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ABSTRACT
The study examined the impact of modern office machines on secretaries using Ministry of Education Accra Metropolis as case study.
The study employed the survey design and the purposive sampling technique to select 59 staffs of Ministry of Education Accra. A well-constructed questionnaire, which was adjudged valid and reliable, was used for collection of data from the respondents. The data obtained through the administration of the questionnaires was analyzed using the frequency table.
The results showed that Computers, Internet, Fax, Dictaphone, Typewriters, reprographic, machines, envelope sealing machine, shredder, and automatic time-and-date stamping machines to mention but a few are the new office machines in the contemporary world; The level at which these office machines are using in ministery of education Accra is relatively high due to its relevance.
The study concluded that Secretaries productivity in Ministery of education Accra is highly impressive and commendable and office technologies has a very significant and positive impact on secretaries performance.
The study suggested that; Organizations in general should procure as many modern office technological gadgets as are available in the market to enable secretaries increase their productivity; Secretaries without new skills in the use of modern office technological gadgets should be retrained to fit into the trend of current advancement; Secretaries should be given the opportunity and chance to perform/carry out other administrative functions using machines that makes them effective, fast, accurate and efficient.
CHAPTER ONE
INTRODUCTION
1.1 BACKGROUND TO THE STUDY
For decades now, fast changes have been taking place in all facets of human life including the office environment. This is as a result of technological advancement. Every office in today’s business world, be it government, industry or other human endeavors, require facts and accurate information for quick decision-making. The office worker, including the secretary, expects certain support from the organization into which he/she is employed. This support can be technological (machines and equipment) and human. In offices of past, manager’s dictated memos and letters and secretaries typed them. Most recently, business have developed word processing centers and relied on personal computers and even electronic mail in an effort to lessen the need for secretarial support and make the employee-secretary very productive (Ezoem, 1995; Osuala, 2004).
As a result of changes in technology, the role of secretaries in business has changed tremendously from that of typewriting and shorthand dictation, answering of telephone calls and processing of mails. Today’s secretaries are exposed to office technology including the internet that make work much easier and knowledge more accessible (Edwin, 2008). It is now easier to send messages by telex, electronic mails (e-mails), fax and telephones. Other office gadgets available to the secretary are photo-copy machines, duplicating machines, dictating machines, printers, among others. This is the era of computers and information technology which has become an enabler of greater convenience. Three of the most popular types of computer software programs are word processing, which help the user to write and edit memos, letters and reports, data management programs or databases, which help the user/ secretary to use long lists of data and spreadsheet programs, which handle tables and numbers (Dulek and Fielden, 1999).
Secretaries now have many technologically advanced office gadgets to ease their jobs and enhance proficiency and productivity leading to improved access to goods and services globally (Wofersohn, 2001). There are wide range of office machines and equipment which now enable secretaries to improve their performances. Such new machines take the form of electronic typewriters that have replaced the manual ones. Word processors with milt-purpose facilities, computers and other sophisticated office machines and equipment are now provided by employers. Some of the physical equipment used by secretaries includes computer communication equipment and electronic pocket organizers (Lucas, 1997). New technological equipment that has altered the procedures and technique for office functions include the computers, electronic mail/ commerce, voice mail, and the Internet.
However, these new developments brought by technological challenges require even more knowledge and skills beyond being a professional secretary. For the secretary to be abreast with the changing times, face the challenges and overcome the old ways of doing things she or he needs training requirements in recent times to help meet organizational objectives. Information technology has affected many professions in recent times. The roles of secretarial professionals have been turned around by technology. It has provided the tools that shift the role of secretaries from that of information recorders to business strategists (Appah and Emeh, 2011). Several other authors are of the view that the secretary has to be well equipped to meet the present challenges of a modern office.
The ministry of Education is one of the key ministries for the Government of Ghana. The overall goal of the Ministry is to provide relevant and quality education for all Ghanaians especially the disadvantaged to enable them acquire skills which will make them functionally literate and productive to facilitate poverty alleviation and promote the rapid socio-economic growth of the country. In order to achieve its broad objectives the ministry has employed a significant number of secretaries to perform clerical works. This study seeks to examine the level of productivity of the secretaries in the context of modern office technologies.
1.2 STATEMENT OF THE RESEARCH PROBLEM
An automated office, undoubtedly, offers new roles and responsibilities for the secretary. Such new roles presuppose that additional training and qualifications are required from the secretaries. The relevance of automation in business was identified by Aromolaran (2003) as follows
i.) Creating a distinct career path for the secretary.
ii.) Automation creates a prominent place for the secretary on the organization chart.
iii.) It creates routine and assigned roles for the secretary.
iv.) With automation the secretary now spends less time in correcting, revising, proof-reading and reproducing documents.
Cameron (1982), a very long time ago, commented that it takes up to 10 to 15 years between the introduction of new equipment in the market and its installation in small organizations. This is particularly peculiar to private business organizations in developing countries. In modern times, it is not uncommon to find some organizations still subjecting secretaries to the use of manual typewriters. When secretaries are not provided with efficient and effective working tools, productivity is definitely bound to be low.
Duniya (2011) also observed that due to the introduction of sophisticated technological (electronic) office equipment into today’s office and the role secretaries need to play in ensuring accuracy and efficiency in their jobs, the secretaries need to meet the challenges by acquiring new skills and competencies for efficient operations in the electronic office. There is continuous advancement in technology which has affected the secretarial profession in terms of the quality, speed and accuracy of works performed.
This study is therefore undertaken in order to gain understanding about the impact of modern office technologies on secretaries’ productivity at the Ministry of Education, Head office, Accra.
1.3 AIM AND OBJECTIVES OF STUDY
The main aim of the study is to examine the impact of modern office technologies on secretaries’ level of productivity at the Head office of the Ministry of Education. Specifically, the research aims at achieving the following objectives.
1. To ascertain the range of new office technologies existent at the MOE
2. To investigate the level of usage of these new office technologies
3. To identify the level of productivity of the secretaries at the MOE
1.4 RESEARCH QUESTIONS
In order to achieve the objectives of this study a number of questions would be explored. Consistent with the topic and objectives the following questions will guide the study;
1. What are new office technologies?
2. What are the new office technologies available in MOE?
3. What is productivity and how is it measured?
4. Does the introduction of office technologies impact on secretaries’ productivity?
1.5 SCOPE OF THE STUDY
Geographically, the study covers the Head office of the Ministry of Education, which is situated at the ministry enclave in the Accra metropolis as a case study. Contextually, the study focuses modern office technologies and their impact on secretaries’ productivity.
1.6 SIGNIFICANCE OF THE STUDY
To date, just a handful studies have been published that looks at modern office technologies and secretaries’ productivity in African nations and more particularly, in Ghana. This study intends to contribute to a greater comprehension of the subject of matter. From a practitioner’s perspective, the results of the study will provide a benchmark that can be used in assessing the effectiveness of the implementation of new office technologies in an office environment as well as define key productivity factors.
Finally, this study will provide a foundation for future researches as this will serve as a motivation for many researchers to further examine other aspects of the subject matter.
1.7 LINITATION OF THE STUDY
This study is delimited by by various factors ranging from time frame of the study, financial Implication necessary for the success of this study and inadequate availability of materials need carry out the study. More also ethical issues and organizational politics which arised at the course of this study was an impediment to this study.


