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Abstract

Job performance is crucial for provision of quality services in the organizations which in turn
raises the satisfaction of the customers. However, secretarial staff were perceived not to be well
trained in handling information technology and also some of the technology available for record
filing are not in vogue, this has resulted in decline of job performance of these staff. Hence, this
study investigated the influence of Office Automation, Records Filing and Job Performance of
Secretarial Staff in Ministry of Education in Ekiti State, Nigeria. Correlational sugey research
design was adopted for the study. The population consists of one hundred and nin L&%(:retarial
staff in Ekiti State Ministry of Education and total enumeration was adopt
techniques. A primary data was collected to address the objectives o
structured questionnaire in line with existing literature. The reliability co or the constructs
was 0.9. Data collected was analyzed using descriptive and inferential statisti indings revealed that
Office automation and record filing used by secretarial staff of Ekj ~%@\Minis‘u‘y of Education
significantly influenced the job performance of secretaries in th€ oranisation (Adj. R?= 0.470,
F(2,185)= 83.986, p= 0.000). This study therefore concluded improving record filing method
both manually and technologically made them to be attra t ork and will eventually result
in improved job performance among secretarial staff 0 ate Ministry of Education. Also,
regular training, and exposure to proper tralmng s on how to use ICT facilities and
office equipment effectively and efficiently wi 1 ce their job performance. The study

recommended that Ekiti State government shoul Wer secretaries with different method of record
filing for them to improve their record keeping, (}})\ 1, processing and disposal skills.

Keywords: Office Automation; R@mg, Job Performance; Secretaries; Ministry of

Education.

Word Count: 284 ®
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Chapter One

Introduction

1.1 Background to the Study

Job performance is critical for organizations to provide high-quality services, \K%j{‘creases
customer happiness. The relevance of job performance may be seen i g&lopment of
value for an employees, which may be equal to or more than the exp@mlue by those who
provide the assets, allowing the business to continue to exi@uﬁual job performance is
important for both organizations and people. Job per is defined as the behavior
displayed or something done by an employegs \ orth noting that individual job
performance is sometimes linked to worl&&at are important for attaining corporate
goals and are under the control of the i\@\)ﬁu 1 job holder. Performance management in the
workplace has become a key ind in gauging job performance because of this broad
knowledge. Job performa ce%‘easured in a variety of ways. First, as a method of
achieving a goal or se@ﬁs;nside a job, role, or organization, but not as the actual results
of actions takeo%tgfm’a work!. It is also defined as a coordinated effort to complete tasks
that invol@erﬁng inputs into high-quality outputs consistent with the staff's skills,
abil'd experience, with the assistance of supporting factors and the appropriate
working environment, in order to complete this effort accurately, quickly, and affordably?.

This is true for all businesses, including educational institutions.

Job performance is defined as activities or behaviors that add to or detract from corporate

goals, and encompasses both productive and unproductive employee behaviors®. The
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achievement of high levels of performance via productivity and efficiency has long been a
top objective for organizations. For a business to achieve a high degree of performance
progression, a highly pleased work force is an important need. Worker satisfaction motivates
them to put up more effort in their jobs, and they work harder and better as a result. As a
result, every company strives to develop a satisfied workforce in order to maintain the
company's well-being. However, the overall functioning of the company is @t on the
efficient and effective work of individual employees. As a result, eV\ ess places a
high value on individual employee performance in order to a hie igh organizational
productivity. The organization's overall performance tend 6_5 rove as a result. In other
words, a contented individual employee, as well as h %d devotion, are critical to the
organization's success. Supervisory evaluatlons% 1V1ty indices, absenteeism, turnover,
pay, and promotion have all been used as a measures in studies of personnel practices

metrics are thought to represen ance to some extent, there has been minimal debate

and programs aimed to improve @ performance Despite the fact that all of these
regarding the conceptual& of the underlying performance construct. Given the
importance of wor ance in companies, it is obvious that individual performance

evaluation sh e as accurate and trustworthy as feasible. Over the last decade, a number

of work %rmance measurements have been utilized. Performance ratings, work

examinations, and archival data, for example, have all been used to evaluate job

performance®.

Performance evaluations, job knowledge tests, and archival data will be utilized to measure
job performance in this study, which will be based on John Campbell's Theory of Job

Performance’. The term "performance ratings" refers to evaluating and comparing a worker's

14



performance or pace rate to a specified performance level when doing a specific activity in
an organization. A job knowledge test will assess an individual's factual knowledge about the
role as well as his or her procedural knowledge, whereas archival records refer to documents
rather than artifacts or published materials, however collections of archival records may
contain artifacts.
N\ )
PAOAN

Performance evaluation is a formal and productive procedure to measure the job performance
of secretarial staff in ministry of education and results based on their job responsibilities. It is
used to gauge the amount of value added by the staff in terms of increased outcome, in
comparison to standards of the ministry. All organizations that have learned the art of
“winning from within” by focusing inward towards their staff, rely on a systematic
performance evaluation process to measure and evaluate staff performance regularly. Ideally,
staff are graded annually on their work anniversaries based on which they are either
promoted or are given suitable distribution of salary raises. Performance evaluation also
plays a direct role in providing periodic feedback to staff, such that they are more self-aware
in terms of their performance metrics. Periodic performance evaluation is a staff’s report card
from his/her manager that acknowledges the work he/she has done in a specific time and the
scope for improvement. An employer can provide consistent feedback on a staff’s strengths
and strive for improvement in the areas that the employees need to work on. A manager
should evaluate his/her team member regularly and not just once a year. This way, the team
can avert new and unexpected problems with constant work being done to improve

competence and efficiency.
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Job knowledge is the understanding of a set of responsibilities specific to a secretarial work
that are undergone by secretarial staff, as well as the ongoing capacity to stay abreast of
changes in job functions. It is sometimes referred to as "intellectual capital," a worker's

knowledge of a particular job should closely match the actual job performance required.

Archival data refer to information that already exists in the secretarial files of Ekiti State
Ministry of Education. These files were originally generated for reporting or research
purpose, it's often kept because of legal requirements, for reference, or as an internal
record. It involves data tiering, protects older data that is not needed for everyday
operations of the secretariat. A data archiving strategy reduces primary storage and
allows an organization to maintain data that may be required for regulatory or other
needs. Data archiving is intended to protect older information that is not needed for
everyday operations but may have to be accessed occasionally. Data archiving tools
(technological tools) deliver the most value by reducing primary storage and the
related costs, rather than acting as a data recovery tool. Unstructured data archive
tools are in high demand because of the opportunity to drastically reduce overall
storage costs since most data is now unstructured and often residing on expensive,
high-performance storage devices in Ekiti State Ministry of Education. Archive data
storage, meanwhile, is typically on a low-performance, lost-cost, high-capacity

storage medium.

All organizations that have mastered the art of “winning from within” by concentrating
inward on their people use a systematic performance rating procedure to periodically assess

and evaluate employee performance. Employees are ideally assessed on their performance

16


https://www.komprise.com/glossary_terms/data-tiering/
https://www.komprise.com/glossary_terms/primary-storage/

once a year, after which they are either promoted or given a fair wage rise distribution.
Performance ratings also play a direct function at the global level in delivering frequent
feedback to employees so that they are more self-aware of their performance indicators. It
functions as an integrated platform for both employees and employers to reach a shared
understanding of what constitutes great performance. This aids in increasing communication,
which in turn leads to better and more accurate team measurements, as %proved
performance results for individual employees and the business as \ ¢ Performance
evaluations are utilized by the majority of organizations in t}r&U ited States to support

\
choices about training and career development, remuner; @3 ansfers, promotions, and
e

reductions in force or employment termination. In t ped world, such as the United
States of America. Technology is used to tra $\syee performance, which has helped
organizations grow significantly. It also@g@s knowledge testing easier, which keeps
employees on their toes by encouragi gb}n to seek knowledge on a regular basis in order
to improve themselves, and it h@s d organizations improve by keeping good records. It

is a distinct scenario in r}ﬁ of the world, particularly in African countries, where
N\

specialists from As isted to help us progress our technologies.

N

Ratings ofyy formance, maintaining records, and obtaining additional information and
skil %rove one's ability at work, which will reflect in the organization where one works,
are all things that may be done to improve one's ability at work. Organisations have not taken
care of job ratings, record filing and maintaining, or obtaining additional knowledge and
skills, and employees in the public sector, such as government agencies and ministries, and
parastatals, are simply working to be paid. They believe that they would be paid whether or
not they provide good outcomes, which has led them to work insincerity and cut corners.

17



This approach is shared by the Ekiti State Ministry of Education. Workplace conditions,
record filings, job evaluations, and learning knowledge and skills are all extremely tough,
and this has resulted in a drop in job performance among ministry employees, which has

harmed education in the state in recent years.

However, automation enables a wide range of technologies to eliminate mis%enhance
work performance, extend human capabilities, and reduce effort and stre@e\doing tasks.
It supports perceptual-cognitive and decision-making activities, ing physiological
strain and workload for human operators. The use of techfiological equipment in office
operations to enhance productivity is referred to as€o automation. This enhanced
efficiency is due to the completion of informatieu\ hange within the workplace and
between offices and their surroundings, v& ight ultimately aid in the management of
better information. Office automation @nechanism that aims to improve organization
efficiency and productivity thro %e use of effective and efficient management by
utilizing electronic flow of. co}féfndence at the organizational level, easy searching stored
data, quick and tim@spozlse to clients; removal of paper from the administrative

correspondenc cge,..proper control over users, and maintaining and recording information’.

)
Increa: %)ductive operations such as physical archiving of papers, keeping operation
recc&n a smaller volume, ensuring high security and simple access, creating essential
reports with various diagrams, and reducing office management responsibilities. Typists and
secretaries, ability to supervise tasks and activities over the phone at any time, control over
classified data, precision in performing operations and recording all affairs, complete

removal of paper from the work process, ease and speed in operation flow, high security in

18



document storage and rapid access®. When it comes to information technology study, the
first step is to identify the office automation system, which is crucial. Today, one of the
problems being debated in both academic and applied areas is the deployment of office
automation in organizations and businesses’. Communication, access control and security,

and integration are the office automation measures to be used in this research.

The capacity to interact in a fluent manner is a key element of any &&on system.

Stakeholders should have access to all of the information they need t ete their activity,
as well as the opportunity to seek further help from others. A iMer should be included
in any office automation system. Form builders may b (%ﬁ collect data, show data from
other systems, and even create approval screens fa% ers. A good secretary is the hub of
the office wheel that keeps all of the spok& and everything moving forward on the
right path. Organization skills, attent@o detail and computer and office equipment

proficiency are important abili<i<& d communication skills for a secretarial staff is

essential especially in s ch\@

e
communication is im@.

Access contr@&,security is a method of safeguarding an organization's systems, and it

ey ministry where oral, interpersonal and written

necess@ ¢'ability to set access rights across the board. Automation of offices is done by
com%lg office environment; access control is security techniques that regulates who or
what can be viewed or use resources in a computing environment. It is a fundamental concept
in security that minimizes risk to the business or organization activities. Physical access
control limits access to campuses, buildings, rooms and physical information technology

assets.
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Integration is one of the biggest challenges that organizations face when attempting to
automate their processes. Cloud-based solutions also offer advanced security features to
protect data from being compromised, while integration is one of the biggest challenges that
organizations face when attempting to automate their processes. Other tools, such as email
marketing and the company's records management system, should function ef&h‘isly with
an office automation system. It is evident from the preceding de %ﬂ\that office
automation plays a significant role in a variety of human activitiesl@activity, however,

&)génd management as an

retary plays in achieving the

also encompasses the secretary's contributions to office tec

employee in an organization, as well as the critical rol
organization's goals and objectives. A secretary's sibilities in an organization include

the coordination and administration of t @ environment, the management of the

superior's official duties, and a variety of other*functions!'.

N

At this point, it should be a g(??hat the secretary's job description includes receiving
information, documenti chessing it (within his office's jurisdiction), and passing it on
as needed. The sec@responsibﬂities have evolved throughout time to include more than
just typing a: eting and handling visitors to the organization'?. Secretarial work has
progre multi-line operation of office technology such as computers, the internet,
pho@;ying machines, phone handling, adding machines, and scheduling and appointments
for senior officials. When it comes to dealing with information for official responsibilities,
the secretary must be resourceful. The importance of information as a valuable resource
among the secretary's many responsibilities has necessitated the secretary's participation in

information and communication development. While the secretarial profession was formerly
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seen to be only a supporting function in the office, today's secretary must face the difficulties
of modern office demands, because poor performance and an inability to quickly adapt to
technological advances might jeopardize the secretary's career!®. This demonstrates that
secretaries are the chief organizers of meetings, record keeping, handling of the
organization's incoming and outgoing mails, and managers of various activities in the office;
they should be up-to-date with the desired office automation skills, as well a@“ﬂw steps
to improve their skills and performance. %

The cognitive activities of secretary office automation are critica&%ving the secretary's
performance. This is because cognitive tasks result in cog@vad,\which in turn leads to
performance. The concept of cognitive burden is ﬁm{&(ﬁ, As a result, information is a
critical instrument that the secretary employs i %r . For a long time, secretaries have
played an important role in their individ@nganizations, but the profession's practice is
taking far too long to adapt'!. It has Igsmted that knowledge promotes human progress, as
well as business and education pment. According to other assessments, information
1s essential, and access to%@fion is critical'>. Data, pictures, texts, papers, sounds, and a

variety of other obj® intelligently arranged to make sense of information.

The proces egorizing records and placing them in the right position in the file plan is
know cording. Records, folders, categories, and retention schedules are all stored in the
ﬁle&. Records filing guarantees that information can be quickly retrieved and deleted
when no longer needed, allowing businesses to not only function on a day-to-day basis, but
also to meet their legal and financial obligations. Records filing is all-encompassing since it

specifies how records should be maintained from the time they are generated until they are

disposed of or archived. Documents filing is a branch of general administrative
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administration that focuses on improving efficiency in the creation, maintenance, usage, and
disposal of records throughout their life cycle. This is because an efficient records filing
program is meant to improve efficiency and economy in the administration of records by
including components of a records filing system, such as a good filing system, which would
improve retrieval of needed documents. For the purposes of this study, the efficiency and

effectiveness to be used for record filing were adapted from Frank Upward@?f record

management. \\\QQ

N\

Efficiency is defined as doing the right thing the first time for maximum production. Record
filing efficiency could be improved by removing inactive and duplicate records from the
filing system. The retention and access times will improve dramatically. The active filing
system needs less floor space for active response in terms of search and retrieval of the files.
Conducting thorough inventory checks at least once a year to improve the organisation of the
records. This will also help the ministry to know whether the filing system is running
smoothly or not. This can be tested by doing some self-research if it is possible. Traditional
cabinets are not space efficient and file retention is slow. Change to more modern storage
systems is necessary through the provision and implementation of office automation

machines.

Eff ss is defined as doing the right thing the right manner. Records management is
defined by the International Standard Organization as "the field of management responsible
for the effective and systematic control of the creation, receipt, maintenance, use, and
disposition of records, including processes for capturing and maintaining evidence of
business activities and transactions in the form of records." The effective and successful

operation of the educational system relies heavily on record keeping. It is crucial in the

22



administration of educational institutions because it chronicles the design and
implementation of suitable course of services, allowing for adequate job monitoring. Paper
continues to be considered as the substance for recordkeeping in administrative
documentations in traditional paper-based organizations such as universities!’. The strategy is

to save and keep physical copies of documents generated in the course of the ministry's day-

to-day operations as evidence of an action, decision, or procedure. %\V\

The process of record keeping, on the other hand, offers a framewor \stormg, preserving,
and disposing of records and the information contained wi %&ﬁs As a result, they are
meant to assist all members of staff by allowing serviCe nuity and assessment while

maintaining anonymity. This framework is \g guidelines intended to educate

individuals about professional record k ecisions. The “Ethical Principles of

Psychologists and Code of Conduct,” ft le, is typically necessary for the preservation
of proper records of psychol rvices, according to the American Psychological
Association. The nature an s f the record in Nigeria, as in America, would vary based

L )
on the purpose, Venu@context of the services. Regardless of the record, it is critical that
the employees get\agqminted with the legal and ethical standards for record keeping in their
respectiv ional settings and jurisdictions. In general, record keeping must adhere to

t of secrecy, adequate maintenance, security, content and context preservation,

and so on'®. Unfortunately, Nigeria's record-keeping and management situation, particularly
in the educational system, has not been very effective due to a lack of management
component!®, Personnel (secretaries and filling clerks) who maintain the registration systems

with file cabinets storing the paper documentation of university activity, according to a study,
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are insufficient and even unaware of their tasks?’. This raises concerns about the accuracy

and trustworthiness of records stored in such a system.

