email operates across computer networks, primarily the Internet. Today's email systems are based on a store-and-forward model. Email servers accept, forward, deliver, and store messages. Neither the users nor their computers are required to be online simultaneously; they need to connect, typically to a mail server or a webmail interface to send or receive messages or download it.
Originally an ASCII text-only communications medium, Internet email was extended by Multipurpose Internet Mail Extensions (MIME) to carry text in other character sets and multimedia content attachments. International email, with internationalized email addresses using UTF-8, is standardized but not widely adopted.
WWW
The World Wide Web (WWW), commonly known as the Web, is an information system where documents and other web resources are identified by Uniform Resource Locators (URLs, such as https://example.com/), which may be interlinked by hypertext, and are accessible over the Internet. The resources of the Web are transferred via the Hypertext Transfer Protocol (HTTP) and may be accessed by users by a software application called a web browser and are published by a software application called a web server. The World Wide Web is not synonymous with the Internet, which pre-existed the Web in some form by over two decades and upon whose technologies the Web is built.
English scientist Tim Berners-Lee invented the World Wide Web in 1989. He wrote the first web browser in 1990 while employed at CERN near Geneva, Switzerland.[3][4] The browser was released outside CERN to other research institutions starting in January 1991, and then to the general public in August 1991. The World Wide Web has been central to the development of the Information Age, and is the primary tool billions of people use to interact on the Internet. 
Web resources may be any type of downloaded media, but web pages are hypertext documents formatted in Hypertext Markup Language (HTML). Special HTML syntax displays embedded hyperlinks with URLs which permits users to navigate to other web resources. In addition to text, web pages may contain references to images, video, audio, and software components which are either displayed or internally executed in the user's web browser to render pages or streams of multimedia content.
Multiple web resources with a common theme and usually a common domain name, make up a website. Websites are stored in computers that are running a web server, which is a program that responds to requests made over the Internet from web browsers running on a user's computer. Website content can be provided by a publisher, or interactively from user-generated content. Websites are provided for a myriad of informative, entertainment, commercial, and governmental reasons.

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:
i. 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.


The Functions of a Secretary 

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

Administrative Functions of Secretary

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

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

Personnel Functions of a Secretary

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

Secretary relieves his employer the task of determining the organizational staff strength due to the fact that he controls skills inventory, he does manpower forecasting (junior staff) and arrange for the staff selection and assign job schedules. Bashar (2007) stated that skill inventory by a secretary are the assessment of personnel currently within the organization by using skill inventory data card. This determines the staff strengths or otherwise of the organization.
On the other hand, he states that manpower forecasting by a secretary is concerned with the determination of manpower needs of the organization. The secretary through this process, estimates the number and types of junior staff currently on the payroll who will be available in the future (that is taking note of retirement, possible death and other opportunities in the environment); and determining the number of staff that would be recruited externally.
A mail service in form of incoming and outgoing mails is another important personnel role of a secretary. Ikelegbe and Miller (2011) opined that secretary must be conversant with the rules of incoming mails/correspondences, rules/procedures for outgoing mails and ability to compose replies on behalf of their executives on any matter. This office function saves the executive/boss time and lifts the goodwill of the organization.

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

Records Keeping Functions

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

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

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

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

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

As a result of modernization in office routine, secretary is expected to develop a meeting “minute template”. May (2007) described meeting “minute template” as a sort of a standardized minute content used in retrieving information and helping to reduce error. He maintained that it has three sections as follows: 
i. Logistics: includes date, time, list of those present and absent, name of the meeting chair and recorder of the minutes; 
ii. Minutes: a place where the actual minutes are noted. 
iii. Actions : completed as the minutes are written and includes a list of the actions committed to during the meeting with columns for actions to be taken, persons responsible, time lines and dates completed.

Every organization needs a secretary who is committed, determined and courageous due to the fact that record keeping is a tedious work. The secretary must have a good writing, note-taking, summarizing and public speaking skills as well as some knowledge of procedures. Kauchal (2006) maintained that secretaries are responsible for ensuring the following record keeping tasks:
a) Keeping an accurate set of minutes of each meeting in the records of the organization.
b) Keeping an up-to-date membership list.
c) Keeping a list of all committees and members.
d) Handling the organization’s correspondence, distributing minutes to members and notifying them of coming meeting.
e) Keeping necessary files for the organization’s archives

Human Relations Functions

Ahukannah and Ugoji (2009) defined human relations as the relationship which subsists among people employed and working in an organization. A human relation depicts the formal and informal activities and relationships resulting from the interaction of two or more people in an organization. It determines the degree of team spirit among workers.
	
