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ABSTRACT
The aim of this project is to find out the status and impact of an office manager in modern business organizations. To be able to carry out this study, the researcher reviewed relevant literature on the issue to form the theoretical base of the subject. Two examples of the purpose of study sued are: (i) to delete the wrong impression of the public on the major function of the office manager.  (ii) To find out the impact of an office manager in modern business organization. The main instrument used in collecting data for the study is questionnaire. The questionnaires consist of 16 items which are submitted to the project supervisor who corrected and approved it before it was administered. The questionnaires were later administered by the researcher and data obtained were analyzed using mean and standard deviation. The population of the study was fifty (50) secretaries, managers and other staff, out of which thirty (30) were used as the sample size. The major findings of the study are that the status of an office manager in modern business organizations is beyond a mere typist, shorthand writer, receptionist or anyone who can type document and handle office equipment and correspondence to some extent without educational qualification/certification and also that the modern business organization cannot  function effectively and achieve set goals easily without office automation and office managers as a result of their impact on modern organizations. Based on the above findings, it was recommended that adequate office machines should be provided, good and conducive work environment for their office managers due to the sensitive nature of modern equipment and machines and also, office managers should be sent for training as a result of technological advancement. 
CHAPTER ONE

INTRODUCTION

1.1     BACKGROUND OF THE STUDY
The office manager has a great impact on every modern business organizations. According to Pigors & Myers (1984:55), an office manager is the life-blood of any office. As he has contributed greatly to the progress and improvement made by his organization. Aluiko (1998:10) asserted, an office manager is one that perform some or all the basic functions of management to some degree either regularly or occasionally. In addition to the above, an office manager can also be known and seen as one that controls or in charge of office machines and equipment and also does the work of an office without supervision. Poor performance of duties and poor relationship with people (customers, co-workers, and sub-ordinates) can contribute to ruin the business or make the business to perform poorly. According to Nna (2011:109), effort must be made to make sure good human relationship are maintained in an organization. if the organization’s goal and objectives must be achieved. Every modern business organizations cannot do without an office as it function as the centre of all information that goes out and comes in to the organization.
According to Nna (2011:4) The place where all activities of the organization take place is the “office”. No modern business organization can achieve it’s goals without an office and the manager. In the primitive age according to Nna (2011:19), business transactions were carried out without an office but through personal contacts and in their houses. But as a result of technological advancement, organizations cannot do without an office manager as a result of office machines and equipment that are bought and brought into the office which needs someone to control and manage it, the office manage became so important that the office cannot function by itself.The office manager is saddled with a lot of responsibilities in the modern business organizations and offices as he also stand the task of advising his firms or organization on the type of machines and equipment that should be bought into the office that can enhance increase productivity and he also aid in thorough supervision of sub-ordinates.
1.2     STATEMENT OF THE PROBLEM
Poor office management has greatly been a predicament in most offices or organization because most office task have been mishandled by incompetent hands, mostly these have greatly affected the productivity of the organization. the presence of an office manager is of great important to resolve these defilement and improve proper co-ordination and communication among staff. Record keeping processes and task generated by the change of automated office management which in turn dictates changes in office procedures in order to maintain a flow of production in offices, posses a challenge to record managers. Lack of training by the organizations has been a problem that the office managers face in the modern business organizations as a result of technological advancement, new machines and equipment are been brought into the organization which the office managers may need training in order to operate.
Lack of adequate equipment and working environment has greatly affected office managers in the cause of carrying out their duties in the office. Inadequate equipment in the office can lead to poor productivity, mal-functionality and errors in work processes and thereby giving wrong image of the organization and the office manager. Poor work environment such as noise, poor ventilation and lack of air conditioning in the office etc. All these has contributed  to ineffective work performances and poor health conditions which will greatly affect his (office manager) work. These specially constituted a major problem, giving raise to this study.
1.3     PURPOSE OF THE STUDY
The aim or purpose of this study is to x-ray “the status and impact of the office manager in modern business organizations” other sub-aims are:
To “delete” the wrong impression of the public on the major function of the office manager.
To find out how modern office automation has affected the office managers, in carrying out their duties.
To examine the importance of modern equipment in the achievement of organizational goals.
To find out the impact of an office manager in modern business organizations.
To view the status of an office manager in modern business organizations.
1.4     SIGNIFICANCE OF THE STUDY
The outcome of this study may provide or bring useful and tangible information and new concept for office managers on ways and needs to improve in their skills in order to make a good image of their organizations and their management processes thereby leading them to achieve their organizational goals and objectives.
It may create avenue for modern office managers to improve on office management procedures and skills may be created which may be useful to office managers in the management of modern business offices or automated offices in organizations.
It may create awareness to eth office managers, of their impact and importance to modern business organizations, thereby challenging them to see the need of getting acquainted with the knowledge and skills in modern technological tools so that they can fit into their position in modern organizations.
It may stand to advice the office managers on the need to possess a good quality that will enhance improvement and good business reports thereby bringing their organization to achieve its set goals.
1.5     RESEARCH QUESTIONS/HYPOTHESIS
What are the wrong impressions of the public on the person of the office managers?
To what extent has modern office automation affected the office managers?
What are the importance of modern equipment on the achievement of organizational goals?
What are the impact of office managers on modern business organizations?
How are the office managers viewed in modern business organizations?
1.6     SCOPE OR DELIMITATION OF T STUDY
The scope or delimitation of this study is limited to discussing; The status and impact of an office manager in modern business organizations.
The study is to be carried out within the state, in some established business firms and companies, precisely Port-Harcourt, NNPC Refinery Eleme, Nigerian Agip Oil Company Mile 4, Port Harcourt.
1.7     LIMITATION OF THE STUDY
The researcher encountered some physical problems and lack of finance, really it was the researcher’s intention to cover more areas than specifies, but could not due to lack of finance and limited time allocated to the work made it difficult to cover the areas adequately as desired.
1.8     DEFINITION OF TERMS
Organization: A group of people who form a business in order to achieve a particular aim or goals.
Office: A room or building use for a particular purpose especially to provide information and services.
Status: A condition that determines one’s formal position. That is, position in relation to others.
Office manager: One in charge or controls of all office machines and equipment and also does the work of supervision, have knowledge and skills to perform office works without direct supervision.
Modern days: The contemporary world or this present days or time.
Technology: Scientific knowledge used in doing things.