The International Standard Organization defines records management as “the field of
management responsible for the efficient and systematic control of the creation, receipt,
maintenance, use and disposition of records, including the processes for cwng and
maintaining evidence of information about business activities and transa; %\16 form or
records”. Record keeping occupies a strategic position in the %t and effective
management of the education system. In fact, it is central in t%\é‘mil\istration of institutions
of learning because it documents the planning and imp on of appropriate course of
services allowing proper monitoring of work. In t ntional paper based organizations
such as the universities, paper continues t&%ﬂewed as the material for records in
administrative documentations'®. The a@s is for records created in the course of day-to-
day business of the ministry to b %d and kept in hard copies as evidence of an action,
decision or process. Howeve\si,&v process of record keeping provides a framework for
keeping, maintaining T ;ding for the disposition of records and what is contained in
them. They are e%ge intended to benefit all members of staff by facilitating continuity
and evaluati services and preserving privacy. In Nigeria, just as in America, the nature

and ff%o the record will vary depending upon the purpose, setting and context of the

servicey.

However, whatever the record maybe, it is important that the staff get familiar with the legal
and ethical requirements for record keeping in their specific professional contexts and

jurisdiction. Generally, record keeping must be guided by some level of confidentiality,
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proper maintenance, security, preservation of the content and context, etc'®. Unfortunately,
the Nigeria situation in the business of record keeping and management especially in the

educational system has not be too successful because of lack of management component'®.

In a researcher’s view, personnel (secretaries and filling clerks) who maintain the registry
systems with filing cabinets containing the paper evidence of university\' ess are
inadequate and in fact ignorant of their responsibilities?!. This calls to q@e reliability
and authenticity of records kept in such a system. Giving crede \this, a researcher

Aet\o‘f problems which may

asserted that record management practice in Nigeria has a

include insufficient skilled and experienced record ma personnel and possibly, low
priority of record management in the scheme ings. Other associated problems of
recording, keeping identified generally in t &ional system in Nigeria include lack of
record manual and filing guidelines w@@ d to loss of vital information and inadequate
computer terminals?!. Others arg Rh Ity in record retrieval and lack of appreciation by
management and staff of &n or well-controlled record. The result of the foregoing is
high profile failures @)unt.ability. The management of these problems would mean the
development oﬂﬂt&at and effective options within and between universities, this indeed
requires u@ention. In lieu of the above discussion, this study seeks to investigate the

infl office automation, record filing on job performance of secretarial staff in Ekiti

State Ministry of Education.

1.2 Statement of the Problem
Job performance is crucial for provision of quality services in the organizations which in turn

raises the satisfaction of the customers. Secretarial staff in Ministry of Education engages in
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keeping records and files of the ministry, reporting day-to-day activities, etc. Without the
relevant office automation, which is the adoption of electronic devices to carry out office
functions in order to improve efficiency and effectiveness of Ekiti State Ministry of
Education, job performance may be adversely affected. In organizations, workers expect to
be provided with the necessary tools that will enable them carry out their duties with speed,
accuracy and efficiency. Most of the time, this is not the case in governme ?maents.
The equipment and facilities are out of date which has led to decline in\j rformance of

secretarial staff in Ekiti State Ministry of Education. If care is&t en, this will affect
\
education in Ekiti State and will affect education in the stats Q;%xnational level because it is

what is produced that will eventually have effect on@

N

Automation of office activities and documents wh ¢ct past mistakes of doing work and

filing activities for future references and C@Qn&

Secretarial staff are perceived not (%well trained in handling information technology and

n’s economy on the long run.

also some of the technolog é}‘éﬁ}@ e for record filing are not in vogue, this has resulted in
decline of job perfor &fhese staff!’. Several studies have been carried out in the area
of job satisfactign,\and job performance, office automation and job performance but not
specificall %uence of office automation, record filing and job performance of
secre ataff in Ekiti State Ministry of Education. Hence, this study investigated the

influen€e office automation, records filing on job performance of secretarial staff in Ministry

of Education, Ekiti State.

1.3. Aim and Objectives of the Study
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The aim of the study is to investigate the influence of office automation, record filing on job

performance of secretarial staff in Ekiti State Ministry of Education. The objectives that

guided the study were to:

1.

ii.

iii.

determine the level of job performance of secretarial staff of Ekiti State Ministry of
Education;
ascertain the level of office automation of secretarial staff of Ekiti @?ﬂistry of

Education; @

identify different methods of records filing available for @ staff of Ekiti State

Ministry of Education;

iv. determine the influence of office automation OU&{@ formance of secretarial staff of
Ekiti State Ministry of Education, %

v. examine the relative influence of re&%\ﬁling on job performance of secretarial staff
of Ekiti State Ministry of Ed t&ld

vi. determine the combine(@ce of office automation and records filing on job
performance of ses%%/staff of Ekiti State Ministry of Education.

(S
1.4 Researc tions

The fol v%esearch questions will guide the study

1.

ii.

at is the level of job performance of secretarial staff of Ekiti State Ministry of
Education?
What is the level of office automation of secretarial staff of Ekiti State Ministry of

Education?
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iil. What are the different methods of records filing available for secretarial staff of Ekiti

State Ministry of Education?

1.5 Hypotheses

The following hypotheses were formulated and tested at 0.05 level of signiﬁcaw

Hol: There will be no significant influence of office automation on 'ﬁ%ﬂ)rmance of
secretarial staff of Ekiti State Ministry of Education. %\

Hy2: There will be no significant relative influence of recordé\filithg‘on job performance of
secretarial staff of Ekiti State Ministry of Education. %

Ho3: There will be no combined influence of o \%mation and records filing on job
performance of secretarial staff of Ekiti S%&sn’y of Education.

N
S
1.6 Significance of the Study Q

This research work will bg o t benefit to staff of Ekiti State Ministry of Education,

L )
Human Resource Ma@ trepreneurs, Employees, Researcher and Government.

This research ﬁ{%ﬂ seek to attend to the knowledge required by the secretarial staff of

Ekiti Stat% ry of Education by unveiling the potentials of the secretaries because if
req

\@hnology are made available by the government and the secretaries are trained on

how to use them, there will be improvement on job performance of the secretarial staff.

Ultimately, it will proffer lasting solution to some of related problems of human resource

management combating record keeping and automation by letting human resources managers
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to procure the required ICT facilities for appropriate record filing which will result in

eventual increment of job performance of secretaries.

It will assist Entrepreneurs in knowing how to keep their records for future purpose and
allow them to know when they are supposed to dispose records that are not useful in an

automatic manner.

The findings of this study will help employees to acquire more know, ®oost their

experience in order to enhance and speed up their job and being satis@u their jobs.

It will also serve as link and guide for future researchers of r@s%h&y and for governments
and private institutions to know what their staff want @ork efficiently and effectively
for best result emanating from job performanc %\use this study is based on current
events that are still unfolding, it is expect t the study will provide relevant and current
information to scholars and students tha@ld embark on researches about different aspects
of public relations practices a{d(/ ¥ further questions for future researchers of Office

automation. \\/
1.7 Scope of the S@

This study fo@vn the influence of office automation, records filing and job performance
of secr@%ff of Ekiti State Ministry of Education, Ekiti State, Nigeria. The measures of
job perférmance are performance ratings, test of knowledge, archival records. The measures
used for records filing include efficiency, and effectiveness while the measures used for
office automation are communication, integration and access control and security. The

geographical scope covers Secretarial Staff of the Ekiti State Ministry of Education, Ekiti
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State, Nigeria. The respondents were office secretaries, administrative staff and receptionist

of Ekiti State Ministry of Education, Ekiti State, Nigeria.

1.8 Limitation of the Study

The major issues that limited this study were retrieving information from respo@\s, who in
this regard are secretarial staff in Ekiti State Ministry of Education, the %f their work

makes them less receptive. Also, time factor for retrieval of infm@x and the financial

implications of carrying out this study limited the study. :&* \

Job Performance: Job performance is a m% ach a goal or set of goals by secretarial

staff of Ekiti State Ministry of EducatioQ

Performance Rating: This is the %r pace selected as standard for secretarial staff of

1.9 Operational Definitions of Terms

Ekiti State Ministry of deatl tperform certain tasks.

L )
Test of Knowledge: T a*written electronically delivered test undertaken by secretarial

staff of the Ekitjéeymistry of Education.

Archival This is the accumulation of historical records by secretarial staff of Ekiti
Sta@ry of Education.

Office "Automation: This is varied computer machinery and software used by secretarial
staff of Ekiti State Ministry of Education to digitally create, collect, store, manipulate, and
relay office information.

Communication: This is the exchange of information by speaking, writing or using some

other medium by secretarial staff of Ekiti State Ministry of Education.
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Integration: This is the act or process if uniting records by secretarial staff of Ekiti State
Ministry of Education.

Access control and security: It is a process whereby Ekiti State Ministry of Education
deploy security analytics layers using technology.

Records Filing: This is the process by which secretarial staff of Ekiti State Ministry of

Education classify records and put them into the correct location in the file p%\y\
Efficiency: This is the state or quality whereby secretarial staff of E& e Ministry of
Education are efficient without waste of time. %

Effectiveness: This is the degree to which the secretari €® Ekiti State Ministry of
Education is successful in producing a desired result a% opriate time.

Secretarial Staff: These are persons who han \rrespondence, keep records and do

general clerical work for Ekiti State Minis@@gducaﬁon.
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((i@apter Two

Literature Review
This chapter re'@)@r‘elated literature that enabled the researcher broaden her

understan@m the research problem. The chapter is presented under the following
<N
S Conceptual Review

2.1.1 Overview of Job Performance

2.1.2  Overview of Office Automation

2.1.3  Overview of Records Filing
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2.2.  Theoretical Review and Framework
2.2.1 John Campbell Theory of Job Performance (1990)
2.2.2  Mehler Cognitive Task Theory (2000)

2.2.3 Frank Upward Theory of Record Life Cycle Theory (1980)

2.3 Review of Empirical Studies ®Z
2.3.1 Office Automation and Job Performance %\%

2.3.2 Record Filing and Job Performance & \
2.4  Conceptual Framework ® )

2.5  Summary of Literature Reviewed %

2.6 Appraisal of Literature Revi@
Endnotes QQ)
2.1 Conceptual R@iﬁ/

2.1.1 Overvieerformance

Job perfo@@ very much depends on perception, values and attitudes. There appear to
be samapy*variables influencing the job performance that is almost impossible to make
% of them. Performance is defined as a function of individual ability and skill and
effort in a given situation!. In the short run, employee’s skills and abilities are relatively
stable. Effort is an internal force of a person which makes him or her to work willingly

when employees are satisfied with their job and their needs are met, they develop an

35



attachment to work or we say that they make an effort to perform better. Increased effort

results in better job performances.

Job performance is one of the most important criterion measures in the industrial and
organizational psychology research?. This is based on the fact that job performance has
always been reported as a significant indicator of organizational performa@{hough it
has been conceptualized in many different ways?®. Performance is o s%assessed in

terms of financial figures as well as through the combination of@&ed behaviour and

task-related aspects*. Additionally, employee job perfom@&d‘can do’ and ‘will-do’.

The former refers to the knowledge, skill, ability, @6 characteristics (KSAOs) that
an individual has and must have in perfom@g ertain job. ‘Will-do’ reflects the

motivation level of an employee in perf '&s or her work®. Job performance as work
outcomes and job relevant behaviou@){o k outcomes deal with task performance, such
as quality or quality of work N\while job relevant behaviour refers to the behavioural

aspects useful in ach@}%{ performance. In other words, job relevant behaviours
provide support i@orming task-related matters. Most importantly, job performance
measures, \%&my be based on an absolute value or a relative judgment, can be
generald the overall organizational performance because in total it reflects the

tional performance to a certain extent. Absolute value of performance is based
on the objective results, such as total points from sales or productivity, while relative

judgments are performance evaluation made based on the behavioural related aspects that

are very subjective in nature®.
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In relation to different conceptualizations of job performance, employees’ behaviours at
work constitute job performance. Traditionally, job performance is limited to the core
task activities that were based solely on job analysis. The construct has, however,
expanded into behavioural aspects related directly to the core tasks and other behaviours
that support the core task performance. Job performance should be measured in terms of
task performance and contextual performance in order to fully grasp a hqh ko\ucept of
the construct. This is because contextual performance is the behav{\% t support the
core task performance in enhancing organizational effe ive In essence, task
performance is concerned with behaviours that are re complete job tasks while
contextual performance is needed to safeguard ade the organizational, social,

and psychological environment in the orgam Both aspects of performance are
crucial to achieve organizational objecd@ig measuring job performance. It is important
to integrate items on the task as &)ontextual performance because they are strongly
related and it is difficult to @te as behavioral aspects of job performance are very
subjective. This sug k’superwsory ratings are a function of task performance and
contextual perft @ In other words, both dimensions provide unique variance to the

job perfo ’%Q omain because supervisors evaluate and combine task and contextual

l@rmsmg their subordinates’ overall job performance.

erformance has been viewed as task proficiency and is rated by one’s immediate
supervisor in the workplace®. Task proficiency should cover one’s in-role behavior,
which consists of the behaviors executed by the person in meeting his or her job
responsibilities. Individuals’ perceptions of their job requirements are substantially

different from their supervisors’ perceptions in that individuals have a narrower
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definition of job in-role behaviors’. The in-role behaviors are distinguished from the
extra-role behaviors, which go beyond the formal employment contract!?. Job
performance plays an important role in the economic stability of the firm and enhances its
visibility in the market, by directly affecting the productivity of the company.

Consequently, the motivation and stimulation at work encourage the employees to do
their utmost, so that to reach the goals, and objectives planned by @?ﬁon, by
increasing the workers’ productivity. @/

The multiple studies dedicated to business administratio nagement have made of

job performance a classical and recurrent concept, 1 1es and papers discussing the
role of individuals in companies and their @ql y at work. That’s why, we had
ourselves, to start by exposing the meand &tisfaction at work, which has become a
key part of most scientific and ﬁ@m ies, based on the evaluation of the role of
individuals and employee& as the impact they have on productivity and more

generally on companixl opganizations efficiency. We could define job performance
as the effort mad@person within the company he works in. The expression reflects
the desire OQ oyee has to make this effort in order to improve the company’s
efﬁcie@ results. Job performance is affected by the worker’s contentment towards

i r own position or job, and that is called “job satisfaction”. From this point, we
&1 define job satisfaction as the personal and psychological feeling of contentment and
ease the worker or employee has at his work. This concept, as a general notion, does not
include only material dimensions. In fact, the working and the professional environment

are considered to best motivate and satisfy the employee, psychologically speaking.

Some precious social values are also to take into account, like: trust, sense of belonging
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and loyalty to the superiors. The fact of focusing on improving the services quality has
pushed all economic institutions in general and banks in particular to adopt several
various ways to assess their workers job performance. The latter may be considered as an
indicator to reward the most brilliant employees, and this, by constantly watching the
workers behavior, their outcomes and results within specific periods. Job performance is
the aggregated value to an organization of the set of behaviors t \Re}nployee
contributes both directly and indirectly to organizational goals'®. \\ a behavioral
conceptualization of job performance because engagemer& cOncept that reflects

\
human agency, and thus it is appropriate to focus on c@wces that are largely under

an employee’s volitional control. \&(/

Moreover, because behavioral performa &ultiple dimensions, this perspective can
provide insight into the specific tpr\OJ&G ployee behaviors that transmit the effects of
engagement to more “object'v@omes, such as productivity, efficiency, and quality'!.
At a general level, em&@ho are highly engaged in their work roles not only focus
their physical effi the pursuit of role-related goals, but are also cognitively vigilant
and emotioﬂ&&mected to the endeavor'?. In contrast, employees who are highly
diseng heir work roles withhold their physical, cognitive, and emotional energies,

is reflected in task activity that is, at best, robotic, passive, and detached'3. At a
more specific level, theoretical research has linked investments of the three energies of
engagement to job performance. First, investment of physical energy into work roles
contributes to organizational goals because it facilitates the accomplishment of
organizationally valued behaviors at increased levels of effort over extended periods of

time'4. Because people’s work roles are defined largely by behavioral expectations of
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others in their organization, investments of physical energy toward role accomplishment
should result in a greater likelihood of meeting these expectations, and thus, judgments

that the role holder is a positive contributor to the organization.