CHAPTER TWO
LITERATURE REVIEW
INTRODUCTION
Our focus in this chapter is to critically examine relevant literatures that would assist in explaining the research problem and furthermore recognize the efforts of scholars who had previously contributed immensely to similar research. The chapter intends to deepen the understanding of the study and close the perceived gaps.
Precisely, the chapter will be consider Conceptual Frameworks relevant to this study.
[bookmark: _Toc43312040]2.1	CONCEPTUAL FRAMEWORK
Secretary
The word secretary simply means a person who works in an office and manages the organization. Although a secretary is perceived more as a personal assistant or administrative assistant, the professional secretary is one of the most essential human resources in a business organization because he helps make the wheel of the organization to turn. Secretaries provide the unseen services which make the organizations to prosper. Secretaries according to Ahukannah and Ekelegbe (2008) are classified into four categories:
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.
Types and Roles of Secretary 
The various types of secretaries are classified as follows:
Confidential Secretary 
This is a person employed to perform duties of personal or confidential nature. He or she also deals with correspondences and this involves taking down dictations and transcribing it on the typewriter. 
Duties of Confidential Secretaries
In both the public and private sector, secretaries of whatever rank and position are expected to perform all or most of the following general duties as identified by Edun and Ajetunmobi (1996) and put forward by Ahukunnah and Ugoji (2009).  The understanding of these duties will assist the various chief executives, personnel directors and managers and other middle level executives to know what to expect from their respective secretaries. These duties will in one way or the other tempt the code of ethic of the secretary.  The general duties of secretaries are: Take dictation and transcribe same on the computer; Despatch letters; Do filing;
Open new files; Read and sort mails; Answer the telephone and make outgoing calls; Take messages; Make appointments for the boss and keep records of them; Act as memory aid to the boss; Compose letters and help prepare reports; Order supplies for the office; Type materials from longhand or shorthand notes; Make hotel reservations and other travel arrangements; Keep financial records and handle imprest accounts; Prepare agenda and notice of meeting and despatch same to members; Type minutes of meetings; Type materials to be published; personal banking and local purchases; Keep press cuttings, files and scrapbook about employer’s interests; Act as a go-between for the boss; Supervise other employees and act as officer manager and take speeches in shorthand at conferences, seminars; Take down and transcribe board/tribunal proceedings; Advise where necessary; Read  travel time-tables and plan  itineraries for the boss; Check all travel documents.; Run errands for the boss; Change calendar date every morning; Prepare relevant briefs for the boss concerning interviews; Send out invitations and replies to invitations received; Write congratulatory letters or letters of condolence when necessary and the website for e-mail.
Specific duties applicable to Junior and Senior Secretaries
In addition to the general duties, there are specific duties that are applicable to junior and senior secretaries in the Organization in addition to the specific requirements of the office, division, department and unit of postings (Ahukannah and Ugoji, 2009). The specific duties applicable to Junior Secretaries such as Confidential Secretary Grade IV and similarly placed secretaries in the private sector are: Works as assistants to the more senior secretaries; Prepare the office tea; Do copy typing on the computer; Take notes in shorthand from the more senior secretaries and do the transcription; Maintain good sanitation of the office if a cleaner is not available; Work as secretaries to middle-level management and Photocopy documents.
Senior Secretaries from Confidential Secretary Grade III upwards and similarly placed secretaries in the private sector will be working with top or middle management.  They are expected to perform the following specific duties appropriate to their rank in addition to the specialised duties relating to their individual departments or offices: Serve as executive assistant to top or middle management as the case may be; Supervise other senior or junior secretaries or clerical staff and take general control of the office; Spend the imprest money and keep the impress accounts; May be authorised to open envelopes containing confidential documents; May represent the boss at functions when he cannot attend; Will train his/her junior in office procedures and report on their performance;	 Use the computer to produce various documents needed in the office and accompany the boss to conferences and handle the PowerPoint presentations of his conference papers etc (Ahukannah and Ugoji, 2009).
Top flight secretaries are expected to be very innovative in whatever they do, as such are expected to be up-to-date and improve upon what is expected of him/her but not to be static to the enumerated duties and those of the office or department of postings. The duties of top flight Confidential Secretaries (i.e. secretaries to chief executives) according to Obadailki (2013) are:
· Administrative Services: This include managing the reception function, planning meetings and conferences, man aging transportation and travel, managing mail processing, coordinating officer parties and administering business continuity programmes such as b business insurance, liability insurances etc.
· Information Technology: This refers to the use of desktop software (word processing, e-mail, spreadsheets and presentation); use of database systems, administering a file server and local area network, data and system security, system monitoring and reporting, digital graphics and design and publishing and even view editing and streaming, communication systems, cell phones, 2-way radios broadband, internet access and document collaboration systems); record management/organization, retention, storage, retrieval, disposal and security.
· Facilities, Equipment and supplies: This is made up of office space costing and leasing, office moves and relocation, signage, interior design and decor, overseeing cleaning, maintenance and repairs arranging for office equipment and supplies, and arranging for commercial printing.
· Management: This has to do with the top flight secretary applying principles and functions of management (planning, organizing, leading, controlling) documenting the management organization and chain of command and establishing office etiquette and business ethics guidelines.
· Communication: This include writing letters and reports, establishing phones procedures; formatting and proof-reading documents; using paper and electronic forms; putting together a corporate style manual and making presentations etc.
· Skills:  These include conceptual skills, people skills and technical skills. Conceptual skills include ability to analyse problems and come up with solutions and to identify potential problems and prevent them; ability to work without supervision, demonstrate sound reasoning and judgement; and also have ability to make decisions. People skills which enable the secretary to work with others include good oral and written communication, ability to read people, work with different people and to be fair and firm, ability to listen and give others the opportunity to provide input and other meaningful suggestions. These skills are very important for a confidential secretary because they are the liaison between the chief executives and all kinds of other employees from professional, technical and managerial staff to clerk and blue collar workers. The Technical skill on the other hand include ability to use computer technology, specialised knowledge and abilities in communication system, records management, finance, human resources, facilities, commercial printing, mail processing, and business insurance to name a few.


Permanent Secretary
federal and state ministries respectively. They are however, called director general now after civil service reforms embarked upon by the Babangida administration in 1988. 
Company Secretary 
Show (1974) defines a company secretary as an important executive who is charged with supervising the legal implications of companies’ status and keeping registers of shareholders to assume the responsibilities of company secretaries. 
Roman (1975) said that these categories of secretaries are senior members of the organization. They are usually knowledgeable in legal and accounting matters to the extent that they sometimes are members of the Board of d Directors as valued advisers. 
Personal/Private Secretary 
They are people employed by another ranging from the head of an institution, managers or an administrative officer for as the purpose of assisting in getting information of other confidential matters. 
Bilingual Secretary 
This is a term mostly used to describe secretaries who can speak and use tow international language, e.g. English and French. They are mainly employed by multi-National companies.
Roles of Secretaries 
An analysis of secretaries’ position reveal that no two secretaries position are exactly alike. There are factors that determine the nature of secretarial position in various business. They include: 
1. The size of the business 
2. The nature of the business 
3. Willingness of the boss to delegate work and responsibilities. 
4. The willingness and ability of secretaries to assume responsibilities. 
In essence, they perform the following: 
1. Secretaries handle the day-to-today routine work. E.g. Correspondence, filing and indexing.
2. Taking dictation in shorthand and transcribing same accurately’ He/she organizes meeting and take down minutes of such meeting.
3. Secretaries lease between staff and top management 
4. Keeps the boss diary and arranges his appointments 
5. Keeps and maintain the confidential and secret files of the organization. 
6. Supervises subordinates to ensure policy implementation, keeps financial reports and handle impress account. 
Hanna, popham and Titon (1973) have described the secretary’s role in the office as that of public and human relations experts. For them, the secretary within the capacity of the office portrays a positive image of the employer to the public and generates good human relations in working with all business associated, those above her level, on her level, her subordinates and apply the best principles of human relation at each level. 