CHAPTER TWO

LITERATURE REVIEW

INTRODUCTION
Our focus in this chapter is to critically examine relevant literature that would assist in explaining the research problem and furthermore recognize the efforts of scholars who had previously contributed immensely to similar research. The chapter intends to deepen the understanding of the study and close the perceived gaps. Precisely, the chapter will be considered in three sub-headings:  

Conceptual Framework  

Theoretical Framework  

2.1
CONCEPTUAL FRAMEWORK 

Concept of office

Office is considered to be an important place or section or an area for the conduct of any works, jobs, businesses or transactions. By the term business, it is understood, any work that is related to the office. The meaning of the term office is a place for the operation of business, the room or department, where the clerical work is done, or it can be stated that it is a place where professional and commercial transactions are implemented, or it is, a place where all sorts of activities within the organization are dealt with. Office is the centre of an organization (Upadhyay, Ladhe, Rai, Bhatkar & Upadhyay, 2015). Within an organization, there are various kinds of departments such as financial, production, clerical, technical, personnel, managerial, manufacturing, advertising and marketing, sales, training and so forth. The activities and functions of all the departments are implemented in places that are termed as offices. In educational institutions also, there are various kinds of clerical and technical jobs that are implemented by the office workers, hence, office is stated to be an integral part of any organization or an institution. 

Commercial office acts as a central directing and co-ordinating organisation of the various activities of any business. Efficient office management comprises a number of vital functions, including time management, organizing the paperwork in an adequate manner, workspace, managing multiple projects simultaneously, and being in control of all the job responsibilities (Upadhyay, Ladhe, Rai, Bhatkar & Upadhyay, 2015). Office is stated to be a place from where an organization plans, implements, controls and co-ordinates all the activities and functions; therefore, for this basic reason, efficient office management is regarded to be a crucial aspect that all the individuals employed within the organization are required to understand. 
concept of managers

Managers are responsible for setting and achieving the firm’s goals with and through other people. There  have been a number of studies on what managers actually do, the most famous of which conducted by Professor Henry Mintzberg in the early 1970s (Mintzberg, 1973). After following managers around for several weeks, Mintzberg concluded that managers assume multiple roles. A role is an organized set of behaviors,and Mintzberg identified ten roles, which he divided into three groups: interpersonal, informational, and decision. The informational roles link all managerial work together. The interpersonal roles ensure that information is provided. The decision roles make

Interpersonal roles are the following: 

Figurehead  

Managers have social, ceremonial and legal responsibilities. They are a source of inspiration. People look up to them as a person with authority, and as a figurehead.

Leader 

Manager provides leadership for the team, organization, and manages the performance and  responsibilities of everyone in the group.

Liaison − 

Managers communicate with internal and external contacts. 

Informational roles are:

Monitor 
Managers regularly seek out information related to the organization and industry, looking for relevant changes in the environment. They also monitor the team, in terms of both their productivity and  their well-being.