Employees who worked harder exhibited higher levels of job performance!s. Second,
investment of cognitive energy into work roles contributes to organi@‘lal goals
because it promotes behavior that is more vigilant, attentive, and fo g&%l study, the
term “heedfulness” was used as a label for behaviors that p% this same set of
characteristics, and those authors noted that when h@ks‘s declines because of
reductions in investments of cognitive energy, N}“ ce decrements result from

failures to see, to take note of, or to be attent@\o
=

their research on flight deck operators Q raft carrier, observed that as the degree

of heedfulness increased, crucial o eﬁﬁo al errors decreased. Finally, investments of

emotional energy into W@ontribute to organizational goals in a number of
L )

related ways!”. Those $ veSt emotional energy into their roles enhance performance

e’s work role!®. Some scholars in

through the pro n of increased connection among coworkers in pursuit of
organizatiog&ggdj]g. Investments of emotional energies also help individuals meet the
emotic@xands of their roles in a way that results in more complete and authentic

ance'®.

Individual job performance consists of distinct sets of activities that contribute to an
organization in different ways?’. Accordingly, it is important to consider how different
aspects of job performance might be influenced by engagement. The first narrow aspect

of job performance is task performance, defined as those activities that are directly
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involved in the accomplishment of core job tasks, or activities that directly support the
accomplishment of tasks involved in an organization’s “technical core”. Behaviors that
comprise task performance are established and central to any given job; there is
consensus about what they are; and they are relatively static overtime?!. Because engaged
individuals invest their physical, cognitive, and emotional energies into their work roles,
they should exhibit enhanced performance because they work with gre@e\sity on
their tasks for longer periods of time, they pay more attention to an% re focused on

responsibilities, and they are more emotionally connected to &a s that constitute their

\ \
role. QC.:
Some scholars have considered both the organ@l and individual perspective of job
performance for assessment purpose. &, both organizational records (objective
evaluation) and subjective (individ@y luation measures have been categorized. The

considered judgment base personal traits. According to the nature the subjective

objective measures conside % result based evaluation and subjective measures
Eiér
L )
measures are diff@ ecide than the objective measures??. A decision was argued by
a distinctio&tgaem accuracy (quality or lack of errors) and quantity (volume of output)
as on@earliest attempts for hypothesizing job performance. As a result, he has

d measures of job performance into five including: Unit of production, Quality

of work, Tenure, Supervisory, and Leadership abilities?3.

Moreover, a researcher distinguished between hard criteria and soft criteria. While the
hard criteria were the organizational records, the soft criteria were the subjective
evaluation?®.,  Organizational records were classified into direct measures and indirect

measures based on the production and personal data. Direct measures of production data
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included the number of units produced, quality of products in terms of scrap material
produced and so forth. Such organizational records are considered more ‘Objective’
evaluation. Indirect measures depend on human judgment?. Individual job performances
are considered ‘Subjective’ evaluation that can be either ratings or rankings such as
tenure, tardiness, lateness, accidents, filling grievances, promotion rates and absence etc.
a study described characteristics that can predict future job performanc@de: Past

performance of related jobs, Job knowledge, Psychomotor skill\@d‘[ive abilities,

Social skills and Job related attitudes such as Need for enth sia%Stress and control,

\
Achievement?®. C.:\

Generally, job performance data were categoriz;@&wo groups including judgmental

and nonjudgmental measures?’. Althoug ntal methods are more widely used,
objective performance indices (for le* production output, scrap rates and time to
complete a task) have been usei%easures of performance for routine, manual jobs and
these measures have rei,e renewed attention®. Further, other nonjudgmental
measures that do no tly measure performance but would provide information on the
general health @rganization (for example: grievances, accidents, absenteeism and
turnove nsidered). Moreover, the following discussion is based on dimensions of
jo fommance which have been used by previous researchers for their studies and few
&em are summarized in chronological order. Pro-social organizational behaviour and
the most pro-active behaviours include personal initiatives. Consequently, employees
show personal initiatives when their behaviours fit an organization mission, when their

goals have a long-term focus, and when they are capable of finding a solution for the

challenging situation. The easy way to identify the forms of pro-social behaviour is
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observing the acts of members such as helping, sharing, donating, and volunteering.
According to them, “pro-social organizational behaviour is: performed by a member of
an organization, directed towards an individual, group or organization with whom he or
she interacts while carrying out his or her organizational role, and performed with the

intention of promoting the welfare of the individual, group or organization towards which

it is directed?®. \V\
<5

Thirteen types of pro-social organizational behaviours were spe@into: Assisting co-

consumers in organizationally consistent ways, Pr ervice/product to consumers

workers with job-related matters, Showing leniencygé‘@idﬁqg service/product to

in organizationally inconsistent ways, Helpin \t(n rs with personal matters unrelated
§~

to organizational services/products, Co ith organizational values, policies and

regulations, Suggesting proceduraQ\a)d(n'

Objecting to improper direct] cedures or policies, Putting forth extra effort on the

nistrative or organizational improvements,

job, Volunteering for \additioifal assignments, Staying with the organization despite
temporary hardsh@questing the organization favourably, Assisting co-workers with

personal magfers

The cc%t of performance is multi-dimensional and involves many subjective criteria

gments. Evaluation can be done by implementing performance rating which is
filled by colleagues or supervisors and it is said to be the most utilized technique to
measure performance’’. Performance can be described in many terms like productivity of
an employee, motivation and retention of an employee, knowledge and skill of an
employee, creativity and innovative level of an employee, responsiveness to business and

technological advancement, attendance and absenteeism of an employee, customer
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attraction and retention of the company, and also the optimization of the company's total
occupancy cost. The definition of performance is very flexible; hence it is used according
to the concept or nature of work that gives the best outcome of the word. However,
performance generally means the best outcome of an activity done by an organization

over a period of time?!,

Furthermore, performance can be explained as the combination of en@@hd other
supporting equipment being available, competent, productive, re Q@e and effective.
Performance is not judged by the action alone but it include ah\l ion of actions with a
measurable scale®’. The measurement of performa@a process to quantify the
efficiency and effectiveness of an action. The re %ﬂded by the measurement shows
how well an organization is managed and if anization could achieve the target and

@stakeholders. Furthermore, organizational

values generated as promised to
performance measurement as %’of metrics used to quantify efficiency and
effectiveness of actions a gq?)\covers planning and budgeting as well**>. However, the
management perso will actually look at his subordinates and evaluate their
performance b@ their attitude at worksite or office, their efficiency in preparing
reports @bmitting within the timeline, their attendance as well as their
co%&ess at the workplace. Accordingly, employee performance is based on the
int of time that an employee is physically present at his/ her job, besides the extent to
which he/ she is “mentally present” or efficiently working during the presence at the job.
Furthermore, studies have indicated that employees’ job performance can be evaluated in

terms of effectiveness of an employee in executing the job he or she was hired to do, in

order to produce the desired outcomes expected from an employee’s job description®.
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The concept of job performance expresses the net effect of an individual's efforts that
begin with capacities and a perception of the role or tasks that indicate the degree to
which the tasks of the individual are accomplished®>. Consequently, job performance is
seen as critical to the organization's performance. For this reason, a person's ability to
speak and communicate information can be an indicator of his or her performance at
work because those who have this skill will be positively reflected in t }%&’of their
work, and the relationship with their direct manager will be stren % Accordingly,
job performance is one of the most important functional out&me \and has been defined
as the aggregate value of activities in which the e x pe}rticipates directly and
individually, positively or negatively in achieyi anizational objectives®. Job
performance is generally defined as the o which an employee assists the
organization in achieving its organiﬁ@@ objectives, and is also called employee
performance. Job performance §e§sso the financial and non-financial outputs of staff
directly related to the orga% s organizational performance®’. In another study job
performance is deﬁne&bﬁe result of three factors: skill, effort, and the nature of
working conditj @kills include the knowledge, abilities and competencies that an
individua &gs to the organization. The effort includes the degree of motivation of the
em%% accomplish his work, the nature of work conditions. Another researcher also

fulfilled and reflect how the individual fulfills the job requirements®. Similarly, Job

s that job performance reflects the (degree to which the individual functions are

performance is also seen as the outcome of an individual's performance while performing

his functions?*’.
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The performance appraisal process starts at the beginning the collection of data that can
be analyzed and the results obtained is used to judge the behavior or performance of the
employee, whether high, medium or low, in accordance with the benchmarking criteria
used to assess the performance level, and accordingly the definition of performance

relates primarily to the behavior of the individual during the implementation of the tasks

required of him, in addition to the level of efficiency (scientific and that he
owns and enable him to implement tasks at best. In another hg rformance is
described as the individual's duties, and responsibilities in th of his or her work,

by the rate at which he or she is required to perfor% n also be noted that job

performance consists of behaviors that can be ob@,

are relevant to the achievement of the organi goals It is defined as a coordinated

individuals in their jobs and

effort to carry out tasks that involve c&%@ng inputs to outputs of a quality consistent
with the skills, abilities and ex%e&eﬁof the staff, with the help of supporting factors

and the appropriate working@m ment to undertake this effort accurately, shorter and

less costly*. \’
y* QQ\\\

Job perforrﬂce issthe accomplishment of work related tasks or skill by an employee. It
is als d as actions that contribute to organizational goals and that are under the
i ‘% 1al’s control®’. It is related to the willingness and openness to try and achieve new
aspects of the job which in turn will bring about an increase in the productivity of the
individual*. It is measure through the level of achievement of business and social
objectives and responsibilities from the perspective of the judging party®. The key
indications of job performance are the individual personal characteristics including

competency and ability to deal with role conflict*®. The argument in the sense of this
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description includes a wide range of job behaviors and that some behaviors contribute to
employee’s duties and responsibilities, while other behaviors still affect the goals of the
organization but do not fall under duties and responsibilities. However, majority of prior
studies has demonstrated that job performance involved a micro level of actions and

behaviors of an employee that contribute to the goals of the organization where it refers

to all behaviors employee engage in the workplace?’. %\V\
&

It is as an assessment of the efficiency and effectiveness o \rker or group of

workers*®. In actual terms, job performance is a comp & hich directly affects an

organization’s profits*’. Consequently, job perform % be evaluated in terms of job

satisfaction an employee had on specific @}e over a period of time. The job

performance of a given worker is &elaﬁve to job description set out for

employees doing the same work. It @Lso be assessed according to the amount of units

of a product or service that Qf yee handles in a defined time frame. As the success

of an organization re@vl

y on the job performance of its employees, therefore,
employee job per w ce has become an important objective for organizations. Studies
have focussﬁgl e or two ways to describe employees’ job performance and since
many e t approaches are taken, it can be challenging to describe this measure.

there is a lack of an effective and standardized way to assess this performance.
As pointed out by another researcher, job Performance is the core construct of today’s
work place. It is seen as behaviors or activities that are performed towards achieving the

organization’s goals and objectives.
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Performance is important for organizations as employee performance leads to business
success and performance is important for individual as accomplishing tasks can be a
source of satisfaction®. Job performance is a very significant factor affecting profitability
of an organization. Inefficient job performance will bring about a tragedy to the
organization as associated with lower productivity, profitability and impairment of
overall organizational effectiveness®!. In the organization, especially for-@r}entaﬁon
organization, job performance is considered as the most importan\&ps in generating
continuous profit. Employee’s performance is determlne job performance

It is a technique to measure

reviews with the consideration factors of time nt leadershlp skills and
productivity to assess each employee on an indivi g%

the level of achievement of business and s c%ectlves and responsibilities from the
perspective of the judging party. Bes&@@ne’s job performance also can be defined
based on the three dimension omgs, behaviors and personal traits’2. Many factors
could affect employee’s @formmce including physical work environment,
equipment, meaningfi w@,’performance expectation, and feedback on performance,
reward for goo, @a system, standard operating procedures, knowledge, skills and

attitudes™; ever, the physical work environment has been widely studied since it

conffi‘tf%a considerable concern on the employee’s job performance.

% researchers agree that Job performance is a multidimensional variable which in
general consists of two dimensions: task performance and contextual performance where
promotions and rewards decisions are based on the relative values set by the manager on
behaviors related to task performance and contextual performance reflected by the

subordinate’*.
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Task performance: Task performance is defined as the functional behaviors associated
with key activities in the organization such as the production of goods, the providing of
services and sales, maintenance activities, stewardship and delivery of services®>. Task
performance behaviors directly or indirectly affect the essence of the organization's work,
the methods used by the organization to produce goods and services, as well as task
performance behaviors are predetermined within the job description, t \%‘brmance
behaviors have a relationship to the knowledge, experience, skills @MIGS possessed

by the employee, which vary depending on the job itself. *
\

Contextual performance: Contextual performance i ’\ as functional behaviors

related to the organization's culture and climate \3&%&1@ words, the context in which

the organization's main activities are condwuc xamples of contextual performance

include collaboration and helping @ ork, following rules and regulations, and
G

supporting the organization. Co%

social and psychological Q@nt of the organization, which means the environment

performance behaviors influence the prevailing

in which goods and es are produced, and the behavior of contextual performance is
not defined in @ description, but rather belongs to the employee himself and is
associate@s other characteristics such as the personality and motivation of the
en@e

In addition, job performance has relatively been measured using approaches suitable for
achieving quantified targets, like output per hour. Difficulty arises when the desire to
measure the conceptions of performance in employees. But this difficulty is alleviated if a
distinction is made between the two forms of results, i.e. outputs and outcomes. An

output is a result that can be measured quantifiably, while an outcome is a visible effect
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that is the result of effort but cannot necessarily be measured in quantified terms>¢. There
are components in all jobs that are difficult to measure quantifiably as outputs, but all
jobs produce outcomes even if they are not quantified. It is therefore often necessary to
measure performance by reference to what outcomes have been attained in comparison
with what outcomes were expected, and the outcomes may be expressed in qualitative
terms as a standard or level of competency to be attained. Therefore a qu@neasure

of outcome of an employee ‘s performance can be attributed to@ﬂnition of the

aspects that define the work done meets or exceeds ex ec&s of organization,
\

completing tasks satisfactorily, or if operations have re@ agreed upon standard.
\:
2.1.2 Overview of Office Automation §
The term “‘secretary” is another te %\bas a wide meaning and it is important to
appreciate the various meaning gsided with it. Secretary is usually thought to be a
person who takes dictation @ﬁnanager or other senior members of staff and turns the
notes into typed co ndence”’. The term means all sorts of things for many people
and certainly rﬁ) those who work in offices choose to be under the secretarial
umbrella® ’%ﬁce automation is the use of self-regulating machines to execute office
tas %ly done manually or through semi-mechanical means. Office automation has
@ed the secretarial duties from the manual method to purely mechanized process.
Office automation involves the application of integrated information handling tools and
methods to improve the productivity of people in an office operation. As such, office
automation is the integration of the computer application into the office tasks to make the

work faster, easier and consistent®. Office automation is the process of replacing human
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work with work done by machines or system designed to perform a specific combination
of action automatically or repeatedly®. The roles of secretaries in contemporary times
have changed tremendously from the traditional roles. They have access to modern office
technology such as the internet, intercom and fax. These technologies make work much
easier®!. It is easier to send messages using telex, electronic mails, fax and telephones. He
noted that the era of computers and information technology helps users @}e\nd edit
and send memos, letters and reports®’. Modern day ofﬁceS\% uipped with

technologically sophisticated gadgets that inform accurac fficiency of work
(.3\ \

If an office must function effectively especiall % country, the organization must go

output®.

technologically in its basic operation®*. & ine make for higher accuracy and speedy
operations and reduces work tensio ’%Vlso relieves monotony and fatigue on the part
of workers®. The roles of sec in contemporary times have changed tremendously
from the traditional roles ﬂ%y have access to modern office technology such as the
internet, intercom These technologies make work much easier®. It is easier to
send messa, &{rﬂ elex, electronic mails, fax and telephones. He noted that the era of
comput 1nf0rmat10n technology helps users to write and edit and send memos,
1 l%n reports®’. Modern day offices are equipped with technologically sophisticated
gad€ets that inform accuracy and efficiency of work output®®.

Information and Communication Technology (ICT) is concerned with managing and
processing information. This is made possible through the use of electronic computers
and computer software to manage information®®. Secretarial functions in the world over

have undergone tremendous technical transformations i.e. secretarial functions which
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were previously done manually have been mechanized’. On the other hand, it was noted
that ICT has posed several challenges to secretaries in the execution of their duties’'.
Supporting this claim, any office staff of today that is lacking in Information

Communication Technology would find work boring and uninteresting’?.