The Functions of a Secretary 
A thorough review of the duties and roles perform by secretaries requires a classification or categorization of these functions. This classification allows a better understanding of the job the secretaries perform. For the purpose of this discussion, a number of classifications of function shall be reviewed below. 
Administrative Functions of Secretary
An administrative function of a secretary involves organizing and controlling the organizational activities in order to achieve the objectives of the organization. It also includes supervision of junior staff and ensuring that schedules of work are being accomplished, directives and assigned tasks completed within the time span, and ensuring that all the materials needed for performing any particular job are available at the right time.
Ekwue (2009) advanced that a secretary must perform a variety of secretarial and office management duties, composes, types and files letters and inter-office memos, receives calls and interviews persons calling in office and makes referrals, prepares departmental records and disciplinary notices. Performing any or all of the mentioned duties depicts that a secretary is involved in an administrative function. Odiaua (2010) on his part included some duties like maintaining files and personal records, reviews, organizes and maintains files, monitors attendance including sick leave, annual leave and vacation leave, compiles and records data for computer files, develops and implements new departmental forms, recommends and implements changes in correspondence sent to public. All these as identified by Odiaua, save time for the executive/boss and make job easier. For secretary to effectively perform these duties, he must be conversant with the policy of the organization.
Personnel Functions of a Secretary
The personnel roles of a secretary include membership of interview panels for junior staff and assigning job schedules to staff. It also involves receiving, sorting and distributing mails within the organization, composing replies to correspondences on behalf of the executive, identifying and solving routine and non-routine problems by applying professional skills and techniques in order to develop the variety of ideas and modify situations (Shuaibu, 2009).
Secretary relieves his employer the task of determining the organizational staff strength due to the fact that he controls skills inventory, he does manpower forecasting (junior staff) and arrange for the staff selection and assign job schedules. Bashar (2007) stated that skill inventory by a secretary are the assessment of personnel currently within the organization by using skill inventory data card. This determines the staff strengths or otherwise of the organization.
On the other hand, he states that manpower forecasting by a secretary is concerned with the determination of manpower needs of the organization. The secretary through this process, estimates the number and types of junior staff currently on the payroll who will be available in the future (that is taking note of retirement, possible death and other opportunities in the environment); and determining the number of staff that would be recruited externally.
A mail service in form of incoming and outgoing mails is another important personnel role of a secretary. Ikelegbe and Miller (2011) opined that secretary must be conversant with the rules of incoming mails/correspondences, rules/procedures for outgoing mails and ability to compose replies on behalf of their executives on any matter. This office function saves the executive/boss time and lifts the goodwill of the organization.
Secretary must be skillful in written communications, as he will often be called upon to draft and edit correspondence on behalf of the organization to outside groups as well as internal members. The secretary must therefore be fluent in the organizations jargons, and be familiar with organizations communications style requirements.
Records Keeping Functions
Another fundamental function of a secretary is records keeping. Records of staff, assets, impress et cetera must be properly kept for future references or until when they are needed. Aminu (2009) maintained that secretary is responsible for establishing and maintaining his organizational records and documents including meeting minutes, reports and other important documents. Where necessary, he must create appropriate and logical filing systems to ensure that organization’s needs are easily accessible by the relevant staff and/or members.
Proper filing of documents constitutes other record keeping roles of a secretary. A popular adage states that “we file to find and not to file away” should always be the genesis of a secretary. Amavu (2009) stated that the position of a secretary is key to an organization’s success. The role of filing document requires commitment, abilities and enthusiasm. The secretary has the primary responsibility of maintaining good filing system capable of providing an accurate data/information needed at any point in time.
In present day office works, records could be maintained manually, that is in a file folder and stored in file cabinets, or computerized system, where records of the organizations are stored in computers and flash drives. Secretaries in modern offices even maintain web sites for the organization. Moreover, a secretary maintains organizational history and procedures. Frank (2009) stated that secretary serve as the central repository of information for his respective organization, given their exposure to and attendance at, most if not all of the meetings held.
The secretary must therefore be knowledgeable in his organization’s history, by-laws, leadership and other policies and procedures. He may also maintain an up dated list of all staff and members, their contact information and other data relevant to the organization’s mission. Secretaries opportune to serve in multi-national companies, apart from all the record roles mentioned above, are also responsible for keeping all official records. Harding (2005) stated that secretaries keep the following official records: indemnities, service contracts debenture holders, registers of directors, register of members and records of resolution. He maintains that secretaries must adopt effective records and administration which includes keeping up-to-date contact details that is names, addresses and telephone numbers for management committee, filing minutes and reports, compiling lists of names and addresses that are useful to the organization, including those of appropriate officials or officers of voluntary organizations, keeping record of the organizations activities and keeping a diary of future activities.
With regards to taking and keeping minutes of meeting, Bacchino (2003) stated that secretary should document actions that determine the fulfillment of legal duties, records proceedings of a meeting including how decisions are made, the resulting actions and persons responsible for it, clarify clearly what actually happened at a meeting and records all resolutions adopted.
As a result of modernization in office routine, secretary is expected to develop a meeting “minute template”. May (2007) described meeting “minute template” as a sort of a standardized minute content used in retrieving information and helping to reduce error. He maintained that it has three sections as follows: 
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.