Disseminator − 

Managers communicate potentially useful information to the colleagues and the team.

Spokesperson − 

Managers represent and speak for their organization. They are responsible for transmitting information about their organization and its goals to the people outside it.

Decisional roles are:

Entrepreneur − 

Manager creates and controls change within the organization. This means solving problems, generating new ideas and implementing them.

Disturbance Handler  

When an organization or team hits an unexpected roadblock, it is the manager  who must take charge. 

Resource Allocator 

Managers need to determine where organizational resources are best applied. This  involves allocating funding, as well as assigning staff and other organizational resources.

Negotiator 
Managers take part in, and direct important negotiations within the team, department, or  organization (Mintzberg's Management Roles).significant use of the information (Carpenter, Bauer, Erdogan, 2012).

Factors Contributing to the Growth of Office Work

The various factors that contribute to the growth of office work have been stated as follows: (Chopra & Gauri, 2015). 

In the present existence, there has been a tremendous increase in the office work; with the growth of economy, advancement of technology and with the origin of other innovative methods and techniques, office work has been given significance. The individuals are making use of all the modern innovative techniques and methods in order to increase their business and operations. As the organization expands, then certainly there is an increase in paperwork and other activities and functions, therefore, expansion is considered to be one factor that has led to the growth of office work. 

The management has increased awareness and information amongst themselves even about the external affairs. It is important that in order to implement all the activities and functions in an adequate manner, management should be regularly informed and kept updated. Decision making is also regarded to be an important aspect that a person makes when he is aware of all the approaches and the strategies. Therefore, generation of awareness, knowledge and information is regarded to be an important area that has led to the growth of office work. 

The recognition of the indispensability of the Research & Development (R&D) activities for the survival and growth during the present existence has given significance to the office work. Business houses are increasingly having R&D in aspects such as marketing, products, manufacturing, services, etc. In other words, all these activities require Research & Development, which leads to an increase in office work. 

The increase in an information demand of the governments are also causing growth of office work on a continuous basis. Every business organisation has to prepare income tax returns, sales tax returns, provident fund deductions, and ESI deduction statements, financial statements, etc., for individuals as well as for the government. All this involves increase in office functions.

With the growth in the number and magnitude of service activities such as, banking, insurance companies, advertising, marketing, mail order houses, and so on, with which a particular business has to deal with, leads to an increase in office work. These activities require great amount of paperwork and large proportions of office workers have to be employed to process the abundant records. When any activities are conducted with the external and internal sources, even when recruitment of the staff takes place, it is vital to maintain records of all the activities and the personnel employed, hence, this factor also leads to an increase in office work. 

Another reason that led to an increase in office work is due to the unsuccessfulness that has been experienced to modernize and simplify the office practices in keeping time with the changing requirements of the office. There has been an increase in employment and training of more and more office workers, so that they depict efficiency in maintenance of the records. In the present existence, there has been an increase in the usage of technology, and efficient and skilled personnel are required to make use of technology in order to implement all the activities and functions. 

Functions of Office Managers

When office management has to be implemented in an operative manner, there are certain functions that need to be taken into consideration and these have been stated as follows: (Office Management and Modern Office and its Functions, n.d.).

Planning – 

Planning is concerned with dealing in advance what is to be done; it is the first fundamental function of management. It makes provision of the instructions and courses of action that are required by the managers in order to achieve the goals. Planning is the selecting and relating of facts, and making and using the assumptions regarding the future in the conception and devising of activities that are required to achieve the desired goals and objectives. 

Organizing – 

Organizing is the process of combining the works done by the individuals or a group to perform the facilities that are required by the personnel to achieve the desired objectives. The duties performed by the individuals make provision of the passage for the resourceful, logical, constructive and synchronized application of the available determinations.  

Staffing – 

The function of staffing within an organization refers to the recruitment of the individuals into various jobs and positions in accordance with their qualifications, skills and capabilities. When the employees are recruited, for a certain period of time, they are given training about the organization, its objectives and the job functions, which they are required to perform. Therefore, staffing refers to the methods of selection, recruitment, training, development, promotion and remuneration of employees. 

Directing – 

The function of directing refers to the manners and ways in which the superiors and the employers make provision of directions to their subordinates. Their main objective is to lead them towards the right path. It includes, leadership, communication and supervision. Leadership is the ability to influence the individuals to endeavour enthusiastically for the realization of mutual objectives. Communication is the process of transferring information from one person to the other person; there are various means of communication such as oral, written, and the usage of technological devices to communicate. It includes speaking, listening and responding. The function of supervision also comes under directing, it includes attempts to bring about conventionality between the planned and the actual outcomes. 