The introduction of ICT has changed the roles of secretaries. In other WO%\ICT has
influenced the performance of secretaries in delivery of inform ﬁ%&xuracy and
effectiveness at the work place”. There is need for capacity bw of secretaries in
modern office technology and secretaries should be abrea@hﬁ use of modern office

technology and the need for periodic training progra@ﬁ be organized for secretaries

to update their knowledge on modern office sk@

During the examination of the effects @fgrmation and communication technology on
the performance of public secﬁgmtaries, it was concluded that the quality of a
secretary is a function of (e@k and reporting framework”. The use of computer,
telecommunication m&\yffeo techniques positively and significantly affected
productivity of @ ector secretaries. Influence of workers in job performance will
reshape oéerty and will continue to be a dynamic force in future generations. It is
imp rt%at social workers understand the role that technology plays in shaping the
clients and the services that are delivered. These rapidly developing technologies,
and the individual that utilize them are producing virtual networks of greater size and

value’®.

Today’s internet sites produce vast social networks that provide opportunities for

professionals and employers to advertise and communication to effectively use social
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networks, whether need to understand the capabilities of these networks, and how they
can be effectively understood, managed and utilized within a digital environment.
Technology innovations are encouraging a trend towards the digitization of the world is
information and knowledge, essentially creating stores of the accumulated human
experience’’. ICT has become integrated into the modern global society, serving a whole
range of functions and purposes with such growth are extensive argum }Pintemet

access is a human right because it is necessary to fully participate i s ICT reform

as the use of ICTs continues to grow, it is important to \realige the importance of
convergence, and low convergence shapes the transmi &f in}ormation and services
delivery. This concept refers to the coming togeth rmation technologies’®.
S
The internet and other telecommunigasti &tworks have an enormous impact on
defining the future of human intera@ky and to date, these changes have largely been
positive across social conteyts field of social work needs to understand how these
changes are inﬂuenci%}dgmll continue to influence all aspect of social work. As it
.
related to social it is critically important that such a research agenda builds an
understandidg{ th the positive and negative impacts of ICT and human interaction®’.
Info 1 mmunication technology has replaced the traditional equipment used by
anagers which are now considered obsolete and office professionals task are now
modified. Office activities and functions are today being undertaken by electronic and
computer based technology leading to office automation and a paperless office, therefore

emerging growth of information communication technology and drastic change in office

operations is posting serious changes to office managers®'.
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Office automation is the use of control systems and information technologies to reduce
the need for human work in the production of goods and services. In the scope of
industrialization, automation is a step beyond mechanization. Whereas mechanization
provided human operators with machinery to assist them with the muscular requirements
of work, automation greatly decreases the need for human sensory and mental
requirements as well. In today’s fast-moving, highly competitive in \&%ﬁrorld, a
company must be flexible, cost effective and efficient if it wis e% rvive. In the
process and manufacturing industries, this has resulted in a great\deémand for industrial
control systems/ automation in order to streamline G%(ion\s in terms of speed,
reliability and product output. Office automation pl increasingly important role in
the world economy and in daily experiencg: ation is a tool that can be used to
facilitate records management and ar *ﬁunctions. In other words, automation is the
use of machines or systems to p s s normally performed or controlled by people.
Many functions in life ca(@a omated, including washing clothes or dishes using
washing machines or d\%ﬁers transporting goods using cars or trucks, or adding up
lists of numbe calculators. In this module, automation refers to the use of
computer &{Qanage the administrative and information processing tasks in records
ofﬁ@%rds centers, and archival institutions. If used wisely, computers can assist

9

Office automation can help organizations implement authentic and reliable record-

personnel in managing records better to ensure their continued value as evidence.

keeping practices, through the improved tracking of records through their life cycle as

well as the consistent application of records schedules and descriptive standards.
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Maintaining evidence through authentic and reliable records is a cornerstone of good

business practice and helps ensure a valuable record for society®?.

The greatest potential of office automation is not expected to be from the improvement of
clerical and administrative tasks, but from the ability of managers to gain increased
control over their operations®>. Two major factors motivate business or@&tions to
consider automated office systems. The first is a critical need to imp %productivity

of both clerical and managerial office employees. While office @ave doubled in the

last ten years, office productivity has risen only four per@ has been estimated that

up to 95 percent of a manager's time is spent in Wﬂ&@&»

of which could be affected by office automatidgXk.*The second reason for interest in

erbal communication, much

office automation is the increasing cor@of organizational decision making and
information needs. The more traditi a%ms of communication such as telephone, mail,
and person-to-person meetin %r be ineffective for processing large volumes of
information rapidly. In the e, this technology may be the only feasible way to deal
with information @Ié in increasingly complex and rapidly changing organizational

environmen&&l

A 1Qﬁ%ﬁnition of office automation may include all use of computer technology to

S

design tools, decision support systems, and any use of personal computers for work-

the "knowledge worker", this definition includes computer-aided graphics and

related tasks. In this paper a narrower view of office automation has been taken,
concentrating on the administrative component of an organization's functioning. We are

concerned with the connection and dissemination of information that prior to office
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automation was not supported by the organization's formal computer based information
systems®. One of the critical components of automated office systems under this focus is
their communication functions; it has been suggested that communications technology is
the most significant factor in redesign of organizations through office automation®’. The
other major components to be considered here are text processing functions and personal
applications supporting the administrative responsibilities of office mana@&etaries).
In the restricted definition, automated office systems are generall % n interactive

workstations connected to a communications network. The wogkstatohs have intelligence

\
and storage capabilities managed either through a centfﬁlg}puter or distributed to the

work station themselves. \&(/

Workstation functions may be tailored &nt roles, e.g., managerial, professional,

secretarial, or even to individual@@ workstation would have some degree of

functionality of three co % communications, text processing, and personal
applications. Text pro&ssin abilities of automated office systems are in common use
L )

today. The featur@ prepare, edit, and store text will in the future be augmented by
the ability Q&.ﬂbcuments electronically with cross- reference indexes and keyword
searchi@quipment for automatic facsimile transmission and automatic

esetting is also available. Personal applications include the capability for
streamlining individual administrative tasks and are used by individuals at their own
discretion. Examples of personal applications are on-line calendar and scheduling
programs which can be used to keep a record of an individual's schedule and, if feasible,
compare schedules of multiple individuals in order to select meeting times. Reminder

systems can be used for follow-up on previous messages, for reminders of appointments
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based on the automatic calendar, and for tracking project schedules. Personal contacts
may be electronically fried with multiple reference indexes for retrieval in order to
generate personal correspondence or obtain such information as telephone numbers. An
important feature of automated office systems under this definition is easy accessibility.
At a minimum, terminals or other access facilities should be readily available to

"principals" (primarily, managers and professionals) and support @ith the

decreasing cost of electronic equipment, centralized office support

, which were

motivated by economies of scale for equipment, should give way acceptance of the

need for convenient access. (_? 0
o

While the potential for office automation _t %ove office productivity appears
compelling, such improvements will not&% automatically. What is the appropriate
strategy for implementing such sys@)esigners emphasize clear objectives, proper
planning, choosing an appr@ site for a prototype, eliciting the support and
involvement of affecte %«es, etc.3®.Given that automated office systems are
successfully 1mpl® in the organization, are productivity improvements assured?
Even more how will the new systems affect patterns of work, individual and
group i ons and organizational structure? How will the organization of the future

ve given the new technology? Although there have been a number of major
%atlons of the effects of automated office systems on office activities and
communication patterns, little attention has been paid to its long-term effects on

organizational functioning. The level of maturity of an automated office system may be

considered to be a function of the number of individuals with access to the system the
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number of organizational subgroups connected to the network the percentage of work

accomplished through the system.

A large number of individuals need to utilize the communications component of the
system before the system will affect organizational communications patterns®. For
instance, if one member of the target group of a communication does not have access to
the system, other procedures need to be instituted to accommodate t % ion. This
reduces the overall effectiveness of communications substantial &&rganizationally
mature system is utilized across major organizational subgr . F\o instance, the authors
utilize an electronic mail system in a university for @7 rtmental communications
only. Although it is used extensively, under t ition it will not be a "mature"
system until it is implemented in other aca&% epartments and the Dean's Office. In

general, several subgroups that are @&{t the organization's major workflow need to

utilize the system before this cri@ met. The third determinant of system maturity is
a mini- mum percentage Qé,gy\ each organizational member on the system. Although
an arbitrary deﬁnitiQ terms of time spent at a workstation, etc. is not very helpful,
casual use for aQ) ional inquiry or demonstration clearly does not meet the criterion.
Instead, i@ umed that after a period of utilization an individual will become more
de &)n the automated office system. If access to the system is denied, the
&idual would be seriously hampered in performing his or her duties. The descriptive
model shows classes of interacting effects of mature automated office systems. Although
research to date has focused on the individual productivity of secretaries and clerical
workers, little has been said about potential changes in role definitions or in quality of

work life.
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Impacts on managerial workers are more difficult to determine, primarily because the
work a manager does is itself not well understood. Changes in communications may
affect both the formal aspects of intragroup relations (such as managerial span of control)
and informal social interaction among individuals. The locational and temporal definition
of work may be altered, requiring that managers monitor and control employees remotely.
Enhanced availability of communications paths across departmental bou %ay have
significant impacts on interdepartmental relations. Ultimately, tl\ of any intra-
organizational change or intervention is improved organlzatl al effectiveness; increased
organizational flexibility in structure and processes are ﬁ,ﬁs d to contribute to this goal.
This paper assumes what can best be term cio-technical" perspective of
organizations, that is, social and technical-e c elements of the organization as a
system interact to produce outco %h as those predicted here. It is more

representative of the views of=ls

ural" and "human relations" perspectives of
organizations, "class pohtlc((/ . A word should be said, however, about this latter
perspective. The polm& view assumes that automation (in this case, of the office)
implies a divisi @%or that leads to decreases in skill, knowledge, and worker control

over actlv@ In this view, "The question for management is not simply one of saving

gh reducing the payroll, but clearly one of securing the maximum control
%& labour process in pursuit of maximum profitability"®!. The political view is not

totally ignored. We recognize that the way in which an automated office system is

implemented may lead to such outcomes; however, an-skills or control over work. The

socio-technical perspective assumes that the tools of automation are neutral; the social,
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task, and structural factors combine with technical factors to influence the nature of the

work activity.

It has already been pointed out that office automation is expected to increase
organizational productivity through redefinition of office work rather than increased
efficiency of current office functions. Several potential changes in the natur@vork are
proposed: Automated office systems, especially text processing fun n improve
the quality of written documents produced (e.g., reports). A n % specific office
activities can be "streamlined" through automation even v?\é@‘@ major reorganization
of office functions. Activities associated with aration of correspondence
addressing, copying, formatting, distributin %an be handled more efficiently,
especially if word processing is integrate iﬁé communications network. The resultant
output should also be attractive@cally. In addition, the number of media
transformations required to ¢ %se and distribute correspondence will be reduced?.
Media transformations oc\éﬁbetween speaking and writing, handwriting and typing,
computer file and c 3/, etc. Since errors can be introduced at each transformation,
the fewer t r{gdy transformations, the more accurate the final product. Automated
office s should therefore improve the appearance and accuracy of output. The

%work produced should improve even where time savings cannot be

degonstrated. Word processing should permit text to be easily corrected and modified,

making it possible to improve document quality within given time constraints.

Automated office systems, especially text processing functions, can permit increased

specialization of skills to support administrative and clerical tasks. The potential exists to
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reorganize office tasks for increased specialization. The effect of this specialization is
highly dependent on the management philosophy underlying the organization of the new
systems. On the one hand, the acquisition of word processing skills may be represented as
skill enhancement and enrichment of current clerical work. The role of "information
specialist" may emerge. Moreover, the decentralized "one-on- one" clerical work force
may be replaced by an administrative hierarchy that permits acquisition ?s?kills and
increased opportunities for advancement. A more negative picn\e' rawn by the
political view of increased specialization. The potential ex1st or automation to permit an
increased division of labor and increased "deskilling" ﬁgs 1zat10n of office tasks. In
this view the "... office of the future is a recre &e factory of the past"*. The
authors, as stated earlier, feel that a manage osophy stressing careful design will
prevent these negative outcomes. Th%@gtial effects of specialization on individual
stress, status, and job satisfactio e&}lssed in later propositions.
Automated office systems, Q@y communications functions, can alter the physical
and temporal bounda&}ﬁlork. The asynchronous nature of communications with
automated offi % s has already been discussed. Since physical proximity is not
required any communications and since responses can be asynchronous, the
opp rt% exists to increase the flexibility of work hours and work location. For
, if employees were permitted to work part-time at home, there would be
potential savings for the organization in terms of office space. Individuals could enjoy
increased flexibility and savings in commute time and costs. Several companies are; now
experimenting with "remote work" options, motivated by the need to attract and retain

qualified personnel®. Particularly in densely populated urban areas, allowing flexibility
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in work hours and work location can help to attract qualified individuals who cannot or
will not tolerate a long commute to work nine-to-five. Such options provide significant
opportunities for the elderly, the severely handicapped, and those with other personal or
family responsibilities that constrain their freedom of movement and limit their current

work options.

The communications component of automated office systems provi (</ otentlal to
move entire work units into "satellite work centers," small organj units located in
areas closer to employees' homes. Organizations are cons1j§A{sQ1ch options because of
the potential savings in costly urban office spa @ ecause of the benefits to
employees in terms of reduced commuting. atellite work center and work-at-
home options invite significant questlons b % to manage employees remotely and
how work location affects the e Tb%gs own job satisfaction; these questions are

contained in subsequent reseagc positions. The important point here is that current

technology permits chan <ﬁ) e physical and temporal nature of work that were not

feasible prev10us1{: Q

Automate &{&:&stems can affect the role identification and stress of office workers,
especi retarial and clerical workers. A recent report cites numerous studies of

orkers showing that stress is a major problem in this work group®. In particular,
the report concludes that machine pacing of work, monotonous, repetitive work, and
service work (responsibility for people rather than "things") are major sources of stress.
Four characteristics of task environments were identify that affect operator performance
and physical health for tasks requiring computer interaction: operator autonomy over

control of the work, uncertainty about the system, changed task interdependencies, and
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overall workload. These characteristics have been identified as stress-related in white-
collar jobs®. Factors of the task environment specific to automated office systems might
be the increased speed of communications with superiors and increased workload through
having a greater number of principals to serve per secretary. The degree to which stress-

related conditions are enhanced is highly dependent on the organization of the work

activities to be supported by automated tools. @\

A number of suggestions were made for design of systems to degre %ess and improve
performance, many of which pertain directly to office a atiQn. It is expected that
there will be little or no increase in role overload or {ﬂf_ﬁr professionals or managers

as a result of automated office systems. For m@

time pressures to respond to electronic %a da that previously would have been

workers, one can expect greater

typed and transmitted by mail. HOWQ\ the extent that electronic mail replaces phone
messages, the manager has t&\ rtunity to think and respond to a message without

having to react immediﬁ@p

transmission spee Q%ﬂed with the ability to defer reading as well as answering

the telephone. Thus, the advantage of the greater

messages shquld resuft in greater control over daily interaction when electronic systems
substitu o e face-to-face communications®’.

Aul ted office systems can affect the perceived status and job satisfaction of office
&ers, especially secretarial and clerical workers. Evidence from research on job
satisfaction shows that greater satisfaction and higher perceived status can result from
increasing the task variety, skill requirements, and direct feedback of a job®®. If the task
environment is organized appropriately, the training involved in the use of automated

office systems can represent an upgrading of skills, increased status, and job enrichment
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for clerical and secretarial workers. Those jobs such as filing that are typically considered
the most boring and repetitive can be incorporated into other jobs and eventually
disappear altogether. In the long run, the function of "information specialist" can provide
not only an upgrading of skills, but greater opportunity for advancement and increased

responsibility. It is conceivable that administrative work will be a significant

organizational function with a hierarchy of authority and career paths tha@t\exist for

The potential for a negative impact on the status and 4 %ﬁs‘faction of clerical and

the typical administrative worker today.

secretarial workers also exists, especially if poo esigns accompany the new
systems. Examples exist of centralized word @s‘s g systems where secretaries who
had previously gained status and satisf: q&&m support of a particular manager were
reduced to membership in gloriﬁed@ g pools" and experienced decreases in status

and satisfaction with the w. @Jtomated office systems can be designed to either
enhance or decrease thg pe %d status and job satisfaction of affected employees. The
automated systen@ther.nselves basically neutral; their implementation provides the
opportunity. (gnsdder perceived status and job satisfaction in the redesign of the tasks
they ar@port.

in the physical and temporal nature of work supported by automated office
systems can affect the worker's feelings of identity with organizational goals and criteria
for promotability, especially for professional and managerial workers. The majority of
tasks performed by professionals in an organization are project-oriented with relatively

long-term deadlines. Many professional functions are supported by computer and

communications technology. This proposition is based on the premise that given the
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nature of their work, many professionals can work in relative isolation from the
organizational environment for at least some period of time. While it may be very
attractive to a professional to work at home several days a week in relative "peace and
quiet," for instance, it is conceivable that such work patterns could discourage
organizational commitment and encourage professional autonomy. Such a shift could be
very dysfunctional to the organization overall and may also be \R%Bonal to
individuals; lack of visibility, for instance, may negatively affxt chances of

promotion!'®.