Office
According to Agomuo (2005), described the office as place of where administration, that is, the management and handling of information takes place. The author further explained that an office can range from small place for clerk on a construction site to expensive highly furnished place for officer on an executive position. Usually, an office is identified by its product, which is information. Therefore, the purpose for which the office is established is basically information-processing-oriented.
Similarly, George in Ezeali (2011) stated that an office is any place where information is documented, presented and used for current and future operations of a business. The author also asserts that information is man’s greatest need today, and it is required by all members of an organisation for retaining, analysing and furnishing appropriate type of information for various purposes to various people from time to time as a basic function of an office. Ezeali and Essiagu (2009) defined an office as the life- blood of an organisation without which planning, organising, staffing, coordinating, recording and budgeting will be impossible for the attainment of organisational goals.
Furthermore, an office according to Oliverio, Pasework and White (2007), is a place in which the affairs of a business or organization are carried out. Oyesode (2006) stated that an office is a place (room or building) where the paper or clerical work of an organisation is being carried out. The author pointed out that the general functions of an office that are now performed by electronic devices are gathering of information, keeping information, arranging information, giving information and protecting information and accessing electronic systems among others. It is a place where administrative, clerical and financial duties in an organisation are done. In the office environment today, most medium and large scale companies readily rely on information and communication technology (ICT) to run their core business operations. Devices ranging from photocopiers, computers, fax-machines, internet and intranet devices among others that have their own intelligence are used to perform functions more efficiently in offices (Eze, 2000). As pointed out by Oyesode (2005), not only do these integrated systems ensure the smooth operation of basic office processes, but they also increasingly provide key interfaces between management and its clients.
According to Khalid (2000), the most widely used ICT software packages in offices are: word processing, desktop publishing, spreadsheet, database management, presentation graphics, personal information management, accounting, project management, e-mail, and internet browser software. These applications are available as integrated solutions software, rather than independent applications. The integration capabilities lead to increased efficiencies and higher productivity, provided users are well trained to maximize the power and flexibility available for these ICT tools. Integration between applications supports the following features: common documentation, automatic updating, mail merge, multiple open files, networking capability, ease of use and learning, and common error handling.
Many organisations use up-to-date technology in their offices to help employees to be productive because the technology available is changing and the way work is accomplished is also changing. Workers should expect their duties, as well as the way they work, to change from time to time. The need for high productivity and quality performance means that all secretaries must be willing to change work methods. Office secretaries must be skilful learners on their own and in more formal training and educational settings.
INFORMATION AND COMMUNICATION TECHNOLOGY
Information and Communication Technology Information technology is the combination of computing, telecommunication and video techniques for the purpose of acquiring, processing, storing, and disseminating vocal, pictoral, textual and numerical information. Uzoka (2002) defined information technology as the harnessing of electronic technology in its various forms to improve the operations and profitability of the business as a whole.Brightman and Dimsdale (1986) traced the root of the high-tech revolution back to 1828 when Charles Babbage produced the first programmable calculating device, the Analytical Engine. We might look to the more recent past, 1944, and mention Howard Aiken's Mark I, the first programmable computer. We might cite the first electronic computer, the slow, gigantic but ground-breaking ENIAC developed in 1946 by John Mauchly and Presper Eckert at the University of Pennsylvania. To be precise, we should also mention, dozens of other major developments in computers and electronic communications - known together as telecommunications. The genesis and notion of management information systems originated during the early 1960s largely through the effort of Kennedy Era, the "Whizkids". The introduction of new technology to process and transport data and information has proceeded at exceptional rates for more than three decades. This innovative introduction has significantly affected employees, managers, and their organizations. It was eighteen-year-old Frenchman, Blaise Pascal by name that first developed a mechanical adding machine in 1642. Later, this was improved upon by Gottfried Beibnitz – a German mathematician who developed a calculating machine that could multiply by a repeated addition and divide by a repeated subtraction in 1694. However, Computer technology has undergone series of changes which reflect big size to miniature size of computers with their increasingly high processing speed of data into information for decision making (Nicholas, et al. 2009). Information technology according to Oliver, Chapman and French (1990) is a technology which supports activities involving the creation, storage, manipulation and communication of information (principally computing, electronics and electronic communications) together with their related methods, management and applications. It has also created countless opportunities and challenges for millions of individuals. In particular, the challenges of managers’ responsible for introducing this technology have been exceptionally high. In our information and knowledge -based society, management must attempt to capture the advantages offered by information technology, yet they must also avoid the pitfalls along the way toward increasing automation. As information has altered the way many people do their jobs and has changed the nature of work in industrialized nations, the practice of management has been greatly affected. The management of many firms and their managers must therefore understand the implications of this new information technology revolution which require substantial future readjustment and quickly learn how to benefit from it (Frenzel, 1992). The explosion in electronic commerce is just one example of the many ways information technology is influencing how people do business and how they account for business financial and economic events (Moscove, et al., 2003). The blending of internet technologies and traditional business concerns impacting all industries and is really the latest phase in the ongoing evolution of business infrastructure and change the way to respond more immediately to customer needs (Grant, et al 2000). The role of accountant and objective of accounting systems which is to process financial and economic data into information for decision making is still the same. Also, the audit objective which is to render an opinion on the “true and fair view” of a client’s financial statement still holds, however, the technical expertise that the auditor must possess to evaluate computer-based accounting systems has undergone considerable changes and the change will ever continue to be more radical and rapid (Ofurum and Ogbonna, 2008). ICT is seen as a way to promote educational change, improve the skills of secretaries and prepare them for the global economy and information society. ICT is used to improve delivery of and access to effective and efficient management of office and the organization as a whole. ICT as focus on secretaries, it tends to improve the understanding of the secretarial practice and functions, increase quality of secretaries work attitude thereby increase the impact of secretaries on the management of the office. While basically ICT based innovations can occur in secretarial functions, their linkage to office management is essential to achieve intended outcomes of an organisation.
The Modern Office and Technologies 
The modern office has changed dramatically since the 1990s. Offices in today's society are transmitting information via electronic mail (e-mail), electronic calendars, and teleconferencing, as well as other electronic devices. Communication via technology is just as important as oral and written communication in the work environment. Technology continues to play a vital role in transforming the business environment.
Today’s modern offices are substantially different from the office environment of 20 years ago. Sweeping changes have occurred at the workplace as a result of new office technology and automation of office equipment. New technology is changing the scope of what's considered an office. Offices inevitably adopt newer technologies that get more work done with fewer people, and there's pressure to keep a modern, professional image by staying on top of the latest tech trends.
The need for high productivity and maximization of profit has led to the wide use of modern machines in most offices. There has never been a greater need for efficiency in business than there is today. All kinds of business must employ modern methods of gadgets or equipment in offices to meet the challenges of today’s world. As an office staff, the secretary who is the image maker of the organization and from whom most information emanates, requires a great knowledge of Information and Communication Technology to perform efficiently on the job which would influence the speed of information delivery, production of job requested by the boss or organization within a short space of time, make less mistakes and high productivity on performance of job.
This mechanization of office work has come as a result of need for greater speed and accuracy. The characteristic picture of modern office is the successful integrated use of machines and equipment into what is called system. New information systems can be powerful instruments for organization change enabling organizations to redesign their structure, scope, power relationships, workflows, products and services. These machines and equipment are grouped or linked together to achieve a common purpose. 
Brief Overview of Office Equipments 
Office equipment refers to the machines used for the efficiency of workers in the office. Office equipments free workers from many of the routines and time-consuming tasks done manually. These are categorized into three accounting, secretarial, and general. 
Accounting Machines
They are either operated manually or electrically. Accounting machines are used for posting the ledger cards, writing cheques, receipts and preparing the payroll. Some accounting machines are calculators, electronic calculators, adding machines other basic accounting machines are book-keeping, electronic billing, and electronic alpha-numeric accounting machines. 
Secretarial Machines 
They are machines used for secretarial office routine. They include typewriters, franking, and reprographic machines. Others are Dictaphone, automatic time-and-date stamping machines envelope sealing machine, jogger, shredder, etc. 
Typewriters are either manually or electrically operated. Franking machine is used to print stamp impression on envelopes without the use of adhesive stamps. Reprographic machines are photocopier, spirit or ink duplicating machines. 
Chief executives make use of Dictaphone to dictate messages for secretaries to type on either computer or typewriter. The automatic time and data stamping machine is used to print the impression of the time and date of receipt on office correspondence. The envelope sealing machine moisturizes the flap of envelope before sealing it. The jogger is used to collate papers before binding. A shredder is used to destroy unused office document into unreadable forms. 
General Office Machines
These are generally used in the office. They include computers, fax, offset litho and laminating machines. Computer processes data and it is most commonly used in offices. There are desktop laptop and series of other forms of computers in offices today. The fax or facsimile facilitates the dissemination of information and diagrams over telephone wires through facsimile telegraphy. Documents are scanned by a beam of light and an identical image is reproduced on the other fax machine operated by another subscriber at the other end. The offset litho is more of printing machine. It is good for producing staff magazine, inter-office memoranda, etc. The laminating machine is used for protecting documents against moisture, dirt, creasing and tampering by the use of cellophane. This is done through the heat process. The machine seals the document automatically for durability.
Brief List of Modern Office Technologies 
The computer 
Everybody knows what a computer is. It can simply be defined as an accurate electronic device that performs calculations and processes information at great speed. 
Computers come in different sizes, shapes, capacities, etc. We have desktops, laptops, and palmtops. The computer is used in medicine, engineering, architecture, education, banking, etc. 
Telephones – mobile and land 
The land line is the most basic office communications tool used by secretaries. The most popular mobile phone used in the business place is the GSM Global Systems for Mobile Communication. 
Fax Machine 
Just like the telephones, the fax machine transmits information, but in text or document format
Internet (www, e-mail, search engine, etc.)
This is an intangible facility on the computer. WWW stands for worldwide web and it is a collection of information in multimedia form on the internet. This information is stored at locations, called websites, in the form of web pages. Websites are an effective way of distributing information, such as advertisements, technical information, comments, ideas, etc. Other applications on the internet are chatting for simultaneous communication between people and the use of a web camera for seeing while chatting. Search engines like Google, yahoo, msn, etc. are used to find information on the internet – looking through millions of sources all over the world
Teleconferencing 
This facility, usually embedded in the telephone technology, allows more than two people to communicate via phone at the same time. This makes it possible for people in different cities to hold meetings together. 
Video Conferencing 
This facility usually makes use of the internet with or without the telephone and allows visual and speech communication among several people at the same time. Like teleconferencing, it enhances remote communication. For example, your colleague in America can remotely participate in a meeting held in Ghana whereby he sees and hears everybody who attends the meeting in Ghana as he makes his own contributions. 
Scanner 
This machine is used to convert hard copy documents into soft copies to later be transmitted from one place to the other via the internet. This format can include colors, unlike the typical fax machine. 
Printers and Photocopiers 
Printers are used to convert our documents from soft copy formats to hard copies and photocopiers are used to make additional copies of such documents. 