Motivating – 

Motivating is the process of stimulating the individual to take action in order to bring about the satisfaction of the requirements and the accomplishment of the desired objectives. The process of motivation moves an individual to perform, work and to take action; this can be done either by the use of power or force, strictness is also sometimes adopted by the employers or the superiors in order to motivate their subordinates. The provision of inducements, benefits and incentives is another way to motivate the employees, when they are offered benefits, then they get motivated to work and satisfying the needs of the employees is another way to motivate them towards the achievement of the desired objectives. 

Co-ordinating – 

It means monitoring, balancing and keeping the team together by ensuring the suitable allocation of tasks and works to various members in accordance to their skills and abilities. Under this function, it is also important to make sure that tasks are performed with an opinion amongst the members themselves. There should be a synchronization amongst the workforce employed within an organization.

Basic Functions Implemented By Managers within an Office

The basic functions implemented within an office are stated as follows: (Chopra & Gauri, 2015). 

Receiving Information - 

Information relating to the functions within an organisation may be received from numerous sources, which may be internal sources and external sources. From internal sources, information may be received from various departments, sections or divisions of the organisation. From external sources, it may be received from suppliers, customers, visitors, other organisations, government departments, and so forth. Examples of the forms in which information is generally received are letters, telephone calls, orders, invoices and reports on the various activities of a business. In addition to receiving the information that may come into the business, the office has the responsibility of obtaining any further information which the management may require.

Recording Information - 
The objective of keeping records is to make information freely available to the management, whenever it is required. For this purpose, the information that is established, is transformed into some form of written record. The records generally retained in a business office include, financial and cost accounts, orders, progress of work, hours worked by the employees, correspondence, marketing and selling transactions, client records and so forth. While some records are vital to be kept by law, some others should be kept to meet the requirements of the management in planning and controlling the business. The records so maintained by the office serve as a reference library for future use.

Arranging Information - 

The information collected by an office is infrequently in the form in which it is distributed; facts and data have to be gathered from various sources and the functions such as calculations, tabulations, etc., these are required to be adequately implemented. An office is accountable for supplying information in the form which best serves the purpose of the management, this is a function of the utmost significance and which must be carried out by an accurately trained staff. Examples of arranging information are: preparing invoices, payrolls, cost accounting statements, statistical statements, and reports. The functions of classification of receipts, balance sheet, accounting of non-trading concerns, profit determination etc. also come under arrangement of information (Modern Office Management, 2010). 

Giving Information - 
An office provides information from its records as and when it is required by the management. The information required by the management may be of an unchanging or of a distinct nature, and may be delivered verbally or in writing. Examples of giving information are instructions, notices, estimations, bills, progress reports, statements of accounts, statistical and financial statements, and instructions issued on behalf of the management. All this work involves typing, duplicating, telephoning, mailing, tele-printing, emailing, messaging and it is in the form of hand written letters.

Administrative Functions Implemented By Managers within an Office

There are certain administrative functions that need to be performed for the appropriate functioning of the office and these have been classified as follows: (Chopra & Gauri, 2015). 

Management Functions – 

For the efficient functioning of the office, the management functions are planning, organizing, staffing, directing, communicating, controlling, co-ordinating and motivating. The workforce at various levels are required to possess the adequate knowledge of all these functions; within the organization, the individuals are in the hierarchical level and all of them should possess knowledge of how to implement a plan, organize it and adequately put it into operation. Proper control is required to get exercised upon all the activities of the organization. 

Public Relations Functions – 

Within an organization, the office is required to conduct its operations resourcefully and is required to maintain cordial relations with other departments in the organisation but also with the external sources. Productivity can be enhanced and profit can be incurred only when the organization has maintained amiable relations with the customers and other internal and external sources. Therefore, it has to perform public relations functions in a well-organized manner. Appropriate public relations augment the standing and goodwill of the organisation. Public relations include the reception service, the liaison service, identifying the customer demands and so forth.

Instituting Office Systems and Routines - 

Systems and routines specify a planned and systematic method to the problem of management. A system may be regarded as a planned strategy to the realization of the preferred goals. An office routine may be defined as a sequence of procedures in the performance of office work, each procedure in the sequence being performed in the same order and in the same way every time. A procedure is a planned sequence of operations for the usage of recurring business transactions consistently and regularly. Office routines, systems and procedures, should be developed to make sure a continuous and an even flow of office work, so that it may be competently performed.