¢\ \
Automated office systems, especially communicati@p}ions, can lead to improved
efficiency of communication for all office %ees. It is expected that use of
communications functions, primarily ek«t& mail, will increase the efficiency of
communication through the su@n of electronic memos for telephone
communications and written % Electronic messages are fast and accurate; they
require fewer media trans\éﬁaﬂons than written memos. One effect of electronic mail
substituting for @1 ¢ communications is reduced "shadow functions", the
unpredictablg, tglejzonsuming, but "unproductive" activities associated with a telephone
call suc %busy signal, the called party being out of the office, or a bad connection.

§ mechanism for improving the efficiency of managerial time is "message
queding"'?!. A telephone call often interrupts something else that a manager is doing,

causing "wait" and "recycle" time before the original activity is resumed. Electronic mail

messages, unlike telephone calls, can be "queued" until the recipient finds the appropriate

time to handle them.
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Automated office systems, especially communications functions, can lead to a decrease
in the amount of face-to-face contact between a manager and secretary, between
colleagues, and between superiors and subordinates. It is relatively clear that a
communications function such as electronic mail can provide a direct substitute for some
forms of face-to-face communication. What is less obvious is the effect of removing
verbal or face-to-face contact on the quality of a communication. At le })%s}udy has

shown that the average time required to solve structured logic pro %quiring direct

communication was less with voice communication th, ith® any other mode
\

(handwriting, typewriter, video) or combination of m. ithout voice. There was no

significant difference between full face-to-face ation and audio-only. On the

other hand, studies of the mechanics of ints@l problem-solving have consistently
failed to show a significant difference‘@&e quality of the solution with variations in
communication mode!?2. The e c&}altering the mode of communication on task
performance need to be ex@& in each context before major changes are instituted.
While the quality of W@nay not decrease, other factors such as the time to reach a
solution, the s @e forcement provided by face-to-face contact, and pressure to
conform nge one's attitudes may be important in given situations. In general, it is
expﬁ%t the effects of altering the mode of communication will be more pronounced

&\

negotiation-type problems, where the messages contain highly subjective material.

moves on a continuum from structured, task-oriented messages to bargaining or

Automated office systems, especially communications functions, can lead to an increase
in the total volume of communications by organization members. It is expected that while

the total volume of communications may increase because of the ease of trans- miring
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messages, automated office systems will alter the mode and circumstances under which
this communication takes place. At least two studies have shown a net increase in volume

of communications as a result of automated office systems!®

. Another study showed an
increase in the volume of communications among researchers in dispersed locations as a
result of the use of computerized conferencing. Automated office systems, especially
communications functions, can affect the total volume of communi@\between

departments. Although the amount of interdepartmental communic@bpends on the

structure of the organization, interdepartmental relations, and the matute of task activities,
\

the existence of an electronic mail system or similar ’\uications functions should

facilitate communications among departments. Hé&ring the interim period before

all organizational units utilize the system Qr' ¢ units resist using it, there may be

decreased efficiency of operations relaﬁ‘@\that unit due to lack of complete information.

There are a number of way %ofﬁce automation technology can affect superior-
subordinate relation-ships& are direct effects of the technology itself, others are
indirect effects me@k By changes in the physical and temporal nature of work.

Automated &tﬂ%) ystems, especially communications functions and personal

applicati affect managers" perceptions of the degree of rationality, flexibility, and
fre%@c of their work. A researcher has predicted that information systems and
&ations research tend to increase the rationality of the manager's job!'%*. Automated
office systems have the capability to contribute to increased rationality. Following the
argument of several scholars, automated office systems could result in fewer private

information systems and less individual discretion in accepting information. Also, one

would expect less intentional withholding of information because of the ease of
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communications. Messages can be transmitted accurately through many individuals and
many levels, resulting in less filtering and less distortion of information received by
higher management levels. This effect could be personally threatening or
disadvantageous for subordinates in situations where they freed it desirable to distort or
block upward communications'®. The number of options open to managers for coping

with excessive rationality in the organization or for defending the@s\ against

perceived threats from others could be reduced. \%

Automated office systems, through their effect on the p@\l (nd temporal nature of
work, can affect methods for monitoring and cont@}ork. A question frequently
raised regarding remote work is: how does a monitor and control work that is
performed out of sight? The answer to thi& % is highly dependent on the nature of
the work being performed. For cleri@ks that can be defined in terms of output, there
may be a return to the conce iece rates." Much professional work has objectives
and mile- stones defined @of "deliverables"; the challenge is to define equitable
deliverables within %a istic time frame. Jobs whose controls are defined in terms of
process rather than geftput may simply not be good candidates for remote work. Perhaps a
more si & problem is the adjustment in personal management style that would be
req@ manage remote work. Many managers do not feel comfortable supervising
enmiployees they cannot see; regardless of the employee's personal preference or the nature
of the task, a job is probably not a good candidate for remote work if the manager does

not feel comfortable with the arrangement. Automated office systems can be utilized to

help increase the span of control of managers.
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Increasing efficiency of communications and other office functions should result in
greater free time for a manager. Although it can be argued that a manager can make use
of that time to make "higher quality decisions," this benefit is difficult to quantify. On the
other hand, increasing the number of subordinates reporting to a manager has the distinct
advantage of being quantifiable in terms of a reduction in the total number of managers
required. Because of this advantage, some companies have cited in \%ﬁpan of
control as a direct goal of implementation of their automated affjc tems!®, If a
reorganization occurs parallel to the implementation of aut ma ffice systems, the

improve efficiency. The existence of automated tems is expected to affect the

increased load on the manager can provide an incen‘u& ize the new technology to
nature of interpersonal relationships within t @nmatlon both directly and indirectly.
Automated office systems, especu@:ommumcatlons functions and personal

applications, can reduce the %rgwand quality of social interaction and social

reinforcement in the office. (8\

It is clear from Q\wece.ding discussion that auto- mated office systems have the
potential to%&eﬁace- to-face interaction through the direct substitution of electronic
comm and the indirect effect of alterations in the physical location of work.

eeds play an important part in the motivation of individual workers however, it is
not clearly understood whether that motivation derives from peer group support,
especially for professionals, or is purely social. One reason that satellite work centers are
favored over, for instance, more extreme remote work options such as Work at home is
because of the social interaction provided. Automated office systems, especially

communications functions, can affect the number of "'sociometric "'l links within an
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organization, the volume of communications among existing links, and the volume of
communications upward in the hierarchy. The availability of a fast and simple
communications link should increase the amount of communications flowing along
existing paths. This impact can be positive if the communications are satisfactory. If
conflict exists or if inappropriate messages are sent, the impact of systems on
communications and sociometric patterns could be negative. Another sthat the
increase in upward communication can cause information overload \ management

levels and lack of ability to differentiate significant inforrnatt&
\

New communications links and sociometric patte @1 result from the increased

ease of communications. Because communica ea31er and faster, the addition of

individuals to sociometric groups shou acilitated. It has been predicted that

automated office systems will prov1®erd accessibility for employees at lower levels
in the organization. For insta@lth electronic mail employees can easily duplicate
electronic messages and s %ﬁples to their superiors. It has been shown that upwardly
mobile individual t e advantage of improved communications facilities, possibly

as a form of ityt€ upward locomotion'?’

fﬁce systems, especially communications functions, can affect the degree of
%@paﬂmental conflict, the degree of perceived interdependence among departments,
and the definition of departmental boundaries. The work of some scholars suggests that
withholding of information and other communications obstacles provide a major source

of conflict between departments. To the extent that obstacles are mechanical rather than

political or emotional, automated office systems provide the potential to reduce barriers
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to communication across departments and to reduce distortion of task-oriented exchanges,
thus effectively reducing interdepartmental conflict. Departments evolve from the need to

specialize organizational activities!®

. High levels of interdependence among departments
can lead to one department acquiring high levels of power over another!?””. Conditions of
high interdependence can also lead to interdepartmental conflict''®. Automated office

%YH €asc

the impacts

systems should facilitate information flow and exchange which sho

interdepartmental coordination and reduce interdependence. As a

expected between groups in the organization, departmental bdyndaries should also

\
become less rigid!!!. @

Structure and Processes Given a mature, integra anization-wide auto- mated office
system, what will be the long-term eff%%@rganizational structure and processes?
Automated office systems can @te changes in the definition of physical
organizational boundaries. Qong—term effects of the changing nature of
communications may be ?hét&jdividuals can productively contribute to organizational
functioning regar of their physical location. It is conceivable that without the
requirement fgéylcal proximity of employees, organizations would have no central
physica n but would be composed of many smaller physical entities connected by
a t@mmunications network. Although this is a rather extreme and futuristic view,
orgdnizations are already beginning to take advantage of the lack of physical constraints,

primarily through increasing regionalization and the satellite work center concept.

Automated office systems can help improve the ability of the organization to

accommodate structural changes. This is a logical extension of the previous proposition.
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A scholar suggests that increasing information processing capabilities is crucial for
coping with organizational uncertainty''2. Provision of vertical information systems and
lateral relations are two organization design mechanisms that facilitate information
processing; both of these can be achieved through automated office systems, as suggested

by previous propositions. Physical limitations to changing organizational structures

should be less critical since the communications capabilities b@laﬁvely
independent of physical location. @/

A scholar recognizes that implementation of auto- mated @xstems in organizations
will continue and probably increase as productiv@ments are demonstrated!!3.
The best strategy implied by the descriptive mo \\o ystem effects is for implementers

to take a broad view of consequences of @ystems. The systems themselves are not,

generally, the "cause" of the type@hanges suggested. Rather, the technology is

mediated by the design of the@it supports and by the nature of the implementation
fe

process. Neither the long- ects of altering the definition of "work" in space and
time nor the co ndes of new technologies at work are well understood. It is

suggested tbt\gw potential problems can be solved by treating the introduction of

automat ice systems as a problem in work design. Task structures and role
d ns can be designed to meet organizational objectives and the technology can be
&gured to support those work designs. For instance, a work design objective may be
to increase specialization of administrative and clerical skills and to create a managerial

hierarchy to support administrative tasks; a likely strategy would be to centralize word

processing and utilize a reduced staff for other managerial support.
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On the other hand, in- creased skill variety and task significance for all support personnel
may be a work design goal which would result in decentralization of text processing
equipment and training of more personnel. Methods of monitoring and controlling work,
especially remote work, can be explicitly considered in the introduction of each new
auto- mated office system. Because the technology is relatively new, many organizations
will begin with a prototype office automation project. In order to be \R:?ssful as
possible with the first applications (which are highly visible), t s suggest the
following characteristics of a high potential prototype applicgtion\IT A high volume of
task-oriented communications among users. 2. A signi%’&requir\ement for coordination

of activities within and between departments. \@y

relationships among those involved with th . 4. Low levels of conflict among the

amiliarity and good working

departments involved in using the sys“%ﬁﬂhe suggestions made here to consider work

design alternatives and to pay ﬁg‘b to the implementation process are based on

knowledge of computer syq%\

guidelines for enhan@inimizing the proposed effects of office automation is

plementation'!*. The scholars feel that to provide

premature. It is 'fhat research along the lines suggested here can help lead to a set

of prescri@c\for practitioners that capture the broad scope of impact of this new set of
tec%@s.

Augmated office systems can provide a powerful mechanism for increasing productivity
and improving the quality of work life by changing the fundamental nature of
organizational information processing. The propositions discussed here are meant to

provide a start- ing point for research on the impact of automated office systems.

Research should help provide more precise and adequate recommendations for the design
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of automated office systems so that these systems can be implemented successfully and

contribute to improvements in organizational effectiveness.

2.1.3 Overview of Records Filing

Records can be described as anything that contains information which has Weated or
received in the course of business and which can be used as eyi %}f business
transaction. Several researchers have made significant effort tm@providing a candid
explanation to what a record, records filing and recor %qgement practices really
entail''>. A record is a documented proof of an ert(/ mbodies some elements of
action, usually embarked on by individual or oup in the course of their business
which gives birth to a definable outcom@ record is any medium or device which
embodies the attributes of being us@a)\a tool in which information can be recorded'".
These media include paper, ic tape and disc, microfilm, audio-tape, film, slide,
photograph and other medi of electronic data storage. Records management is an
activity embarke &rh‘e sole purpose of keeping track of information which can be

used as a p, o‘t(q)evidence of an activity or action undertaken and a basis on which

future dce % s are made''3.

QQS ranges from simple memos and scribbled note, email, to invoice mail. Records
serve many functions in organizations. They are the channel through which government
can be held accountable to the people. Records are essential in the conduct of office
business and make administration more efficient and effective. Records document official

transactions and judgments and decisions are based on reliable records. Records play an
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essential role in all spheres of human engagements, and are integral variables in the
pursuit of business inclined activities and the maintenance of social interaction. Hence
the origin of systems of archival record keeping can be traced to over several millennia in

Mesopotamia before spreading to Egypt, the Mycenaean world, and the Persian Empire,

Records serve the primary function of keeping track of information, @&Eproduction

for use at a later stage. In trying to pinpoint the rationale behind \0 record keeping,

continuing through the Hellenistic and Seleucid periods''.

Records are created for various reasons and can possess e"ﬂ%hort term or a long time
(archival) value'?’. It can be to serve administrativ{(/ 9n, fiscal function, and legal
function or to serve as a source of informatiog, %tressed further that records which
have a long term value should be adequa%&served, because they create room for an
easy understanding of the past. Re@ hich embody an enduring (long term) value
should be meticulously handl %tored away because they serve as a medium through
which past events and, phdgopfenon could be reinvented to form parts of the present
reality. Recorded g \ai.on helps the civil service in planning, decision making and
controlling. Q(gﬁ&ctive planning, decision making and controlling to take place, there

must i access to records!?!.

%Qs especially in the public sector are as essential as other public resources such as
assets and finances, public records therefore; should be accorded same measure of
importance or value placed on other public resources. In addition, public records unlike
other public resources are not easily replaceable when misplaced or damaged, this

distinctive nature of public records makes it a delicate item, and as such should be
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handled with all carefulness. In essence, records are veritable tools in the effective
administration of an organization. From the meaning provided by scholars on what record
is, it can be deduced that a breakdown in the transfer of information between component
units in an organization, consequently will result to a breakdown in the administrative
and executive operations thus hindering effective service delivery. The administrative
functions of governments and public office holders would also be bro %alt as a
result of a breakdown in the process of record creation, transfer ¢ retrieval and

reproduction as all government officials depend on records @r own files for the
(.3\ ’

A records management policy refers to an X’document that guides records

day to day performance of their work.

management in an organization. The pur@ ecords management policy is to ensure

that full and accurate records of all PQ&QS of an organization are created, managed and
retained or disposed of appro \%y in accordance with relevant legislation. This will
enable the organization to& information accessibility, control of growth of records,
help to minimize li®g‘ risk and safeguard vital records. It also helps in ensuring
accountabilit @Sparency and protection of rights and interests of clients and the
commu 'Qa ure to control the creation of records may delay decision making, the
m '%ation managers need to sift through and assimilate the more cumbersome and
® the decision-making process becomes!??. A study conducted on the analysis of
records management and organizational performance in a polytechnic in Nigeria, the
findings of the study indicated that records management in the institution was found to be

comprehensive as there are records management policies and manual in place which are

being used. This implies good records management practice!?’. In another study on
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Management of Students’ Records at Koforidua Polytechnic, the findings revealed that
there is no such policy guiding the management of student records. In the absence of such
a policy the polytechnics lack the mandate and direction for the creation, use and

preservation of records'?*,

Records management program implies a systematic approach, framework strategies
developed so as to attain efficiency in the process of record handli ntrol and
management. Records management programme seeks to effici systematically

control the lifecycle (creation, use, maintenance, archive 9“\@1&8&@1) of records that are

routinely generated as a result of activities and tra@ . Notably, the purpose of a
w

records management program is to develop pro ich will provide knowledge on

the proper and adequate procedures to e T@" the handling of records all through its

life cycle!”. Some researchers sttgs%\that a well-organized records management

program saves a lot of mon%}i&@e administration of the public service by helping to

control the quantity and q% f information created and by ensuring the maintenance
of the information i@;ﬂler that effectively serves the need of the organization'?®. For
an organizatj r@ain efficiency in all its activities ranging from service delivery,
enthron &0 good governance and its attributes, such organization should embark on
pra@s hich advance a records management programme. This is so because the

attamhment of good governance in any sector (public or private) is highly influenced by

the availability of valid and reliable records'?’.