Summary of the Advantages of Office Equipments 
· Information that is the most important to the office can be stored, processed, and retrieved by computer facilities. 
· They can be used to produce fast and accurate information. 
· They provide very cheap services. 
· Messages can be sent to many people simultaneously. 
· Security of information is assured. 
· Time, effort and money are saved. 
· Stress is minimized. 
· Space is saved as little or no paper is used in the office. 
ICT- based office skills
The term information and communication technology - based office skills is generally refer to the use of integrated computer systems to support administrative procedures in an office environment. ICT-based office systems represent structured methods of handling business and communication through an integrated network that may include, word processing for generating correspondence, electronic message systems for person-to-person communication, teleconferencing services, facsimile transmission, electronic filing system, on line calendar systems and links to corporate files and outside services (Pohjola, 2000). The emergence of an ICT - based office has generated a “new” notion of workplace literacy, changing the relationship between employers and employees. The development of various technologies has changed the operation in modern offices. At present, great changes are being introduced into office work. With the introduction of various electronic gadgets office systems have changed. Electronically operated machines now perform the work traditionally done manually by office workers. Onojaife (2006) is in support of the above assertion and add that office systems have moved from typewriters, handwriting and manual operational procedures to full automation of most offices where such terms as word processing, data processing, reprographics and micrographics are used to describe many technological processes. The author further stated that these technological processes have turned offices into modern office occupations. Similarly, Akporowo (2006) stated that the emergence of ICT- based office or paperless office is fast gaining ground as tapes or disks are taking the place of sheets of papers and manual filing systems. Every office in today’s business world, be it government, public or private organisation require facts and accurate information for quick decision-making. The office worker, especially the secretary, expects certain support from the organization into which he or she is employed. This support can be technological (machines and equipment) and human.
Furthermore, ICT has changed the equipment and work groups. Of course, no secretary today would like to work in an office where information processing and other secretarial activities are done manually. So, the manual office is gradually given way to the ICT-based office. Investment in networks of ICT-based workstations and other ICT-based equipment is transforming office methods and communications media. This transformation has resulted in the development of automated systems that rely on electronic collaboration and communication networks, text processing, image processing and other information and communication technologies devices (Ayandele and Adeoye, 2010).
Word Processing Skills
Word processing is the ability to use 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 Visual Display Unit (VDU) which enables the secretary to effect corrections like deleting or inserting words, sentences and paragraphs before printing the documents (Agomuo, 2005). Word processing is an important skills area that is required in an ICT- based office. Advancement in technology has resulted in a lot of emphasis being placed on word processing. New ways of performing office task have emerged with new technologies. Secretaries are required to be equipped with flexible skills that would enable them function effectively in their career and even in the office (Idih, 2004).
Agomuo (2005), in the same vein stated that word processing refers to the ability to use automatic equipment to produce documents such as letters, reports and other materials. It is the transformation of ideas and words into readable form through the use of procedures, equipment and personnel. The author further pointed out that word processing skills are 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. Word processors are programmed for automatic centring, line wrap around that is 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. Azuka (2007) is in support of the above assertion and add that word processors can design documents, fill forms, store information, retrieve information and print information. Word processor adds, delete, revise, rearrange, tabulate, and justify margins among others.
Furthermore, word processing is ability to create written documents such as letters or reports by using software programme and computers. Usually these documents are shared in printed form. Some word processing programs allow the user to save documents in hyper tele mark-up language (HTML) format. These documents can be posted and viewed on a computer intranet (Oliverio et al, 2007).
In the same vein, Talley in Webopedia (2007) stated that word processing skills include: insert text, page set-up, delete text, setting margins, tabs, paragraphs, font specification, headers, footers and page numbering, editing documents: includes cut and paste, search and replace, merge text from one file to another file, check spelling and sentences and margins, saving files – to hard disk, disk drives and networks, print: selecting printer, the paper source, number source, number of copies, then send documents to printer to get hardcopy. This is why Idoko and Zubairu (2002) described word processing as the cornerstone of office automation.
According to Balogun (2001), the art of word processing cannot be contemplated without a computer. Documents for management decisions like any other document must be thorough and error free and properly presented. It should be reliable, easily accessible, modifiable and be used as basis for future releases. Such important document can be stored in the entire computer through word processing software. Words appear on the screen just like they would appear on a piece of paper. The words automatically wrap to the next line, insertion print is used to indicate where a new word is to be located. The document needs to be saved on a diskette, flash drive or hard disk otherwise it may be lost or erased. Examples of word processor software are Microsoft word, Word perfect, Windows write and Word star.
Database Management Skills
Database management skills, it is the ability required in the production, storage and retrieval of information from database. The term database refers to a collection of data organized for storage in a computer memory and designed for easy access by authorized users (Agomuo, 2005). The author further stated that database is a body of information made up of individual items that are organised so that they can be reviewed in a variety of ways. The data may be in the form of text (character), number, or encoded graphics. Similarly, Ward (2008) described database as a collection of persistent, related data stored on computer storage system and arranged for speedy search and retrieval. Database is created and managed by database management system which is the software. The data in a database will be stored in common pool for access by many applications. CaLRIM (2003) stated that the database management system gives fast access to information, centralization of information, flexibility of information retrieval, and reduction of miss-filing. Koontz (2003) also explained that one of the advantages of database storage is that thousands of records can be searched in only few seconds.
A database is a collection of programs that allow users to specify the structure of database, to create, query and modify the structure in the database and to control access to it (Ward, 2008). These databases are useful because thousands of records can be searched in only a few seconds. Searching the same number of records stored on paper would take a long time. In many companies, secretaries can get data from a database by using a computer network. This prevents the need to have the same data stored in each department or work group. The two elements essential to a database are coherence and organisation. Coherence means the data are related to a specific activity or purpose. Organisation means the data are related in such a way that users can meaningfully access parts of the database. Methods used to arrange records within a database include: hierarchical databases, relational databases and network databases. Hierarchical databases are tree-structured, that is, their logic goes from the broader meaning to a narrower meaning through one or several steps. Each step branches out into smaller units, and with each step, other options are eliminated. It is a process of “narrowing the field” to the desired item. Although, this structure simplifies searching, it is not particularly well suited for extensive lists’ of information. Relational databases allow data to be accessed based on relationships among several databases files. This means that within a predetermined set of data fields and their relationship, you can retrieve specific information through one command. Network databases permit data to be arranged into groupings that can be connected through the use of pointers. These give users a great deal of flexibility and speed in searching for data, although the pointer structure is relatively complex to establish (Agomuo, 2005).
The ICT - based office has necessitated the need for database and database management skills. The essence of having a database is to meet the information needs of an organization. Using the database gives one the opportunity of adding information to already existing information. This software makes it possible to create and maintain database and extract information from database. There are different types of database software. There are those that can be operated on windows and those that can be operated on Dos. The windows software includes access; fox pro, paradox, Informix and Oracle; while software for DOS is Clippers and dBase IV. The features of the software are all the same as they all have the capability to: create and maintain a database, extract and list all records that meet a certain condition, sort records in either ascending or descending order, and generate formatted text with subtotals and totals.
Ovbiagele (2006), described database as containing a great deal of information on business activities, facilities, operations and maintenance or any other information relevant to the operation of the business. Expiating further, Adesina (2006) is of the opinion that database management help in the collection of a considerable volume of data, which are verified, stored, retrieved and updated on regular basis. The data in database will be stored in a computer pool for access by many applications. Database is used for keeping personnel records customer’s records and assets records. Talley in Eze (2007) identified the following skills for database management; Creating a record and spread sheet, sorting columns and defining fields and cells, entering and editing data, moving from record to record, inserting rows and columns, basic understanding of how to create mathematical formula.
Office Communication Skills
In view of Ayandele and Adeoye (2010), Office communications are central nervous systems of today’s organisations which the secretaries ought to acquire the skills in other to operate them. Office communication include: electronic mail (e-mail), voice mail, bulletins board systems, and facsimile allow organisation to send messages in text, video, or voice form or to transmit copies of document and to receive it in seconds, not hours or days such systems transmit and distribute text images in electronic form over telecommunication networks. Office communication system enhances the communications and coordination among work groups and organisations. It also helps to reduce the flow of paper messages, letters, memos, documents, and reports that either flood many offices and postal systems.
Electronic Mail (e-mail)
Electronic mail can be defined as a form of information interchange in which messages are sent from one personal computer to another. According to Agomuo (2005), described email as a mechanism for sending messages across a computer network (such as the internet). The text of the message is typed in one computer and then is sent to someone else on the network. The recipient of the message reads it on his or her computer and can then delete the message, file it on the computer, print it, send reply or forward it to other people on the network. Every email user has a mail box into which his or mail is placed in the mail box often within seconds if being sent. The recipient will see the mail next time he checks his mailbox. E-mail is a message sent electronically. Local and wide area network can provide e-mail service to their users. Users who are connected to the internet can send and receive messages all over the world (Oliverio et al, 2007).
The rapid growth of email has been the most exciting business communication development in recent years. In just a short time, email has emerged as a mainstream form of business communication. Its volume surpasses that of the postal service. According to Lesikar, Flatley and Rents (2008), there are more emails sent every day than telephone calls. It has become widely used in both small and large organisations and it is likely to continue for some time to come.
Therefore, electronic mail (e-mail) facilitates letters to be sent and received without using the post office. E-mail 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. Millions of end users now depend on electronic mail (e-mail) to send and receive electronic messages. You can send e-mail to anyone on your network for storage in his or her electronic mail boxes or magnetic disk drives. Wherever they are ready, they can read their electronic mail by displaying it on the video screen at their workstations. So, with only a few minutes of effort, a message to one or many individuals can be composed sent and received (Ayandele and Adeoye, 2010).
Above all, electronic mailing system handles messages electronically thereby making secretaries more productive in their assignments. E-mail offers strategies for creating messages, keeping information organised, locating messages and connecting to other communication systems with gateways.
Voice Mail
According to (Oliverio et al, 2007), voice mail is a messaging system that uses computer and telephone to record, send, store, and retrieve voice messages. Most voice mail systems operate 24 hours per day. They are an important communications tool. The author described further that voice mail is a computerized voice messaging system. It has many features that can be modified to meet individual needs. A standard personal computer, a special voice processing card, and voice software are needed, both the sender and the receiver use the telephone push buttons to activate and use the features of voice mail.
Furthermore, voice mail is also called voice store-and-forward. Here, digitized voice messages, rather than electronic text, are used. In this method, you first dial the number of the voice mail service. In some secure systems, you may ask to enter an identification code. Once you are accepted, you dial the voice mail number of the person you wish to contact and speak your message. Your analog message is digitized and stored on the magnetic disk devices of the voice mail computer system. Wherever you want to hear your voice mail, you simply dial your mailbox and listen to the stored messages, which the computer converts back into analog voice form (Oliverio et al, 2007).
Bulletin Board Systems
According to Ayandele and Adeoye (2010), bulletin board is a computerised notice board. Bulletin board can be very useful when information needs to be disseminated across the network, or when ideas need to be shared. They are a popular telecommunications services provided by the internet, public information services, and thousands of business organisations, and end users groups. An electronic bulletin board system allows you to post public or private messages that other end users can read by accessing the bulletin board system (BBS) with their computers. Bulletin board system serves as a central location to post and pick up messages or upload and download data files or programs 24 hours a day. A BBS helps end users ask questions, get advice, locate and share information, and get in touch with other end users.
Facsimile Technology
Facsimile technology skill, often called fax, is ability to sends images (text, photographs, drawings) using telephone or VoIP channels. A fax machine works by combining scanning technology with telephone technology. The sending machine scans a page and encodes (electronically takes a picture of) the data to be sent. The data are transmitted over telephone channels to a receiving fax ((Oliverio et al, 2007).
This is a system which consist of a fax machine at one end sending a text or graphic message which is automatically received at another end. The sending machine scans the text or graphic and the image is reproduced digitally by the receiving machine. In this way, organisations can send text and graphics from their head office or from branch offices to the head office. Oluwalola (2006) stated that, facsimile also commonly called fax is meant for transmitting both graphic and alphanumeric information through telephone lines from one location to another with a compatible fax machine, which will be transmitted through telephone lines, and exact duplicate would be received at the other end that can be anywhere in the world in 40 seconds or less.
Internet based skill
Internet based skill is another important area that is required by secretaries to function effectively and efficiently in an ICT-based office. The internet has become the largest and most important network today and has evolved into a global information super high way. In the opinion of Oluwalola (2006), the internet is a global collection of many different types of computers, computer operators and computer networks that are linked together through telephone lines, satellites, microphones, and all other possible devices. The internet is used in diverse fields, such as business, entertainment, education, communication, medicine, reference, engineering and sports (Okebukola, 2008).