 A secretary must be conversant and apply human relations in carrying out his duties due to its importance as advocated by Ahukannah and Ekelegbe (2008) that human relations promotes team spirit and serves as an important tool for harmony and a great source of strength to the organization.  It enhances staff motivation resulting in high productivity. It also creates and sustains job satisfaction thereby reducing absenteeism, truancy and inefficiency and promotes discipline among staff and checks conflicts. Secretary must maintain good human relations with his executive/boss, with other executives, with colleagues and with other employees.

2.3    Internet Software Packages and Its Impact to Modern Secretary
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. 
The computer 
Everybody knows what a computer is. It can simply be defined as an accurate electronic device that performs calculations and processes information at great speed. 
Computers come in different sizes, shapes, capacities, etc. We have desktops, laptops, and palmtops. The computer is used in medicine, engineering, architecture, education, banking, etc. 

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

Fax Machine 
Just like the telephones, the fax machine transmits information, but in text or document format
Internet (www, e-mail, search engine, etc.)
This is an intangible facility on the computer. WWW stands for worldwide web and it is a collection of information in multimedia form on the internet. This information is stored at locations, called websites, in the form of web pages. Websites are an effective way of distributing information, such as advertisements, technical information, comments, ideas, etc. Other applications on the internet are chatting for simultaneous communication between people and the use of a web camera for seeing while chatting. Search engines like Google, yahoo, msn, etc. are used to find information on the internet – looking through millions of sources all over the world
Teleconferencing 
This facility, usually embedded in the telephone technology, allows more than two people to communicate via phone at the same time using internet. 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. 

Summary of the Advantages of Internet Resources 
· 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. 
2.4    Summary
In this review the researcher has sampled the opinions and views of several authors and scholars on the impact of internet software packages to the modern secretary. The chapter has made clear that internet software packages to the modern secretary. In this chapter also, the researcher has been able to review some literatures. This chapter is thus fulfilled the conceptual requirements.



CHAPTER THREE
RESEARCH METHODOLOGY
3.1	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.
3.2	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 internet software packages to the modern secretary in selected organizations in Kaduna Metropolis. The secretaries, executives and subordinates from five (5) selected organizations in Kaduna Metropolis form the population of the study.
The five (5) selected organizations for this study are:
Godtime Fuelless Technology ltd
Equinoxx Power Engineering Ltd
Butterfly Mobilya Furniture Ltd
Market Merchant Ng
Alege Scientific Limited (ASL)
3.3	SAMPLE SIZE DETERMINATION
A study sample is simply a systematic selected part of a population that infers its result on the population. In essence, it is that part of a whole that represents the whole and its members share characteristics in like similitude (Udoyen, 2019). In this study, the researcher adopted the simple random sampling (srs.) method to determine the sample size. 
3.4	SAMPLE SIZE SELECTION TECHNIQUE AND PROCEDURE
The Taro Yamane (1967:886) provides a simplified formula to calculate sample sizes.
Assumption
95% confidence level 
 P = .5
[image: ]
n= 250/1+250 (0.05)2
n= 250/1+250 (0.0025)
n= 250/1+5.5
n=120
Therefore, for this study, the sample size is 120
3.5	SOURCES OF DATA COLLECTION
The research instrument used in this study is the questionnaire. A 10 minutes survey containing 19 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.
3.6	METHOD OF DATA ANALYSIS
The responses were analysed using the frequency tables, which provided answers to the research questions. 
3.7	VALIDITY AND RELIABILITY OF THE STUDY
The reliability and validity of the research instrument was determined. The Pearson Correlation Coefficient was used to determine the reliability of the instrument. A co-efficient value of 0.68 indicated that the research instrument was relatively reliable. According to (Taber, 2017) the range of a reasonable reliability is between 0.67 and 0.87.


CHAPTER FOUR
DATA PRESENTATION, ANALYSIS AND INTERPRETATION
Table 4.2: Demographic data of respondents
	Demographic information
	Frequency
	percent

	Gender
Male
	
	

	
	80
	78%

	Female
	40
	22%

	Religion
	
	

	Christian
	25
	10%

	Muslim
	195
	90%

	Age
	
	

	20-25
	40
	34%

	25-30
	57
	48%

	30+
	43
	17%


Source: Field Survey, 2020
4.2	ANSWERING RESEARCH QUESTIONS
Question 1: To what extent do you think internet has aid the efficiency and effectiveness of operations in your organization?
Table 4.2:  Respondent on question 1
	Options
	Frequency
	Percentage

	Very High Extent
	120
	100

	High Extent
	0
	0

	Very Low Extent
	0
	

	Low Extent
	0
	

	Total
	120
	100


Field Survey, 2020
From the responses obtained as expressed in the table 4.2 above, All the respondents constituting 100% of the population said that internet has aided the efficiency and effectiveness of operations in the organization to a very high extent. There was no record of no.