Retention of Records - 

Office records include directories, books, letters, invoices, information in registers, orders, financial and cost records, reports, statistical records, minutes, technical records and so forth. These records have to be retained for future reference. Apart from maintaining records, which is a basic function, an office has to perform functions like those of filing and indexing, and the maintenance and demolition of outdated records.

Safeguarding Assets - 
It is the function of an office to safeguard the assets of the organization, which may include fixed assets like building, plant, machinery, office equipment, lighting and air-conditioning equipment; or which may be movable assets like furniture, typewriters, calculating or accounting machines, computers, equipment of various types; or which may be in the form of cash, title deeds, securities, records and documents, and so forth. Important records such as main agreements and bonds must be accurately safe; cash must be held in safety or put in a bank; stock records must be adequately maintained and scarcities may be directly brought to the awareness of the management. Fixed assets should be protected against hazards of fire and theft by having appropriate insurance policies and by other means.

Form Designing and Control - 

Since office work is in most cases regarded as paper work, office forms are comprehensively used to accomplish the recording function of the office. A form is a consistent record which is used to collect and communicate information for reference purposes. Office forms serve as a storehouse of information. It is the job of the management to project, homogenize, produce and control the forms to be utilized in the office as well as the other departments of the organisation.

Stationary and Supplies Control - 

Office work requires the supply of office stationery of suitable quality and in adequate quantity. It is the duty of the office to cautiously procure and maintain an adequate supply of the stationery items. Since stationery is a costly item, in the present existence, it should be bought at inexpensive prices in economic order quantities; practical levels of stock must be sustained and made available at all times; it should be issued only against authorised applications and stored methodically to circumvent impairment, loss or weakening.

Selection and Purchase of Office Appliances - 

Office work also requires suitable equipment and machines, which includes, furniture, fixtures, telephones, intercom systems, computers, lap-tops, smartphones, dicta-phones, calculators, accounting machines, filing cabinets and drawers, typewriters, duplicators, and so forth. It is the job of the office manager to purchase and make provision of the right type of machines, equipment or furniture in order to implement all the functions in a productive manner and in accordance to the requirements of the office, and it is important to make sure that all the appliances are in an appropriate working order.

Personnel Function - 

The competency and efficacy of the office functions depends on the personnel that are employed. The personnel should be methodically engaged and skilled, and should be assigned work after an appropriate assessment. The personnel function is performed by the personnel department, which is generally assisted by the office. The office manager is required to make a provision of acceptable and trained staff to guarantee the methodical, appropriate and proficient performance of the work duties. Job evaluation and quality rating should be occasionally done; the staff should receive rational compensation and salary and should be accurately encouraged to accomplish the performance to the best of their abilities. Opportunities for improvement and advancement should be made available to the office staff.

Controlling Office Costs – 

The function of controlling office costs is done by: mechanization of the office, adopting time and labour saving devices in the office, utilizing enhanced forms, procedures, methods and techniques, conducting an investigation of the existing office routines and adopting improved ones and processing the available information in order to make effective decisions, as decision making is a fundamental part of office functions (Distance Training Course on Office Management, n.d.).

2.2
THEORETICAL FRAMEWORK

Classical Management Theory 
Rational economic view, scientific management, administrative principles, and bureaucratic organization characterize this phase. While the rational economic view assumed that people are motivated by economic gains primarily; scientific management of  F.W. Taylor and others emphasized on best way of production etc; administrative theorists personified by Henri Fayol etc looked at the best way to combine jobs and people into an efficient organization; bureaucratic organization theorists led by Max Weber looked at ways to eliminate managerial inconsistencies due to abuse of power which contributed to ineffectiveness. This was the era of the industrial revolution and factory system of production. Large scale production would not have been possible without adherence to the principles governing organizing production based on division of labor and specialization, relationship between man and the machine, managing people and so on.
Neo Classical Theory — Human Relations Approach
This school of thought developed between 1920s to 1950s felt that employees simply do not respond rationally to rules, chains of authority and economic incentives alone but are also guided by social needs, drives and attitudes. Hawthorne Studies at GEC etc., were conducted then. It was quite natural that in the early phases of the industrial revolution, the emphasis was on development of techniques and technology. The attention to the human factor was the salient aspect of this school of thought. This attention was to serve as a precursor to the development of behavioral sciences. 
CHAPTER THREE

RESEARCH METHODOLOGY

3.1
INTRODUCTION


In this chapter, we described the research procedure for this study. A research methodology is a research process adopted or employed to systematically and scientifically present the results of a study to the research audience viz. a vis, the study beneficiaries.
3.2
RESEARCH DESIGN

Research designs are perceived to be an overall strategy adopted by the researcher whereby different components of the study are integrated in a logical manner to effectively address a research problem. In this study, the researcher employed the survey research design. This is due to the nature of the study whereby the opinion and views of people are sampled. According to Singleton & Straits, (2009), Survey research can use quantitative research strategies (e.g., using questionnaires with numerically rated items), qualitative research strategies (e.g., using open-ended questions), or both strategies (i.e., mixed methods). As it is often used to describe and explore human behaviour, surveys are therefore frequently used in social and psychological research.
3.3
POPULATION OF THE STUDY


According to Udoyen (2019), a study population is a group of elements or individuals as the case may be, who share similar characteristics. These similar features can include location, gender, age, sex or specific interest. The emphasis on study population is that it constitute of individuals or elements that are homogeneous in description. 