Internet based skill 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 matters. 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) listed the following skills that 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 and downloading and uploading the software.
According to O’Brien in Onojaife (2006), the internet is an inter connectivity of computers via e-mail to share data and computing resources by researchers, corporate bodies, academics and individuals. The author went further to say that the internet has no central computing system or telecommunication centre. Instead each message sent has a unique address code. So any internet service in the network can forward it to its destination in a different city or country. Internet makes the location of information possible in a few seconds.
In the opinion of Ovbiagele (2006), the internet is important to business as well as secretaries. For a business office or any other person to be permanently connected to the internet, you simply connect your computer to any of the computers on the network through internet services (access) providers. Once you are connected to the internet, you can communicate with any other computer that is linked to the network anywhere in the world. The author further stated that we live in the information age, where knowledge is power. The internet therefore, helps in three basic ways: to get information, to provide information, and to compile information. It is through the internet the secretary or executive is able to get information about people, products, organizations, research data and results among others. The internet also offers one of the best media of letting people know who you are, what you are doing or have done and how. However, the internet, a giant network of computers and smaller networks across the globe, is the world’s largest information resource. Using the internet, businesses can connect with other people, organizations, and information resources quickly and easily. The internet is used for research, transferring files, exchanging messages, promoting organizations, advertising products and services, and buying and selling products (Oliverio et al, 2007).
The volume of information and the complexity of information available are increasing all the time and in the industrialized world the use of ICT is prevalent. So if secretaries do not have the knowledge and skills to deal effectively with both printed and electronic information sources then they are going to have problems in coping with daily life as citizen, workers, and as members of society.
The internet consists of various categories of network. According to Aliyu (2006), there are: Local Area Network (LAN), Wide Area Network (WAN).
Local Area Network (LAN)
A network used to link computers that are close to each other usually within several hundred feet is a local area network (LAN). With a LAN, several computer users can share data files, software, and equipment such as printers or scanners. LANs are peer-to-peer or server-based networks (Oliverio et al, 2007).
Local area networks consist of a network of computers within a limited geographical area. It is otherwise known as intranet. It may be within a single building, site or neighbourhood, or on floors in a high-rise building where computers on each floor are connected to the network through communication media
Wide Area Network (WAN)
Wide Area Network is a network of computer that provides long distance transmission of vocal, textual and pictorial data or information over a large geographical area using communication media. WAN may be as simple as link between two LAN’s in adjourning building or a network that link a city, state, country or continent. WAN may cover the whole world in the case of the internet (Oliverio et al, 2007).
Videoconferencing
Video conferencing is communicating with people at two or more locations using two-way voice and video data. A special conference room equipped with microphones, television cameras, and screens is used to conduct meetings in which data, text, voice, and documents may be exchanged (Oliverio et al, 2007).
Video conferencing is a phase of electronic conferencing in which a number of users are simultaneously online 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 (Salami, 2009).
To participate in a videoconference, a microphone, speakers, and a video camera are necessary. Any image in front of the video camera, such as a person's face or visual aid, displays in a window on each participant's video screen. Another window on the screen, called interactive whiteboard that displays notes and drawings simultaneously on all the participants' screens provides multiple users with an area on which they can write or draw. This is becoming a cost-effective way to conduct business meetings, corporate training, and educational classes.
Teleconferencing
Teleconference is a meeting of people in different locations connected by telecommunication systems. Teleconferences can be used to deliver training or exchange information. They can be held to solve problems and make decisions, just as face-to-face meetings (Oliverio et al, 2007).
Teleconferencing makes it possible to organize meetings among geographically separated participants thus saving transport cost, travelling 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 differentn bodies or organizations conduct to 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. For example, telephones with speakers could be used in two or more locations with one or more participants per location to conduct a meeting. Teleconferences are sometimes used for project progress reports or to discuss alternative strategies for problem resolution among team members distributed geographically.
Desktop Publishing Skills
Desktop Publishing is an ability to print by combining personal computers and design software to create and edit layouts for producing all kinds of material such as reports, books, magazines, brochures, flyers, and newsletters (Azuka, 2012). The author further stated that desktop publishing is the ability to arrange text and graphics in such a way to effectively communicate ideas, create documents such as advertisements, posters, greetings cards, newsletters and brochures, effectively communicate and attract specific audiences and visually communicate through design, colour, sound, and motion.
Meanwhile, Oliverio et al, (2007), stated that desktop publishing is ability to produce high-quality printed documents that include both text and graphics. It is closely related to word processing and requires many of the same skills. Examples of these documents include newsletters, brochures, and forms. Desktop publishing software programs, such as Adobe Page Maker are used for advanced desktop publishing. The essential skills required in this area include: keyboarding with speed and accuracy, knowledge and skill in use of software programs, skill in formatting and proofreading of documents, proficiency with grammar, punctuation and spelling, skill in preparing copy from audio recordings, if employed as a transcriptionist, skills in dictating text and commands if using speech recognition.
U.S Department of Labour, Bureau of Labour statistics (USDLBLS) (2007), defined desktop publishing as the use of computer software to format and combine texts, numerical data, photographs, charts, and other visual graphics elements to produce publication ready material. The author further stated that the function of desktop publishers include to write and edit text, create graphics to accompany text, convert photographs and drawing into digital images and then manipulate those images, design page layout, create proposals, develop presentations and advertising campaigns, typeset and do colour separation and translate electronic information film or other traditional forms. Materials produced through desktop publishing include books, business cards, calendars, magazines, newsletters, slides and tickets. The desktop publisher can correct mistakes or compensate deficiencies in the original colour print or transparency. Digital files are used to produce printing plates.
In view of Osuala (2004), desktop publishing packages are usually better than word processing packages at meeting high level publishing needs, especially when it comes to typesetting and colour reproduction. Many magazines and newspapers today rely heavily on desktop publishing software.
Reprographic Skill
Reprographics skills are the multiple reproductions of images. Reprographics today involves the use of two primary types of equipment: copiers and duplicators. Copiers use an image-forming process similar to a camera to create copies directly from existing originals. Duplicators make copies from masters on special paper that must be prepared before copies are reproduced http/www.entes.com/jax/index.php/uti/contaclus.
Jacci (2003) defined reprographics as a general term for the reproduction of documents or images especially those that are virtually undistinguishable from the original. The author further stated that reprographics can be mechanical, electronic, or photographic means such as photocopying or xerography, scanning, digital printing and photocopy. In the opinion of Ikelegbe (2006), reprographics can be defined as ability to reproducing documents of any kind. The author further stated that it is the ability to produce many copies of original document. The equipment varies in size depending on the volume of multiple copies to be made. Equipment under reprography are photocopier, cyclostyling or mimeograph machines and litho press.
Micrographic is an integral part of reprographics and very important to most modern organizations. However, micrographic technology has provided valuable tools for the improvement of record management. The use of micrographics solves the problems of preservation and distribution and promotes economy in storage as well as being easily integrated into systems based on the latest electronic technology (Saffady, 2008). The author stated that creating microfilm copies is a convenient method of producing copies of vital records, as it is a proven technology with established standards that assure media quality and stability.
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.
Image Processing System
Furthermore, this is another fast-growing area of office automation. It allows end users to electronically capture, store, process, and retrieve images of documents that may include numeric data, text, handwriting graphics, and photographs. Electronic document management may interface with other electronic document preparation systems such as word processing desktop publishing, electronic mail, and voice mail. However, one of the fastest growing application areas is transaction document image, processing document such as customer correspondence, sales orders, invoice application forms, and service request are captured electronically and routed to end users throughout the organisation for processing. (Ayandele and Adeoye, 2010).
According to Oliverio et al, (2007), image processing is an effective way to store documents that must be seen in their original form to verify information. An image processing system uses software and special equipment, including scanners and optical disks, to store an exact copy of a paper document
Presentation Graphics
The goal of presentation graphics is to provide information in a graphical form that helps end users and managers understand business proposals and performance and make better decisions about them. This includes the use of line and bar graphics, pie charts and pictorial charts using a variety of symbols. Instead of being overwhelmed by large amount of computer-produced data, graphic displays can assist managers in analysing and interpreting information presented to them. Presentation of graphics does not totally replace reports and displays of number and text materials (Ayandele and Adeoye, 2010).
Office Management Systems
They include electronic calendars, electronic mail directories, schedulers, and task management systems. They provide computer-based support services to managers and other professional to help them organize their work activities. Office management software computerizes manual method of planning such paper calendars, appointment books, directories, file folders, memos, and notes. Microcomputer users can get some of the benefits of office management systems by using desktop accessory and personal information manager packages (Ayandele and Adeoye, 2010).
Understanding Employee (Secretary) Performance 
Many business executives are under the mistaken impression that the level of employee (secretaries) performance on the job is proportional to the size of the employee’s compensation package. Although compensation package is one of the extrinsic motivation tools, it has a limited short term effect on employees’ performance. A widely accepted assumption is that better workplace environment motivates employees and produces better results (Leblebici, 2012). 
Essentially, an elegant and functional workplace environment often culminates in improved employee efficiency and productivity. In recognition of this fact, most offices are now designed and furnished with the employee in mind to ensure that his workplace environment including furniture and equipment adequately supports and induces high performance. The quest to equip employees and workers with most suitable workplace environment, furniture, equipment, tools and techniques to discharge their duties efficiently and effectively is the fundamental philosophy behind the development and growth of ergonomics. The performance of an employee is measured actually by the output that the individual produces and it is related to productivity. At corporate level, productivity is affected by many factors such as employees, technology and objectives of the organization. It is also dependent on the physical environment and its effect on health and employees’ performance (Al-Anzi, 2009).
Statt (1994) as cited by Leblebici (2012) argues that, the modern work physical environment is characterized by technology; computers and machines as well as general furniture and furnishings. To enhance employee performance therefore, it is imperative that the organization’s physical environment is fashioned to support employee in their quest to attain organizational objectives.
Secretarial Productivity
According to Baile( 1986) productivity is often defined as a measurement of output relative to an input. At lower levels, various methods are used to track productivity performance and identify opportunities for productivity improvement, but there is still a wide gap between productivity measurement and managerial behavior. The output can be any outcome of the process, whether a product or service, while input factors consist of any human and physical resources used in a process. It follows that, in order to increase productivity, the system must either produce more or better goods from the same resources, or the same goods from fewer resources. Stated differently, productivity improvement refers to an increase in the ratio of produced goods or services in relation to resources used.  Productivity is closely related to the use and availability of resources as well as to value creation. This means that a company’s productivity is reduced if its resources are not properly used or if there is a lack of resources.
Allen et al. view productivity measurement is the quantification of both the output and input resources of a productive system. The intent is to come up with a quantified monitoring index. The goal of productivity measurement is productivity improvement, which involves a combination of increased effectiveness and a better use of available resources. While productivity can be given the sort of shorthand definition as the ratio between output and input, what productivity really is as well as how it can be measured has always provoked a great deal of controversy among experts. In essence, it can be said that the measurement of productivity is only simple conceptually. In practice, however, both measurements of outputs and inputs involves aggregation problem, and this problem alone has situated productivity measurement in the realm of complexity.
The concept of secretarial productivity can be seen the level of performance of secretaries in relation to their tasks. This study advocates the level of modern secretaries’ performance is far greater than those of the previous generation. 
A study conducted by study mode, a web researcher concluded that the factors that affected the performance include the following, 
· equal pay for all employees according to the level of responsibility and work done
· secretaries be taken for further training and only employ those with enough skills and qualifications, 
· working relations be encouraged at all levels
· physical working environment be improved and equipment be purchased 
· the use of modern equipment 
The focus of this study is to examine the relationship between secretaries’ productivity and their use of modern equipment. A number of study present successful experiences of how the introduction of modern office technologies led to tremendous benefits. For example, an Administrative Management article (Hansen, 1977) reports surveying a number of companies that had installed word processing systems; all indicated "productivity gains and cost effectiveness" with the system. Another study (Anderson, 1978) finds that computer-based message systems improve productivity by saving time, by increasing the volume of work performed, and by more efficient problem-solving. Specific positive accounts range from a pharmaceutical firm (Clutterbuck, 1978) whose office system had saved time at both the managerial and secretarial levels (increasing productivity at the latter level as well) to a life insurance firm (McCormick, 1980) whose introduction of minicomputers and distributed processing had cut proposal preparation time from days to half an hour.
2.2 CHAPTER SUMMARY
In this review the researcher has sampled the opinions and views of several authors and scholars on the impact of modern office technology on secretaries performance. The works of scholars who conducted empirical studies have been reviewed also. The chapter has made clear the relevant literatures.