Some scholars highlighted eleven elements of a comprehensive records management
program. These include records management feasibility study and records survey; filing

system for active records; records retention and disposal planning; management of semi-
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active and inactive records; management of the creation and generation of different types
of records; vital records protection programme; policy and procedures documentation;
training programmes and ongoing review!2%. Similarly, it was concluded stated that the
structure and organization of a records management program must be based on the
following components: personnel management; financial management; forms
management and control; reports management and control; corresponde% nagement
and control; records management procedures manual; files manage and control;
records centre management; vital Records management and cc& records inventory
and appraisal; records retention and disposition sche LQ;) 1 ec}ives management and

control; mails management; micrographic an ographic management; archives

management and ICT management and equi anagement'?’,

A good records management progr &m result in the control over the creation and
growth of records!3’. Despite s of using non-paper storage media, paper records

continue to escalate in gd«éﬁ@
limits the generatig@cérds or copies not required to operate the business and ensure

t offices. An effective records management program

there is a s&nj r destroying useless records or retiring inactive records thus
stabilizi Kgowth of records in all formats. Recordkeeping requires money for filing
e ent, space in offices, and staffing to maintain an organized filing system or to
gh for lost records when there is no organized and effective system. Implementing a
records management program provides an opportunity to affect some cost savings in

space and equipment and to utilize staff more productively. There are various practices in

the management of records. These practices are also referred to records management
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processes. The processes are: records capture/creation, records classification, records

storage, records preservation, records security and records disposal.

Record creation simply refers to the establishment of records. Records are not borne out

of thin air, they are created from actual happenings. Record creation stage is the first

stage in the life cycle of records management, and as such care should be taken, because
the level of success attained in this stage may affect the other stag record life
cycle. The creation of records must be properly captured on an fate medium after

creation so that they are readily available for institutio@lp\port. In government
ministries like Ekiti State Ministry of Education, a re % ther received or created, the
creation of a record starts when a letter is progduced, an e-mail is written, a form is
completed or a pamphlet is printed in &vernment ministry or nongovernmental

organization, as every unit of the mihi eeds records in order to attain efficiency and

effectiveness. ‘Q

Records are filed in W .t make its retrieval as at when needed easy. Record filing
involves sortin @ecord created or received and taking a proper documentation of
such recopds\Records may be organized based on their level of importance, their
usabilityrunthe day to day administration of the organization. They can also be classified
Q nner which reflects the nature of their creation. According to International
Records Management Trust ‘classification’ organizes records into categories, based on
the functions and activities the records represent, so that decisions about their
organization, storage, transfer and disposal may be made on a category-wide basis, not
file by file or item by item. Records can be filed using different benchmarks such as

numeric, alpha-numeric, alphabetical or chronological. Notably, there is no generally
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accepted method of record filing as most organizations tend to adopt methods of filing

which aligns with their modus operandi and ensure administrative conveniences.

The second phase in the records life cycle is the storage of records. Records should be
stored in such a manner so as to facilitate user access and ensure that they are protected
from unauthorized access, use, disclosure, removal, deterioration, loss or C@gion. An
organization should lay down guidelines on the storage of records i ﬁ&ensitive or

classified records. This involves preparing and placing records @helr proper storage

er deteriorates rapidly in an

place and when a request is made for it, it must be quicklg‘”[\%&yéd from storage for use.

For records in paper form, organizations should notaqz/
environment of high temperature and humigi %ucation information management
indicated that records that are managa%%ively eliminate cases of missing files,
increase physical filing space, red@e thy turnaround time in retrieving files and
lengthy client waiting time. I@ssists in tracking the movement of paper records in
public sector institutions. A _sidy noted that records at the Ministry of Information and
Strategy in Nigerj %e.ir records safe on Compact Disks and flash drives'*!. When
records are &lgwr active that is they are no longer needed for active use they may be
stored ected using appropriate equipment and environment and human controls to

ecord security'*2, However, the registries might be unable to sustain the digitized
system due to the rate at which equipment and software become obsolete and fail to
migrate digitized records to other media formats such as magnetic and optical media as a

preservation measure!'33.

The reason for preserving records is to protect them from injurious factors such excess

heart or lighting, fire break outs and humidity and prolong their life span. The issue of
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disaster control and preparedness is another issue that is not taken seriously in Nigeria as
revealed in the few available literature. The reason for preserving records is to protect
them from injurious factors such as excess heart or lighting, fire breakouts and humidity
and prolong their life span. Disaster management plan is a formal written plan, on the

basis of identified potential accidents together with their consequences, describes how

such accidents and their consequences should be handled either on site or@*’

Disaster management also known as disaster preparedness is regg\g&an essential part

of any records management programme. Disaster manage&&@ures that organizations
are prepared to respond quickly to emergencies. (% itigation, or the ability to
identify risks and prevent some emergencies § pening, should always play a key
role in an institution's emergency prepa e}@ and planning efforts. For instance, a
scholar carried out a study on the@)\ ment of records management system in the
establishment division of two n 1t1es in Nigeria. The study found out that there is no

policy on records manag ractices and no disaster preparedness in case of any

S

Security iQ&e\in most public organizations like the ministries should follow traditional

disaster.

%‘y measures such as locking cabinets, employing security personnel, cameras,

3¢d”Circuit Television (CCTVs), alarm systems, fire warnings and protection systems
are mostly taken for the physical security of records. On the other hand, electronic
security measures such as such as firewalls, passwords, encryption, security copies and
access rights for each user category are some of the tools used for securing electronic

records integrity, accuracy and trustworthiness. In most government ministries, vital
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records are filed in a secure location that is locked to safeguard against loss, tampering,
or use by unauthorized personnel. Records managers and personnel must take reasonable
steps to protect the personal and confidential information it holds from misuse and loss
and from unauthorized access and modification or disclosure. This is very essential in
institutions like the ministries where on daily basis, confidential records are created and
maintained. Access rights in organizations are stipulated by the %nt that
prescribes who is authorized or mandated to access conﬁdential\ -confidential
records. The lack of security controls in organizations exp&%rganizaﬁon to lose

\
private and confidential records about the individuals aE ’\(ganization as a whole.

&

Disposition of records is the third phase in thege life cycle. Record destruction may
not necessarily imply the utter destructi@:ords. After records have been retained
for a long or short time, depending @evel of vitality of the record, records are then

put away either through physi@ complete destruction or by transferring or moving it

to a permanent storax fthin the organization or to an external records storage

facility called ar:@
decide the e&,ﬁ;

ecords which no longer serve the organization, that is, the actual

L )
tably, it is part of the responsibilities of the management to

destructt records which no longer serve the company to pave way for useful ones.

y on court records management and efficient administration of justice in Nigeria,
the “study found that there was no coordinated records disposal program leading to
accumulation of records, a situation which made retrieval of records difficult and
stressful'®®>. The study equally revealed that appraisal of records was rarely undertaken as

records were disposed of after conclusion of court cases without any form of appraisal. It
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is important to use appraisal techniques to support decisions about retention that is which
record can be destroyed and which record merit longer term or indefinite retention.

A retention and disposal schedule refers to the document that prescribes the length of
time that ministry records are to be retained and disposal action when this time has been
reached. It is also known as disposal list, disposition schedule, records schedule, retention
schedule, or transfer schedule. Records Retention is the length of time etaining
records before disposal by the government body. In a study % e of records
retention schedule in the public sector in Ghana, the findings qf th dy show that there
is no public sector organization in Ghana that applies a &%x s;}eciﬁc schedule as they
are not in existence'*¢. Therefore, the absence of specific schedule is a serious
weakness in the governments’ d1sp051tlo@fmcture In another study on the
management of records for effective&é@istraﬁon of universities in North Central,

Nigeria, it was discovered that n agdal policy on retention and disposal of records!'?’.

Vital Records refers fo %rd facility where items like legal documents of an
organization, titl Qs major contracts, property plans, minutes of certain meetings,
insurance pa(&gsdnong others are stored away safely for future use. Vital records by
inclina@ often irreplaceable and should be treated with utmost carefulness, and as
l ‘@ equate measures are put in place in order to safeguard these categories of
N
document from every form of destruction or damage be it fire, burglary, insect attack
among others, as these documents can make or mar the continual existence of such an
organization, hence they should never be destroyed. In asserting the degree of
significance a vital record is to an organization, Massey University Records Management

policy opined that, vital records embody those records whose absence can bring the
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continual existence and operation of an organization to a halt, as they contain information
which are essential in re-establishing the organization in the event of a disaster which

destroys all other records in the organization'?8.

Records management has been described as a profession that is constantly evolving. This
has implications on the skills and competencies needed to manage rec%ﬁaining
should be an ongoing activity for all staff involved in the manage %cords from
their creation to their destruction or preservation. Whilst recor@agement requires
that records designers and creators be imparted wit %\Pevels of skills in the
management of records, the records professionals@ upgrade of their skills that
they apply in the course of their work. \&u ately, those entrusted with the
management of records are not equip wgthe necessary skills and know-how to
ensure that records are managed an(p\)b@ ved in a state that will make it accessible in
organizations such as gove @gencies and ministries. The International Records
Management Trust d lar%at public officials in various organizations lack the
requisite skills co@ng t.he nature of records and record keeping, and about why they
need to exiQ&;}hey need to be managed, and what their responsibilities are for the
mana f such records over time!,
N

N
2.2, Theoretical Review and Framework

The theoretical review explores the different theories and model that can explain the

influence of Office Automation and Records filing on job performance of Secretarial staff

in Ministry of Education, Ekiti State, Nigeria. Three theories were reviewed which include;
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John Campbell Theory of Job Performance, Cognitive Task Theory and Record Life Cycle

Theory.

2.2.1  John Campbell Theory of Job Performance

Job performance assesses whether a person performs a job well, job performance
academically as part of industrial and organizational psychology, als((/ a part of
human resources management. Performance is an important crit% organizational

outcomes and success. John P. Campbell describes job pj‘@wa\n e as an individual —

level variable, or something a single person does %)ﬁfferentiates it from more
encompassing constructs such as organizatior%\\é&ﬁ

which are higher-level variables. Thege Nar® “several key features to Campbell’s

ance or national performance,

conceptualization of job performanc@ elp clarify what job performance means.

First, Campbell defines &Q/k}nce as behaviour, which is something done by an
employee. This co@}érentiates performance from outcomes. Outcomes result
partially from ual’s performance, but they are also the result of other influences.
In other v@\,Campbell allows for exceptions when defining performance as behaviour.
for jnst » he clarifies that performance does not have to be directly observable actions
%1 individual. It can consist of mental productions such as answers and decisions.
However, performance needs to be under the individual’s control, regardless of whether
the performance of interest is mental or behavioural. The difference between individual
controlled action and outcomes is best conveyed through an example. In a sales job, a

favourable outcome is certain level of renew generated through the sales of something
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(merchandise, or some service such as insurance). Revenue can be generated or not,
depending on the behaviour of employees. When the employee performs this sales job
well, he is able to move more merchandise. However, certain factors other than
employees’ behaviour influence revenue generated. For example, sales might slump due
to economic conditions, changes in customer preferences, production bottlenecks, etc. in
these conditions, employee performance can be adequate, yet sales can %W. The
first is performance and the second is the effectiveness of thelt% ce. One can

decouple these two because performance is not the same as ¢ &i

fiect ss
\
think of productivity as a

Another closely related construct is productivity. @1

comparison of the amount of effectiveness @u s from a certain level of cost
eff

associated with that effectiveness. In oth®

inputs; those inputs being effort, monet

ectiveness is the ratio of outputs to
osts, resources, etc. Utility, another related
construct, is defined as the VaIQ a particular level of performance, effectiveness, or
productivity. Utilities of pe& nce, effectiveness and productivity are value judgments.
Another key featur brperformance is that it has to be goal relevant. Performance
must be directe@d organizational goals that are relevant to the job role. Therefore,
perform Qc des not include activities where effort is expended toward achieving
per@%goals. For example, the effort put toward the goal or getting to work in the
N

est amount of time is not performance (except where it is concerned with avoiding

lateness.

Despite the emphasis on defining and predicting job performance. It is not a single
unified construct. There are vastly many jobs each with different performance standards,

job performance consists of more than one kind of behaviour. a study proposed an eight
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factor model of performance based on factor analytic research that attempts to capture
factors of job performance existence across all jobs. The first factor is task specific
behaviours which include those behaviours that an individual undertakes as part of a job.
They are the core substantive tasks that delineate one job from another. On the other hand,
non-task specific behaviours, the second factor are those behaviours which an individual
is required to undertake which do not pertain only to a particular job. @H’g to the
sales person, an example of a task specific behaviour would be s @v& product to a

potential customer. A non-task specific behaviour of a sales perso ght be training new

\
staff members. Written and oral communication tasks te Q’u’\imes where the incumbent is
t

evaluated, not on the content of a message necesx\&p

they deliver the communication. Employee % make formal and informal oral and

on the adeptness with which

written presentations to various audiendﬁ%gnany different jobs in the work force.

An individual’s performance ca%) ¢ assessed in terms of effort, either day to day, or
when there are extraordi&c cumstances. This factor reflects the degree to which
people commit the»@Q to job tasks. The performance domain might also include an
aspect of perso@ipline. Individuals would be expected to be in good standing with
the law, @se alcohol, and so on. In jobs where people work closely or are highly
int@%dent, performance may include the degree to which a person helps out the
g s and his or her colleagues. This might include acting as a good role model,
coaching, giving advice or helping maintain group goals. Many jobs also have a

supervisory or leadership component. The individual will be relied upon to undertake

man or the things delineated under the previous factor and in addition will be responsible
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for meting out rewards and punishments. These aspects of performance happen in a face

to face manner.

Managerial and administrative performance entails those aspects of a job which serve the
group or organization but do not involve direct supervision. A managerial task would be
setting an organizational goal or responding to external stimuli to ass%roup in
achieving it goals. In addition, a manager might be responsible for %@ group and
individual progress towards goals and monitoring organizati@tsources. Another
taxonomy of job performance was proposed and develop *bésUS Navy. This model
is significantly broader and breaks performance int Q%& r
behaviours are similar to task-specific behavi@g ampbell’s model. This dimension
includes any major tasks relevant to s@ob. Interpersonally oriented behaviours
are represented by any interaction l@:

dimensions. Task-oriented

1 employee has with other employees. These

can be task related or nop- lated. This dimension diverges from Campbell’s

taxonomy because it incl behaviours (small task, socializing, etc) that are not
L )

targeting an orgagtsdtfon’s goal. Downtime behaviours are behaviours that employees

engage in d(%g\meir free time either at work or off-site. Downtime behaviours that
occur are only considered job performance when they subsequently affect job

ance (for example, outside behaviours that cause absenteeism).