This study was carried out to examine the  the status and impact of office managers on modern business organizations, using NNPC refinery and Agip oil company in Port harcourt , Rivers state as a case study. Managers and secretaries of NNPC refinery and Agip oil company form the population of the study.
3.4
SAMPLE SIZE DETERMINATION

A study sample is simply a systematic selected part of a population that infers its result on the population. In essence, it is that part of a whole that represents the whole and its members share characteristics in like similitude (Udoyen, 2019). In this study, the researcher adopted the convenient sampling method to determine the sample size. 
3.5
SAMPLE SIZE SELECTION TECHNIQUE AND PROCEDURE

According to Nwana (2005), sampling techniques are procedures adopted to systematically select the chosen sample in a specified away under controls. This research work adopted the convenience sampling technique in selecting the respondents from the total population.

In this study, the researcher adopted the convenient sampling method to determine the sample size. Out of all the entire population of Managers and secretaries of NNPC refinery and Agip oil company, the researcher conveniently selected 50 out of the overall population as the sample size for this study. According to Torty (2021), a sample of convenience is the terminology used to describe a sample in which elements have been selected from the target population on the basis of their accessibility or convenience to the researcher.
3.6 
RESEARCH INSTRUMENT AND ADMINISTRATION

The research instrument used in this study is the questionnaire. A survey containing series of questions were administered to the enrolled participants. The questionnaire was divided into two sections, the first section enquired about the responses demographic or personal data while the second sections were in line with the study objectives, aimed at providing answers to the research questions. Participants were required to respond by placing a tick at the appropriate column. The questionnaire was personally administered by the researcher.
3.7
METHOD OF DATA COLLECTION

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

The responses were analyzed using the mean and standard deviation, which provided answers to the research questions. And yes or no responses.

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

SA = Strongly Agree

4

A = Agree


3

D = Disagree


2

SD = Strongly Disagree
1

Decision Rule:

To ascertain the decision rule; this formular was used

	4+3+2+1 =10

      4           4


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


3.9
VALIDITY OF THE STUDY

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

The reliability of the research instrument was determined. The Pearson Correlation Coefficient was used to determine the reliability of the instrument. A co-efficient value of 0.68 indicated that the research instrument was relatively reliable. According to (Taber, 2017) the range of a reasonable reliability is between 0.67 and 0.87.
3.11
ETHICAL CONSIDERATION

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

CHAPTER FOUR

DATA PRESENTATION AND ANALYSIS

INTRODUCTION

This chapter presents the analysis of data derived through the questionnaire and key informant interview administered on the respondents in the study area. The analysis and interpretation were derived from the findings of the study. The data analysis depicts the simple frequency and percentage of the respondents as well as interpretation of the information gathered. A total of fifty (50) questionnaires were administered to respondents of which only thirty (30) were returned and validated. This was due to irregular, incomplete and inappropriate responses to some questionnaire. For this study a total of 30 was validated for the analysis.

4.1
DATA PRESENTATION
Table 4.1: Demographic profile of the respondents

	Demographic information
	Frequency
	percent

	Gender

Male
	
	

	
	17
	56.7%

	Female
	13
	43.3%

	Age
	
	

	20-25
	9
	30%

	25-30
	8
	26.7%

	31-35
	6
	20%

	36+
	7
	23.3%

	Marital Status
	
	

	Single 
	19
	63.3%

	Married
	11
	36.7%

	Separated
	0
	0%

	Widowed
	0
	0%

	Education Level
	
	

	WAEC
	0
	0%

	BS.c
	25
	83.3%

	MS.c
	5
	16.7%

	MBA
	0
	0%


Source: Field Survey, 2021

Question 1: What are the wrong impressions of the public on the person of the office managers?