CHAPTER THREE
RESEARCH METHODOLOGY
3.1	Area of Study
Accra is the capital of Ghana covering an area of 225.67 km2 (87.13 sq mi) with an estimated urban population of 4.2 million as of 2020 [Central Intelligence Agency 2020]. It is organized into 12 local government districts – 11 municipal districts and the Accra Metropolitan District, which is the only district within the capital to be granted city status (Wikipedia.com). Thus it is the area of the study.
3.2	Research Design
Research designs are perceived to be an overall strategy adopted by the researcher whereby different components of the study are integrated in a logical manner to effectively address a research problem. In this study, the researcher employed the descriptive survey research design. This is due to the nature of the study whereby the opinion and views of people are sampled.
3.3	Population of the study
According to Udoyen (2019), a study population is a group of elements or individuals as the case may be, who share similar characteristics. These similar features can include location, gender, age, sex or specific interest. The emphasis on study population is that it constitutes of individuals or elements that are homogeneous in description. 
This research was carried out on the impact of modern office machines on secretaries using Ministry of Education Accra Metropolis as case study.
Hence in this study, all staffs of Ministry of Education Accra Metropolis form the population of the study. 
3.4	Sample size determination
A study sample is simply a systematic selected part of a population that infers its result on the population. In essence, it is that part of a whole that represents the whole and its members share characteristics in like similitude (Udoyen, 2019). In this study, the researcher adopted the simple random sampling (srs.) method to determine the sample size. 
3.5	Sample size selection technique and procedure
In  carrying out this study, the researcher adopted the purposive sampling technique due to the large number of the selected case study. Hence to determine the sample size, the researcher purposively selected 59 staffs of Ministry of Education Accra Ghana.
3.6 Research Instrument and Administration
The research instrument used in this study is the questionnaire. A 15 minutes’ survey containing 10 questions were administered to the enrolled participants. The questionnaire was divided into two sections, the first section inquired about the responses, demographic or personal data; while the second section were in line with the study objectives, aimed at providing answers to the research questions. The research instrument (IONOMOSP) was administered to the enrolled participants.
3.7	 Method of data collection
Primary and secondary sources of data collection were used. The primary sources include oral interviews and questionnaires while the secondary sources include textbooks, journals, internet, published and unpublished articles.
3.8	Method of data analysis
The responses were analyzed using the frequency tables, which provided answers to the research questions.
3.9	Validity and Reliability of the study
The reliability and validity of the research instrument was determined. The Pearson Correlation Coefficient was used to determine the reliability of the instrument. A co-efficient value of 0.68 indicated that the research instrument was relatively reliable. According to (Taber, 2017) the range of a reasonable reliability is between 0.67 and 0.87.