In addition to these model dividing performance into dimensions, others have identified
different types of behaviours making up performance. Another way to divide up
performance is in terms or task and contextual (citizenship and counterproductive)
behaviours. Whereas task performance describes obligatory behaviours, contextual

behaviours are behaviours that do not fulfill specific aspects of the job’s required role.
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Citizenship behaviours are defined as behaviours which contribute to the goals of the
organization through their effect on the social and psychological conditions.
Counterproductive behaviours, on the other hand, are intentional actions by employees
which circumvent the aims of the organization. A related study also suggested
determinants of performance components. Individual differences on performance are a
function of three main determinants: declarative knowledge, procedura %ge and
skill, and motivation. Declarative knowledge represents the knowl given task’s

requirements. For instance, declarative knowledge includes, kn dge of principles,

\ \
facts, ideas!4’, C.:
2.2.2 Cognitive Task Theory by Mehler (2 %\

Mehler (2000) have defined cognitive .t Qan approximation to human cognitive
processes for the purpose of comp \él n and prediction'*!. Though comprehension
and prediction are not alway@y distinguishable, modeling is a form of learning
where individuals asce ai}é,&! to act or perform by observing another individual. It is
on this note, that %c;lars defined perception on cognitive tasks is indicating that a
procedure &l&ly anticipated by using human cognitive domain to make certain

Q a specific task. These tasks could either be cognitive, affective or

the “Secretarial cognitive tasks using office automation system in order to address some
limitations and shortcomings of the secretaries in the area of managing secretarial tasks
using manual records and operations. This will help to reduce the secretary’s cognitive
workload demands which will later increase effectiveness, efficiency and optimal

utilisation of the secretaries for an ideal service delivery.
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Cognitive work load refers to the total amount of mental effort being used in the working
memory. Cognitive load theory as a theory that largely is about how information and
learning flows, or how information and learning is restricted through the human brain.
The secretary’s cognitive mental work load used in doing work in the office was
investigated to go in accord with what was described above. Therefore, cogl\' learning

process how the secretary’s learning process is all about. Generally g&g to Jones,

this process is controlled by two main memory systems. F 1rst% working memory

more than 7 (+-2) items in any given situation!*. O

which has limited capacity. Particularly, the rule is tha idual can remember not
@workmg memory limits are

exceeded, the learning process starts to go do he other hand, long term memory
has an unlimited capacity but is primarib{&r storage. Although these two memory
systems work together, long tem'&) ry cannot engage in thinking or learning
processes like working memo@s assertion brings to the researcher of this work the

need for the secretaryx) itMe domain to have some supports in terms of identifying
an appropriate ¢ e task component for the secretary to perform tasks in a more

conducive rg% y relaxing and reducing the secretary’s cognitive thinking and energy.

This i le by identifying the office automation system software’s used by the

iy during data collection and interviews. Cognitive load theory proposes to
diffCrentiate different load groups of working memory, in a context of instruction,

intrinsic load is inherent to task.

This study is concerned with three main types of cognitive load Intrinsic, germane and

extraneous load. All the three elements of cognitive are essential to the secretary for
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proper understanding of instructions and work performance as well as how the secretary
can learn more about the office automation software and other working skills with the
aim of understanding and utilising the software properly. The three types of cognitive
workload are important to this study because it deals with the mental work or difficulty
associated with the content of a given tasks. When considering knowledgeable activities,
automation is a primary mechanisms of learning. It is therefore imp \Ro\discuss
cognitive load theory in order to bring out the main story of this @(Zognitive load
theory is concerned with the manner in which the secreta&c itive resources are
focused and used during learning while working and h %ec}etaries solve problems
in their working places'4. Many learning and pr ving procedures encourage by
instructional schemas results in individuals e in cognitive activities for removed
from ostensible goals of the tasks. T@Qc of concordance of cognitive demands of
some tasks and the goals of tho agblrst became apparent in studies concerned with
relations between learning@f blem solving!#*. Cognitive load theory deals with
learning and problem \@ difficulty that is artificial in that it can be manipulated by
instructional degi n instruction design is a theory that offers explicit guidance on
how to hedpahdividuals learn and develop. The kinds of learning and development may
incl d&nitive, emotional, social, physical, and spiritual. Cognitivist view of

ional design is to construct new knowledge with their own experiences. This is
where learners learn how to think and how to learn to solve their learning problems. This
theory is essential to the secretary to use office automation system as learning resources
for acquiring new working skills. This is because, instructions deal with teaching and

learning activities. These activities could assist secretaries to learn office automation
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software skills and move the knowledge from short term memory to long term memory.
Effective instruction would enable secretaries acquire specified skills, knowledge, and
attitudes. Another important aspect in this study is the cognitive load theory. Cognitive
load theory is concerned with skills for managing working memory load in order to
facilitate the changes in long term memory associated with schema construction and
automation. Cognitive load theory differentiates between three types o@ﬁe load:
intrinsic, extraneous, and germane. Intrinsic load when the cogniti\lxs imposed by
the number of information elements and their interactivity. Ifythe ¥Qad is imposed by the
manner in which the information is presented to lea G’%ﬁ by\ the learning activities
required of learners, it is called ‘extraneous’ @ne’. Whereas, extraneous or
ineffective load is imposed by infomatio@vities that do not contribute to the
processes of schema construction and ‘@q@tion, germane or effective load is related to
information and activities that f%&bﬁe processes. Intrinsic, extraneous, and germane

load are considered additi&{?ﬂh
memory resources avai)@ﬂeaming is to occur.

t, taken together, the total load cannot exceed the

The difﬁc&&ﬁaced during learning new knowledgeable tasks can fluctuate
dramati earning can vary from being easy to hard. Some of the reasons for

s in simplicity of acquisition, such as changes in amount of information, are
obvious. In other cases, two tasks may appear to have roughly similar amounts of
information but differ completely in the effort required to achieve perfection. The way in
which the information is processed can either be controlled or automatic. = Schemas
provide the basic unit of knowledge and through their operation a substantial proportion

of learning mediated intellectual performance could be explained. Any cognitive activity
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that requires deliberate thought is being processed in a controlled fashion. Readers
thinking about the contents of this research work are engaged in controlled processing.
On the other hand, automatic processing occurs without conscious control. Well learned
material can be processed automatically without conscious effort allowing attention to be

directed elsewhere.

N

Cognitive task analysis is the analysis of how tasks are accom % including a
detailed explanation of both manual and mental activities, tas\(%:%ement durations,
task frequency, task allocation, task complexity, envir: %ﬁaf\ conditions, necessary
clothing and equipment, and any other unique facto ved in or required for one or
more people to perform a given task'®. This ad extracted description of how the

secretaries use their cognitive knowlec% eir work using office automation so as

to make work faster and increase(pe ance. This is to find out how they have

problems when the tasks ar. @naged well and how the office automation system
help their cognition in Km}sy%

their job.

Cognition has t@ith how a person understands and acts in the world; it is the set of
abilities @esses that are part of nearly every human action. Cognitive abilities are
bra'@ﬁskills needed to carry out tasks from simple to the most difficult. This has
& to do with the processes of how an individual learns, remembers, solves problems,
and pays attention rather than with any actual knowledge. For instance, answering the
telephone involves at least: perception (hearing the ring tone), decision making
(answering or not), motor skill (lifting the receiver), language skills (talking and

understanding language), and social skills (interpreting tone of voice and interacting
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properly with another human being). The secretary performs several functions in the
office. These functions are the capacity that allow an individual to control and coordinate
thoughts and behaviour which include selective attention, decision-making, voluntary
response inhibition and working memory. Each of these executive functions has a role in
cognitive control, for example filtering out less important information, holding in mind
plans to carry out some functions in the future and inhibiting impulses. %n is not
merely a process, but a “mental” process. In other words, cognitiO\% to the mental
process by which external or internal input is transformed, d ., elaborated, stored,
recovered, and used. As such, it involves a variety tlons such as perception,
attention, memory coding, retention, and recall % -making, reasoning, problem-
solving, imaging, planning and action exe Such mental processes involve the
generation and use of internal repre&ié‘{ons to varying degrees, and may operate

independently at different stagesﬁmsingl%.

Unfortunately, attention is s&;‘[ that psychologists have been particularly reluctant to
define. Attention ig %only considered as the first step in perception. A common view

is that atte &@ocesses are required because the environment contains more

informa a can be processed and comprehended at any given time. Attentional
es can be viewed as protecting an organism from information overload and are
&tlve in that they allow processing of some stimuli while disregarding others.
Attention is defined as the behavioral and cognitive process of selectively concentrating
on a discrete aspect of information, whether deemed subjective or objective, while

ignoring other perceivable information!*’. Attention has also been defined to be the

allocation of limited processing resources. In the context of human information
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processing, attention is the process that, at a given moment, enhances some information
and inhibits other information. The enhancement enables the secretary to select some
information for further processing, and the inhibition enables the secretary to discard or

set some information aside according to its importance or urgency.

Perception is the process by which organisms interpret and organise sensat%produce
a meaningful experience of the world. The adjustment to reality.is %perceived as
perception'®®. In other words, it is a situation a person is confr@vith a situation or
stimuli, the person interprets the situation into somethin ﬁ%«'mgful based on previous
experiences. However, what an individual interpr %:eives may be substantially
different from reality. Perception as the abilit \\s ally perceive objects around us in
response to the patterns of light of wha %&Jjects caste on our eyes. There could be
more human cognitive ability fuan}j\\t\at would be identified to be relevant to the

secretaries as mentioned: II{&Y\ he ability to observe a phenomenon and discover the

underlying principles Q at determine its behaviour, General Sequential Reasoning
(RG): the ability @éon l.ogically using known premises and principles. This ability is
also known%gduttive reasoning or rule application. Working Memory Capacity (WM):
the ab% direct the focus of attention to perform relatively simple manipulations,

tions, and transformations of information within primary memory while avoiding

distracting stimuli and engaging in strategic and controlled searches for information in

secondary memory'#,

2.2.3 Frank Upward Theory of Record Life Cycle Theory (1980)

95



The Records Life Cycle Model perceives records as an analogy of a biological organism,
which is born, lives and dies, and a record, which is created, maintained and used for as
long as it has continuing value and is then disposed of either by destruction or by archival.
The features of the records life cycle model imply that the model is more applicable and
suitable for organizations dealing with the management of paper records. The life cycle
model has been shown by researchers not to be suitable for organizQ\%} studies
investigating the management of electronic records. The percew@gknesses of the
records life cycle theory led to the development of the reco s coatinuum theory. The
records continuum theory originated in Canada but eveloped and adopted in
Australia in the 1980s and 1990s by Australian g&theorlstwo In the continuum
theory, records are seen as a continuous prQc m creation to disposition, without a
clear cut demarcation in transition fro &ecord phase to the other. Records continuum

framework with the sa

model brings together records nd archivists under an integrated recordkeeping
§ to guarantee the reliability, authenticity, and

completeness of recoad& records continuum perspective can be contrasted with the
life cycle theo @gfe cycle theory argues that there are clearly definable stages in
record-ke ‘%\and creates a sharp distinction between current and historical record-
keeﬁ%@ record continuum, on the other hand, has provided records managers and

Y

processes. The life cycle theory sees records passing through stages until they eventually

ts with a way of thinking about the integration of record-keeping and archiving

'die', except for the 'chosen ones' that are reincarnated as archives.

In recent time, the act of records management has been simplified and made more

efficient through the advent of modern technological gadgets and devices such as
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computers, video, audio tape and film. These devices have the capacity to accommodate
large volumes of records, and have also dealt with the bottlenecks which encumbered the
processes of record keeping in the ancient time, thus allowing the process of record
creation, processing, organizing and retrieval to be done at a speed of light. Irrespective

of these developments, paper record storage still remains the most predominantly used in

most government establishments not exempting Ekiti State Ministry of E%\Rn\

23 Review of Empirical Studies @
\ \

2.3.1 Office Automation and Job Performance %(-)

The success of any organization can be meas e *he performance of workers in any
establishment. This gives in such an est %Q\t the ability to put in their very best in a
way that it will benefit their orgam@owards meeting the set goals and objectives.
The relationship between off omation and organizational performance has been
theoretically and practica stlgated Theoretical and Practical studies undertaken of
these writers su %t the office automation is both an external and an internal
condition t gmljnﬂuence working spirit and result in instantly finished jobs'>2. A

related s esearched to know the impact of office automation on how fast factory

could be in Sirpurm, India. The methodology they used is cross-sectional.

Descriptive study with one-time interview and pretested questionnaires from 230
employees who were working in different eight factories and cluster sampling
methodology were used to collect data. Finally, the result showed that office automation

has an effect on how factory workers could be fast in executing their work with
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technologies and require adequate measure to improve the facilities and thereby the

health status of workers!?3.

In similar vein, a study conducted on the office automation and employee performance in
selected brewing firms in Anambra state, Nigeria. The sample size was 233 arrived at
using yemane formula while questionnaires were allocated using bowgl oportion
allocation formula. Finally the finding of study revealed that there 4 %ﬁicant and
positive relationship between office automation and employee @wance. The study

recommended that employees should be consulted be &é\o\lnting equipment and

adjustments‘ should be built into the design ar&%l. if possible so as to adjust
positioning to suits different categories of W%]%\

The effect of office automation on e &es ‘commitment in agro-based industries in
Cross River State, Nigeria was i %gded. The study drew participants from two major
agro industries in the t@e thousand, one hundred and ninety-four (1194)
respondents were p ively selected for the study. Information was elucidated from
participants usi@ point Likert scale questionnaire. Data obtained was analyzed using
Pearson @( Moment Correlation (r). The Findings revealed that office automation
suc, &munication flow, integration and access control and security that is free from
%’n dangers are positively associated with employees commitment, and hence
performance. The study recommended among others that management of agro-based
industries in Cross River State should establish and promote good information
technology in their organizations so as to boost employees‘ commitment, wellbeing and

overall performance and productivity!>4.
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Another study examined the effect of two constituents of office automation
(communications and security) on employees’ job satisfaction and performance, and
organizational effectiveness in a sample of 360 technical supervisors and operating core
personnel'>®. The analyses revealed that participants who perceived their office
technology as to be adequate and favorable scored comparatively higher on the measures
of job satisfaction, performance, and perceived organizational effecti@\%ﬁhe two
constituents of office automation were also found causing si% variance in
employees’ job behaviour and their perception of c&i tibnal effectiveness.
Regression analyses revealed that among the various xnents of office automation

predominantly contribute to employees’ job behavio organizational effectiveness.

An empirical study attempted to inve@he Employee Perception towards

Effectiveness and Impact of Env'@& Management System. This study was
conducted at the Tamilnadu te% cessing mill society Ltd, Erode. The research
design used in this study. is{e?aptive. The sample size is taken for the study is 100
respondents in Ta ws Textile Processing Mill, Erode. The needed data were
collected as b@wry and secondary data. The primary data is collected from
structureonnaire which are following in the open end, closed end, like scale and
the 1cal scale. The major findings of the study is based on the analysis and the
@y effectiveness of the environment management system and it helps to reduce the
environmental impact. In this analyze suggested that implementing new technology to
save the working cost in order to use the new technology to give on the job training. The

recycling will reduce the EMS impact. Finally, it is concluded that it will help to improve

99



the employees working environment and create the awareness about the environment

management system and also it increases the profit and the environment clean'®,

A related study researched provided another important empirical evidence to investigate
the effect of workplace environment’s factors (information communication technology)
towards employees’ performance!®’. Data was collected through the survey ﬁliod; total
139 employees participated from three main workplaces of Miyazu ~Bhd. Based
on the findings it shows that only supervisor support is not \ICant towards the

employees’ performance. Meanwhile, job aid and physi wkplace environment are

having a significant relationship towards the er@ performance Employees’
performance level is depending on the qua@he employees’ factors workplace

environment which are the job aid, superyisdg Jupport and also the physical workplace
environment. The three factors deter@\’}n how the employees’ get engaged or attached
to the organization. By cond %his project, the researcher could be able to identify
the factors that could cbsérﬁwte to workplace environment that affect employees’
performance. The , ¢ main purpose of this research is to investigate and to get a
clearer pict ¢ factors that affect employees’ performance from three different

workin % at Miyazu Malaysia Sdn. Bhd. The places of Miyazu Malaysia Sdn. Bhd.