Table 4.2:  Respondent on question 1

	S/N
	ITEM STATEMENT
	SA

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

	1
	Office managers are rude
	10
	8
	5
	7
	2.9
	2.7
	Accepted

	2
	Office managers don’t attend to clients swiftly
	14
	10
	4
	2
	3.1
	3.2
	Accepted

	3
	Some office managers are lazy
	12
	10
	5
	3
	3.1
	3.03
	Accepted

	4
	Office managers are corrupt
	10
	8
	3
	9
	2.8
	2.63
	Accepted


Source: Field Survey, 2021

In table above, item1 with mean response of 2.7 accepted that Office managers are rude is the wrong impressions of the public on the person of the office managers. Item 2 with mean score of 3.2 also accepted Office managers don’t attend to clients swiftly. Item 3 with mean score of 3.03 further accepted Some office managers are lazy. Item 4 with the mean score of 2.63 also accepted Office managers are corrupt. Item 1,2,3,4  have mean scores 2.50 and above. This indicates that respondents accepted in all the items on the wrong impressions of the public on the person of the office managers.
Question 2:   To what extent has modern office automation affected the office managers?

Table 4.3:
Respondent on question 2

	Options
	Frequency
	Percentage

	High extent
	13
	58.44

	Low extent
	7
	19.48

	Undecided
	10
	22.07

	Total
	30
	100


Field Survey, 2021

From the responses obtained as expressed in the table above, 58.44% of the respondents said high extent, 19.48% said low extent, while 22.07% were undecided. 
Research Question 3:  What are the importance of modern equipment on the achievement of organizational goals?
Table 4.4: respondent on question 3

	S/N
	ITEM STATEMENT
	SA

4
	A

3
	D

2
	SD

1
	X
	S.D
	DECISION

	1
	Office machines are labor saving devices which aids organizational goals
	14
	6
	7
	3
	3.0
	3.03
	Accepted

	2
	Office machines save time thereby aiding organizational goal
	13
	7
	8
	2
	3.0
	3.03
	Accepted

	3
	Office machines perform office work faster thereby aiding organizational goal
	15
	3
	5
	7
	3.8
	2.93
	Accepted

	4
	Office machine reduces fraud
	12
	10
	5
	3
	3.1
	3.03
	Accepted


Source: Field Survey, 2021
In table above, item 1 with mean response of 3.03 accepted that Office machines are labor saving devices which aids organizational goals. Item 2 with mean response of 3.03 also accepted Office machines save time thereby aiding organizational goal. Item 3 with mean response of 2.93 further accepted Office machines perform office work faster thereby aiding organizational goal. Item 4 with mean response of 2.61 accepted Office machine reduces fraud.  Item 1, 2, 3, 4  all have mean scores 3.05 and above. This indicates that respondents agreed on item 1to 4 on the importance of modern equipment on the achievement of organizational goals.

Research Question 4:  What are the impact of office managers on modern business organizations?

Table 4.5: respondents on question 4

	S/N
	ITEM STATEMENT
	SA

4
	A

3
	D

2
	SD

1
	X
	S.D
	REMARK

	1
	organizing meetings and managing databases
	28
	22
	14
	13
	3.4
	2.84
	Accepted

	2
	organizing company events or conferences
	26
	20
	18
	13
	3.1
	2.76
	Accepted

	3
	dealing with correspondence, complaints and queries
	30
	15
	12
	20
	3.8
	2.71
	Accepted

	4
	preparing letters, presentations and reports
	18
	20
	27
	12
	3.3
	2.57
	Accepted


Source: Field Survey, 2021
In table above, item 1 with mean score of 2.84 accepted the organizing meetings and managing databases are the impact of office managers on modern business organizations. Item 2 with mean score of 2.76 also accepted organizing company events or conferences. Item 3 with mean response of 2.71 further accepted dealing with correspondence, complaints and queries. Item 4 with mean response of 2.57 accepted preparing letters, presentations and reports are the impact of office managers on modern business organizations . Item 1, 2, 3, 4,  all have mean scores 2.50 and above. This indicates that respondents accepted in item 1 to 4 on   the impact of office managers on modern business organizations.

Question5: How are the office managers viewed in modern business organizations?