CHAPTER FOUR
DATA PRESENTATION AND ANALYSIS
4.1	DATA PRESENTATION
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 fifty nine (59) questionnaires were administered to respondents of which only fifty (50) were returned. The analysis of this study is based on the number returned.
Table 4.1: Demographic data of respondents
	Demographic information
	Frequency
	percent

	Gender
Male
	
	

	
	18
	36%

	Female
	32
	64%

	Religion
	
	

	Christian
	27
	54%

	Muslim
	14
	28%

	Others
	09
	18%

	Age
	
	

	21-30
	29
	58%

	31-40
	21
	42%

	41-50
	00
	00%

	51 +
	00
	00%

	Education
	
	

	BSC
	42
	84%

	MASTERS
	08
	16%

	PHD
	00
	00%


Source: Field Survey, 2021
ANSWERING RESEARCH QUESTIONS
Question 1: What are the new office technologies?
Table 4.2: Respondent on question 1
	Options
	Yes
	No
	Total (%)

	Computers
	100
(100%)
	00
	100
(100%)

	Internet
	100
(100%)
	00
	100
(100%)

	Fax
	100
(100%)
	00
	100
(100%)

	Dictaphone
	100
(100%)
	00
	100
(100%)

	Typewriters
	100
(100%)
	00
	100
(100%)

	reprographic machines
	100
(100%)
	00
	100
(100%)

	envelope sealing machine
	100
(100%)
	00
	100
(100%)

	shredder
	100
(100%)
	00
	100
(100%)

	automatic time-and-date stamping machines
	100
(100%)
	00
	100
(100%)

	Printers and photocopiers
	100
(100%)
	00
	100
(100%)


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, all the respondents constituting 100% said yes to all the options provided. There was no record of no.
Question 2: What are the new office technologies available in MOE?
Table 4.3: Respondent on question 2
	Options
	Yes
	No
	Total (%)

	Computers
	100
(100%)
	00
	100
(100%)

	Internet
	100
(100%)
	00
	100
(100%)

	Fax
	100
(100%)
	00
	100
(100%)

	Dictaphone
	00
	100
(100%)
	100
(100%)

	Typewriters
	100
(100%)
	00
	100
(100%)

	reprographic machines
	00
	100
(100%)
	100
(100%)

	envelope sealing machine
	100
(100%)
	00
	100
(100%)

	shredder
	00
	100
(100%)
	100
(100%)

	automatic time-and-date stamping machines
	100
(100%)
	00
	100
(100%)

	Printers and photocopiers
	100
(100%)
	00
	100
(100%)


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, all the respondents constituting 100% said yes to Computers, Printers and photocopiers, automatic time-and-date stamping machines, envelope sealing machine, Typewriters, Fax and internet, while the same 100% respondents said no to shredder, reprographic machines, and Dictaphone. This shows that MOE, Accra, Ghana does not have all the modern technology equipment.
Question 3: What is the level of usage of these new office technologies?
Table 4.4: Respondent on question 3
	Options
	Frequency
	Percentage

	High
	42
	84

	Low
	00
	00

	Undecided
	8
	16

	Total
	50
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, 42 respondents constituting 84% said high. 08 respondents constituting 16% were undecided. There was no record for low.
Question 4: What is productivity?
Table 4.5: Respondent on question 4
	Options
	Yes
	No
	Total (%)

	the state or quality of being productive.
	100
(100%)
	00
	100
(100%)

	the effectiveness of productive effort. 
	100
(100%)
	00
	100
(100%)

	the rate of output of an individual
	100
(100%)
	00
	100
(100%)

	is about the effective and efficient use of all resources.
	100
(100%)
	00
	100
(100%)


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, all the respondents constituting 100% said yes to all the options provided.
Question 5: How is secretaries productivity measured?
Table 4.6: Respondent on question 5
	Options
	Yes
	No
	Total (%)

	By direct labour behaviour
	100
(100%)
	00
	100
(100%)

	The Average Number of Tasks Performed.
	100
(100%)
	00
	100
(100%)

	Number of skill Improvements
	100
(100%)
	00
	100
(100%)

	Average Ideas Initiated
	100
(100%)
	00
	100
(100%)


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, all the respondents constituting 100% said yes to all the options provided.
Question 6: What is th level of productivity of the secretaries at the MOE?
Table 4.7: Respondent on question 6
	Options
	Frequency
	Percentage

	High
	30
	60

	Low
	11
	22

	Undecided
	09
	18

	Total
	50
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, 30 respondents constituting 60% said high. 11 respondents constituting 22% said low while 09 respondents constituting 18% were undecided.
Question 7: Does the introduction of office technologies impact on secretaries’ productivity?
Table 4.8: Respondent on question 7
	Options
	Frequency
	Percentage

	Yes
	43
	86

	No
	00
	00

	Undecided
	07
	14

	Total
	50
	100


Source: Field Survey, 2021
From the responses obtained as expressed in the table above, 43 respondents constituting 86% said yes. 07 respondents constituting 14% were undecided. There was record for no.


CHAPTER FIVE
SUMMARY, CONCLUSIONS AND RECOMMENDATIONS:
5.1 Introduction
This chapter summarizes the findings into the impact of modern office machines on secretaries using Ministry of Education Accra Metropolis as case study. The chapter consists of summary of the study, conclusions, and recommendations. 
5.2 Summary of the Study
In this study, our focus was to examine the impact of modern office technologies on secretaries’ level of productivity at the Head office of the Ministry of Education. The study specifically was aimed at ascertaining the range of new office technologies existent at the MOE; investigate the level of usage of these new office technologies and identify the level of productivity of the secretaries at the MOE.
The study adopted the survey research design and randomly enrolled participants in the study. A total of 50 responses were validated from the enrolled participants where all respondent are staffs of Ministry of Education Accra Metropolis.
5.3 Conclusions
Based on the finding of this study, the researcher made the following conclusions:
a. Computers, Internet, Fax, Dictaphone, Typewriters, reprographic, machines, envelope sealing machine, shredder, and automatic time-and-date stamping machines to mention but a few are the new office machines in the contemporary world
b. The level at which these office machines are using in ministery of education Accra is relatively high due to its relevance.
c. To ascertain workers’ productivity, the following much be considered; direct labour behaviour; Average Number of Tasks Performed; Number of skill Improvements; Average Ideas Initiated and many more.
d. Secretaries productivity in Ministry of education Accra is highly impressive and commendable.
e. office technologies has a very significant and positive impact on secretaries performance.
5.4 Recommendations
i) Organizations in general should procure as many modern office technological gadgets as are available in the market to enable secretaries increase their productivity.
ii) Secretaries without new skills in the use of modern office technological gadgets should be retrained to fit into the trend of current advancement.
iii) Secretaries should be given the opportunity and chance to perform/carry out other administrative functions using machines that makes them effective, fast, accurate and efficient.
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APPENDIXE
QUESTIONNAIRE
PLEASE TICK [√] YOUR MOST PREFERRED CHOICE(S) ON A QUESTIONS
SECTION A
PERSONAL INFORMATION
Gender
Male [  ]	Female [  ]
Age 
20-30	[  ]
31-40	[  ]
41-50   [  ]
51 and above [  ]
Religion
Christian	[  ]
Muslim	[  ]
Educational level
WAEC		[  ]
BSC/HND	[  ]
MSC/PGDE	[  ]
PHD		[  ]
Others……………………………………………….. (please indicate)
Marital Status
Single	[  ]
Married [  ]
Separated [  ]
SECTION B
Question 1: What are the new office technologies?
	Options
	Yes
	No

	Computers
	
	

	Internet
	
	

	Fax
	
	

	Dictaphone
	
	

	Typewriters
	
	

	reprographic machines
	
	

	envelope sealing machine
	
	

	shredder
	
	

	automatic time-and-date stamping machines
	
	



Question 2: What are the new office technologies available in MOE?
	Options
	Yes
	No

	Franking machine
	
	

	Dictaphone 
	
	

	shredder 
	
	

	Computers
	
	

	Fax
	
	

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

	Printers and Photocopiers 
	
	



Question 3: What is the level of usage of these new office technologies?
	Options
	Please Tick

	High
	

	Low
	

	Undecided
	



Question 4: What is productivity?
	Options
	Yes
	No

	the state or quality of being productive.
	
	

	the effectiveness of productive effort. 
	
	

	the rate of output of an individual
	
	

	is about the effective and efficient use of all resources.
	
	



Question 5: How is secretaries productivity measured?
	Options
	Yes
	No

	By direct labour behaviour
	
	

	The Average Number of Tasks Performed.
	
	

	Number of skill Improvements
	
	

	Average Ideas Initiated
	
	




Question 6: What is th level of productivity of the secretaries at the MOE?
	Options
	Please Tick

	High
	

	Low
	

	Undecided
	



Question 7: Does the introduction of office technologies impact on secretaries’ productivity?
	Options
	Please Tick

	Yes
	

	No
	

	Undecided
	