Question 2: Do you think the internet has helped in widening the scope and knowledge of the secretary?
Table 4.3:  Respondent on question 2
	Options
	Frequency
	Percentage

	Yes
	120
	100

	No
	0
	0

	Total
	120
	100


Field Survey, 2020
From the responses obtained as expressed in the table 4.3 above, All the respondents constituting 100% of the population agree that internet has helped in widening the scope and knowledge of the secretary. There was no record of no.

Question 3: Do you think your organization benefit from the internet?
Table 4.4:  Respondent on question 3
	Options
	Frequency
	Percentage

	Yes
	120
	100

	No
	0
	0

	Total
	120
	100


Field Survey, 2020
From the responses obtained as expressed in the table 4.4 above, All the respondents constituting 100% of the population agree that their organization benefit from the internet. There was no record of no.

Question 4: To what extent do you think internet software packages is relevant to the secretary?
Table 4.5:  Respondent on question 5
	Options
	Frequency
	Percentage

	Very High Extent
	120
	100

	High Extent
	0
	0

	Very Low Extent
	0
	

	Low Extent
	0
	

	Total
	120
	100


Field Survey, 2020
From the responses obtained as expressed in the table 4.2 above, All the respondents constituting 100% of the population said that internet software packages is of very high relevant to the secretary. There was no record of no.

MAJOR FINDINGS
From the analysis conducted, the following findings were made:
From the responses obtained as expressed in the table 4.2, All the respondents constituting 100% of the population said that internet has aided the efficiency and effectiveness of operations in the organization to a very high extent.
From the responses obtained as expressed in the table 4.3, All the respondents constituting 100% of the population agree that internet has helped in widening the scope and knowledge of the secretary.
From the responses obtained as expressed in the table 4.4, All the respondents constituting 100% of the population agree that their organization benefit from the internet.
From the responses obtained as expressed in the table 4.2, All the respondents constituting 100% of the population said that internet software packages is of very high relevant to the secretary.



CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	SUMMARY
In this study, our focus was to examine the impact of internet software packages to the modern secretary. The study specifically was aimed at ascertaining the extent internet has aid the efficiency and effectiveness of operations in the organization. 
The study adopted the survey research design and randomly enrolled participants in the study. A total of 120 responses were validated from the five (5) enrolled organizations in  Kaduna Metropolis.
The findings revealed that internet has aid the efficiency and effectiveness of operations in an organization.

5.2	CONCLUSION
From the responses obtained as expressed in the chapter four analysis, shows that internet has aided the efficiency and effectiveness of operations in the organization to a very high extent.
Internet has helped in widening the scope and knowledge of the secretary.
Organization benefit from the internet, internet software packages is of very high relevant to the secretary.

5.3	RECOMMENDATIONS
Organizations should invest more in internet software and train their secretaries and executives to use them very well for the good of the organization since it aid the efficiency and effectiveness of operations in any organization and its makes work easy for the secretaries in carrying out their duties.
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APPENDIX
QUESTIONNAIRE
PLEASE TICK [√] YOUR MOST PREFERRED CHOICE (s) 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)
Position
Position 1	[  ]
Position2	[  ]
Position3	[  ]
Position4	[  ]
Marital Status
Single	[  ]
Married [  ]
Separated [  ]
Widowed [  ]
Duration of Service
0-2 years [  ]
2-5 years [  ]
5 and above [  ]
Section B
To what extent do you think internet has aid the efficiency and effectiveness of operations in your organization?
	Options
	Frequency

	Very High Extent
	

	High Extent
	

	Very Low Extent
	

	Low Extent
	



Do you think the internet has helped in widening the scope and knowledge of the secretary?

	Options
	Frequency

	Yes
	

	No
	



Do you think your organization benefit from the internet?
	Options
	Frequency

	Yes
	120

	No
	0



To what extent do you think internet software packages is relevant to the secretary?
	Options
	Frequency

	Very High Extent
	

	High Extent
	

	Very Low Extent
	

	Low Extent
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