Table 4.7:
Respondent on question 5

	S/N
	ITEM STATEMENT
	SA

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

	1
	They are viewed as the ones responsible for the day to day activity of an organization
	14
	9
	7
	4
	3.2
	3.36
	Accepted

	2
	They are viewed as the ones responsible for recruiting new employees
	13
	10
	2
	5
	3.0
	3.03
	Accepted

	3
	They delegate task to the team members under them
	12
	13
	2
	3
	3.1
	3.13
	Accepted

	4
	They attend to investors 
	13
	4
	10
	3
	2.9
	2.9
	Accepted


Source: Field Survey, 2021

In table above, item1 with mean response of 3.36 accepted that they are viewed as the ones responsible for the day to day activity of an organization . Item 2 with mean score of 3.03 also accepted they are viewed as the ones responsible for recruiting new employees. Item 3 with mean score of 3.13 accepted They delegate task to the team members under them. Item 4 with the mean score of 2.9 also accepted they attend to investors . Item 1,2,3,4  have mean scores 2.50 and above. This indicates that respondents accepted in all the items on how the office managers viewed in modern business organizations.
CHAPTER FIVE

SUMMARY, CONCLUSION AND RECOMMENDATION

5.1
SUMMARY

In this study, our focus was the the status and impact of office managers on modern business organizations using NNPC refinery and Agip oil  as a case study. The study specifically was aimed at highlighting the wrong impression of the public on the major function of the office manager, find out how modern office automation has affected the office managers, in carrying out their duties, examine the importance of modern equipment in the achievement of organizational goals, find out the impact of an office manager in modern business organizations and  view the status of an office manager in modern business organizations.   A total of 30 responses were validated from the enrolled participants where all respondent are drawn from managers and secretaries of NNPC and Agip oil.

5.2
CONCLUSION

Based on the finding of this study, the following conclusions were made:

The wrong impressions of the public on the person of the office managers are Office managers are rude,Office managers don’t attend to clients swiftly,Some office managers are lazy and Office managers are corrupt.

The importance of modern equipment on the achievement of organizational goals are office machines are labor saving devices which aids organizational goals, Office machines save time thereby aiding organizational goal,Office machines perform office work faster thereby aiding organizational goal and Office machine reduces fraud.

The impact of office managers on modern business organizations is that they in charge of  organizing meetings and managing databases,organizing company events or conferences,dealing with correspondence, complaints and queries and preparing letters, presentations and reports.

The office managers are viewed in modern business organizations as  the ones responsible for the day to day activity of an organization,They are viewed as the ones responsible for recruiting new employees,They delegate task to the team members under them and They attend to investors.

5.3
RECOMMENDATION

Based on the responses obtained, the researcher proffers the following recommendations:

That adequate office machines should be provided, good and conducive work environment for their office managers due to the sensitive nature of modern equipment and machines.  

office managers should be sent for training as a result of technological advancement. 
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APPENDIXE

QUESTIONNAIRE

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

SECTION A

PERSONAL INFORMATION
Gender

Male ( )

Female ( )

Age

20-25 ( )

25-30 ( )

31-35 ( )

36+ ( )

Marital Status

Single  ( )

Married ( )

Separated ( )

Widowed ( )

Education Level

WAEC ( )

BS.c  ( )

MS.c ( )

MBA ( )

SECTION B
Question 1: What are the wrong impressions of the public on the person of the office managers?

	S/N
	ITEM STATEMENT
	Strongly Agree


	Agree   
	Disagree   
	Strongly Disagree  

	1
	Office managers are rude
	
	
	
	

	2
	Office managers don’t attend to clients swiftly
	
	
	
	

	3
	Some office managers are lazy
	
	
	
	

	4
	Office managers are corrupt
	
	
	
	


Question 2:   To what extent has modern office automation affected the office managers?
	Options
	Please tick

	High extent
	

	Low extent
	

	Undecided
	


Research Question 3:  What are the importance of modern equipment on the achievement of organizational goals?
	S/N
	ITEM STATEMENT
	Strongly Agree


	Agree


	Disagree


	Strongly Disagree



	1
	Office machines are labor saving devices which aids organizational goals
	
	
	
	

	2
	Office machines save time thereby aiding organizational goal
	
	
	
	

	3
	Office machines perform office work faster thereby aiding organizational goal
	
	
	
	

	4
	Office machine reduces fraud
	
	
	
	


Research Question 4:  What are the impact of office managers on modern business organizations?

	S/N
	ITEM STATEMENT
	Strongly Agree


	Agree


	Disagree


	Strongly Disagree



	1
	organizing meetings and managing databases
	
	
	
	

	2
	organizing company events or conferences
	
	
	
	

	3
	dealing with correspondence, complaints and queries
	
	
	
	

	4
	preparing letters, presentations and reports
	
	
	
	


Question5: How are the office managers viewed in modern business organizations?

	S/N
	ITEM STATEMENT
	Strongly Agree


	Agree   
	Disagree  
	Strongly Disagree

	1
	They are viewed as the ones responsible for the day to day activity of an organization
	
	
	
	

	2
	They are viewed as the ones responsible for recruiting new employees
	
	
	
	

	3
	They delegate task to the team members under them
	
	
	
	

	4
	They attend to investors 
	
	
	
	


=  2.5