I %the Miyazu’s Head Quarters, Miyazu’s Stamping Plant and Miyazu’s tooling
plaé

A study investigated the impact of office automation in job satisfaction from banking
sector, educational institute and telecommunication industry in Quetta, Pakistan. The

study employed a quantitative methodology; the target population consists of educational
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institutes, banking sector and telecommunication industry operating in the city of Quetta,
Pakistan. Simple random sampling is used for collection of data from 210 employees.
Finally, the result of the study showed that there is a positive relationship between office

automation and job satisfaction!*3,

@
g\é\ \

Empirical investigations have recapitulated th. Xﬁed and motivating job design

provides employees the opportunity to use@t skills and talents to perform tasks,

associate or identify themselves clos@ﬁh the task completed, feel empowered in

2.3.2 Record Filing and Job Performance

performing the job through aut% tained from the job, and get adequate feedback
from the job done. In es e%%nriched and complex jobs are associated with positive
attitudinal outcome ~kis.state determines the incumbents’ job performance. Taken

together, it is @esized that job characteristics have a significant and positive

inﬂuer@perfomance among employees'>’.

meta-analytic review revealed that self and supervisor ratings correlated
moderately (r = 0.35) as did self and peer ratings (r = 0.36), whereas correlations between
peer and supervisory ratings were higher (r = 0.62)'%°. Comparing the reliability of peer
and supervisor ratings, findings yield higher correlations of different supervisor’s ratings
assessing the same individual compared to different peers ratings evaluating the same
individual'®'. Investigation on the impact of the performance dimension (e.g., technical
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knowledge, integrity, and leadership) and rating source (i.e., peer, self, and supervisor) as
well as the degree of measurement equivalence across sources. Results suggest that the
impact of the underlying performance dimension is comparable across different rating
sources'®?. Thus, conclusion was made that ratings from different sources are to some
extent comparable. However, there is no perfect convergence of ratings across sources
and at present it is not clear if this is attributable to systematic \%}n error

components'®. Literature examining the effect of contextual perfog@ n managerial

evaluations suggests that manager ratings should, a51de ¢ aluatlons of task
performance, incorporate ratings of contextual perf and that the effects of
contextual performance on organizational perfor S&success are at least as great as

those of task performance!®. As it is not al s1ble to assess multiple performance
dimensions in practice, it is valuable N if there is one general factor in ratings of

job performance. This questi % a meta analytic framework, and their results

suggest that there is one 1arg§€§a
Q™
S

O
QQ

| factor!'®>.
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Figure 2.1 shows the relationship betw e?@udy variables and the indicators of

24 Conceptual Framework

measurability are indicated. The arro@q the direction of influence.
Independent Variable&{ﬁ/

(\"
X

Office Automation

e Communication Dependent Variable

e Integration
<'~ Job Performance

e Performance

e Access Control Hol Ratings
and Security
Ho3 e Test of Job
Knowledge

Records Filing

e Efficiency e Archival Data
Ho2

o Effectiveness
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Figure 2.1 Conceptual Framework on Office Automation, Records Filing and Job
Performance

Source: Researcher’s Conceptual Model, (2022) ®Z

As conceptualized diagrammatically in Figure 2.1, the de ariable is job
performance with three measures which are performance @;sxtest of job knowledge
and archival data, these three measures were adopte (ao the independent variables
are office automation and records filing. T %sures for office automation are
communication, integration and access 0 and security while the measures for
records filing are efficiency, effec@%&s and economy. In the first hypothesis the
measures of office automatlon% ing linked with those of job performance as depicted
above dlagrammatlcally, dictates as follows that when office are properly
automated with @ec‘hnology and not outdated, it enhance communication skills,
give inform, &quate security which will in turn improve job performance of
secretaria f of Ekiti State Ministry of Education. While in the second hypothesis, it
in

fies that regular performance rating, test of knowledge and proper records results in

e linking of measures of records filing with those of job performance which

efficient, and effective record keeping and management by secretarial staff of Ekiti State
Ministry of Education and vice versa. Lastly, in the third hypothesis, it link the combine
influence of the two independent variables (office automation and records filing) to the

dependent variable (job performance), this signifies that the more and timely secretarial
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staff of Ekiti State Ministry of Education are being rated and rewarded with the ratings,
the more they are being tested which will make them update their skills and knowledge,
the perfect their communication skills, integration of records, security of records,

efficient and effective records and vice versa.

2.5 Summary of Literature Reviewed Q\

This chapter highlights scholars’ opinions about the topic of this @&k which is the
influence of office automation, records filing and job perfor nce\o secretarlal staff in
Ministry of Education, Ekiti State. The review shows t ance of office automation,
records filing and job performance for employe% rganisations especially public
sectors. The review on the conceptual fr has clarified the concepts (office
automation, records filing and job ped@(nce). It shows the relationship between the
dependent variable (job perfor g)qn the independent variables (office automation,
and records filing). This erefore is poised to study the influence of office
automation and reco%‘%ﬁ on job performance of secretarial staff in Ministry of

Education, Ekitj igeria. None of the studies combined office automation together

with reco@ﬂ@g which this study intends to carry out.

iew focused on what office automation is globally, discussed to Africa, Nigeria
go secretarial staff of Ekiti State ministry of education considering how they are
effective and efficient in record filing to improve job performance. The concept also
accessed record filing skills of secretarial staff of Ekiti state ministry of education by
looking into it effectiveness and efficiency so as to improve staff performance rating and

test of job knowledge which will eventually increase job performance.

105



Studies established that most of the technological equipment that automate record filing
and improve efficiency are not provided while those that are available have been
damaged and not replaced, which has made it difficult to increase efficiency and
effectiveness of work*?. Review of record filing shows that most of the government

agencies and parastatals of Ekiti State ministry of education have poor record

management implementation which occur as a result of poor record cyt@ﬂines are

not in place for keeping, usage, retrieval and disposal of records!’. \%

Studies also show that secretarial staff are faced with mz@l{enges in record filing,
several scholars have also studied office automation, @ filing and job performance
of secretarial stayy®'. From literature there ar *tudies that have combined office

automation, record filing as dimensions tQ deteymine the implementation of technology

for better job performance globally@one in the study area. This is a gap that this

study intends to fill. \ Q
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o
Chapter Three @
N

Methodology \

This chapter presents the methodology used in this gfu includes the research design

strategies employed, population, sample, data c@ﬁo and method of data analysis.

S

This study adopted descr1pt§ arch and correlational as it studied a subset of

3.1 Research Design

population at a point in t1 to determine the influence of office automation, records

filing and job per X “of secretarial staff in Ekiti State Ministry of Education. The

advantage of t 1gn is robustness with respect to distribution of data is easy to

comput ta1led information that can be derived from the test; it is used in studies for
%

etric assumptions cannot be met, and its flexibility in handling data.

3.2 Population of the Study

The population of this study consists of one hundred and ninety — six (196) secretarial
staff of Ekiti State Ministry of Education, The Ministry of Education has a number of

departments which are: finance and accounts, administration and supply, planning,
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research and statistics, evaluation and standard, schools(public and private), quality
assurance, schools sport, science, technology and mathematics, tertiary education,
examinations and records, procurement, while the agencies are: Teaching Service
Commission(TSC), State Universal Basic Education Board (SUBEB), Agency for Adult
and Non — Formal Education (AANFE), Board for Technical and Vocational Education

(BTVE), Library Board, Education Trust Fund (ETF), School Ente@ﬂ“ Wealth

Creation and Scholarship Board as indicated in Table 3.1 below. \%

Table 3.1: Population of the Study &\ \

S/N  Departments/Agencies
&(/;opulatlon

1 Finance and Accounts ® 6
2 Administration and Supply \ 9
3 Planning, Research and Sta s& 8
4 Evaluation and Stand rQ 7
5 Schools (Public a qkﬁb) 10
6 Quality Assugahce 11
7 Schools ﬁ 7
8 Scie c&) ology and Mathematics 12
9

% Education 12
10 % inations and Records 10

@ Procurement 9
Teaching Service Commission (TSC) 10

13 State Universal Basic Education Board 15
(SUBEB)

14 Agency for Adult and Non — Formal Education 13
(AANFE)

15 Board for Technical and Vocational Education 14
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(BTVE)

16 Library Board 12

17 Education Trust Fund (ETF) 12

18 School Enterprise and Wealth Creation 9
Agency

19 Scholarship Board 10
Total 196

o

N
/§%

Source: EKkiti State Ministry of Education

\
33 Sample and Sampling Procedure (_)

The sample size of this study is one hundred a ‘&f-six (196) which is made up of

secretarial staff in all the departments a@ s of Ekiti State Ministry of Education.

Total enumeration was adopted for t@@
3.4 Description of the Res@nstrument

The instrument used was & sifictured questionnaire which was used to gather data from the

techniques.

respondents beca@a alyzed the structured questions and responses easily to achieve the
is study adopted the Likert scale design which allowed the researcher in

study’s objgi&xg\j

listing@ where respondents choose from. The instrument of this study is made up of four

P

Section A: This section was developed by the researcher to collect demographic information of
respondents and these contains Bio — data of Respondents measured through five factors;

Gender, Age, Educational Qualification, Year of Experience and department or agency.

Section B: Job performance scale which indicates the rate which each of the staff are rated with
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skills and knowledge acquired, the scale is of four point which are: Very high = 4, High =3, Low
= 2, Very low = 1. The research instrument will be divided into various sections which was
designed to elicit responses on the topic under review. The research instrument was adapted?.

The Cronbach alpha values are found ranging from 0.70 and 0.883 respectively.

Section C: Office automation scale which indicated how advanced in te of technology and
automation the information and records of the department or agency @}. cale was a four-
t

point response which is: Strongly Agree = 4, Agree = 3, Disag%%b
0

The research instrument was adapted*. (Cronbach alpha Val)& q were recorded).

rongly Disagree = 1.

Section D: Records filing scale which indicated ho@n‘[ and effective the departments or
agencies records are, and how time records ¢ \&trieved. The scale was also of four-point
which are: Strongly Agree = 4, Agree @ree = 2, Strongly Disagree = 1. This instrument
was adapted®. Cronbach alpha Value® was recorded.

3.5 Validity of Resea@fment

The items for t@tmment were gathered through related literature review and
adaptation ﬁ&{(@ésﬁonnaires that have been used by other researchers. Both face and
conten@t validity was done with the input of the supervisor and other experts in the
‘h' information management. Corrections made were incorporated in constructing

the final questionnaires were given out to the respondents of the study.

3.6  Reliability of the Research Instrument
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The researcher subjected the questionnaire to a reliability test to check internal
consistency of all items measuring each variable in the study. The reliability of the
instrument was done through a pilot study using 30 copies of the questionnaire which
were administered to the secretarial staff of Ondo State Ministry of Education, which is
not part of the study, twenty-eight (28) copies were retrieved. Data obtained were
subjected to Cronbach’s alpha reliability test to establish internal consist \)&The items.
From the result obtained, the items in the scales displayed sufﬁ\ iability value
satisfying the rule of thumb for internal consistency with «Cr ch alpha value of
above 0.7. Table 3.4 shows the results of the pilot study. (_? A

<&
\
>

Table 3.2: Result of Pilot Study \
A
NCtonbach Alpha

Variable

Job Performance

Performance ratings (8\ 0.923

Test of job knowledge 0.770

Archival data Q\\’ 0.934
Office Autom@
n

Communicﬁ& 0.966

Integra Ql 0.765
Acce% and security 0.930
@s Filing

Efficiency 0.888
Effectiveness 0.764

Source: Researcher’s compilation (2022)

3.7 Administration and Methods of Collection of the Research Instrument
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A primary data was collected to address the objectives of the study through a structured
questionnaire in line with existing literatures. This instrument works well with a
descriptive survey research mainly because it supports the collection of data regarding

opinion and perception of respondents at a point in time on current issues.

A letter of introduction and project attestation form was obtained from the Dgpartment of

Information Management, Lead City University which was used to ission to
conduct the survey from the management of Ekiti State Ministry tion. A two (2)
day training was conducted for five (5) research assistan e&se the administration,

retrieval and initial sorting of copies of the questior@j e researcher and research
assistants worked with an assistance from the %ﬁ\% o ensure confidentiality of their

responses while briefing them on the n& ox, adequacy of responses and advantages
embedded in the findings of the N\In* all 196 copies of the questionnaires was
administered to the secretarial SV\@I jf iti State Ministry of Education.

3.8  Methods of Da,@fysis

The researcher @d the data collected using the descriptive and inferential statistics.
Descr‘@stics (mean, frequency distribution, standard deviation and percentage)
wagmused\to analyze research questions one to three. Influential analysis was used to
&'ze null hypotheses one to two while multiple regression analysis was used to
analyze the third hypothesis. All hypotheses in the study were tested at 0.05 level of

significance. The data collected for the study was analyzed using Statistical Product and

Service Solution (SPSS), Version 24.
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Results and @ion of Findings

This chapter dealt with da @aﬁon, analysis and the interpretation of the results.
The analysis is guided%@peciﬁc objectives and the hypotheses that were formulated
in the study. T ection shows the presentation of the descriptive analysis using
tables show1 gﬂ:entages and interpretation below the tables. Section two presents
inferen istics and discussion of findings comes at the later end of the chapter. The
@resented were based on the research questions and hypotheses, which the study
set out to answer and examine. A total of one hundred and ninety-six (196) copies of
questionnaire were administered, and one hundred and ninety-two (192) copies were
returned. After sorting the questionnaires only one hundred and eighty-eight (188) copies
were certified as duly filled and considered usable. The useable questionnaire represented

95.9% response rate. The high response rate was recorded as the researcher administered
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the instruments with the help of research assistants who put concerted efforts in reaching

out to the secretaries to request them to participate in the study. The response results are

presented in Table 4.1.

Table 4.1: Response Rate

Response Rate: Frequency Per cent
(%)

Returned and used 188 .A

Not Returned/Returned but not used 8 @.\l%

No of distributed Questionnaire 1@

Source: Field Survey Data (2022) k )

4.1 Demographic Characteristic of Respo %1
This section is descriptive and it e demographic characteristics of the

respondents. Table 4.2 shows analisqs\the gender, age, qualification, length of service

and job level of the respond t

Table 4.2 Demographi¢ C\/acterlstlc of Respondents

Variable Q\\ * Category Frequency Percentage
Gender g) N Male 48 25.5%
Female 140 74.5%
@ 21-30 years 14 7.4%
Q 31-40 years 36 19.1%
Q 41-50 years 37 19.7%
51-60 years 16 8.5%
61 -65 years 85 45.2%
Academic Qualification ND/NCE 89 47.3%
B.Sc/BA/HND 59 31.4%
PGD/MBA/MSc/MA 29 15.4%
MPhil 1 0.5%
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PhD 10 5.3%

Length of Service Below 5 years 10 5.3%
6-10 years 45 23.9%
11-15 years 48 25.5%
16 years+ 85 45.2%

Job Level Top Management 31 16.5%

Middle Management 68 &\2%
Operational Management 89 & 3%

Source: Field Survey Results (2022)
This section consists of background and respondents’ 1nforma@?at describes basic

characteristics such as gender of the respondents, age ﬁk §p0ndents educational
level, Job level, and length of service. Table 4.2 p g%ﬂue demographic and personal
profile of respondents used for this study? ographic and personal profile of
respondents as shown in Table 4.2. le gender indicated that 48 respondents
representing 25.5% were male whil® respondents representing 74.5% were female,
indicating that most of the rgsp s were female. Demographic and personal profile of
respondents as shown L&%& by age revealed that 14 respondents representing 7.4%
were between thef 21-30 years, 36 respondents representing 19.1% were between
31-40 yea\Q espondents representing 19.7% were between 41-50 years, 16
respo epresenting 8.5% were between 51-60 years, and 85 respondents

@\ting 45.2% were between 61-65 years, indicating that most of the respondents

were between 61-65 years.

Also, 89 respondents representing 47.3% had ND/NCE, 59 respondents representing
31.4% had B.Sc/BA/HND, 29 respondents representing 15.4% had PGD/MBA/MSc/MA,

1 respondent representing 0.5% had MPhil, and 10 respondents representing 5.3% had
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PhD. Furthermore, 10 respondents representing 5.3% had below 5 years length of service,
45 respondents representing 23.9% had 6-10 years, 48 respondents representing 25.5%
had 11-15 years working experience, and 85 respondents representing 45.2% had 16
years+. However, 31 respondents representing 16.5% are Top management, 68

respondents representing 36.2% are Middle management, and 89 respondents

representing 47.3% are Operational management. @\

4.2 Response to the Research Questu§
Research Question One: What is@ el of job performance of secretarial staff of

Ekiti State Ministry of Educati@

Table 4.3: Descrlptx\g sis of Responses on the Level of Job Performance of
it

Secretarial Staff tate Ministry of Education

Performance Rating ( SA A D SD Mean
I knew where I to\dJm my last 62 120 5 1 3.29
performance on-going (33.0%) (63.8%) (2.7%) (0.5%)
feedback and t surpr1sed at the

rformance

overall rati

recognized and 32 147 7 2 3.11
apprec1ate my accomphshments and (17.0%) (78.2%) (3.7%) (1.1%)
contributions accurately in my last

review

My  supervisor  recognizes and 42 58 86 2 2.74
appreciates my accomplishments and (22.3%) (30.9%) (45.7%) (1.1%)
contributions throughout the year
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My performance evaluation form 43 62 82 1 2.78
accurately reflects the important aspects (22.9%)  (33.0%) (43.6%) (0.5%)
of my job

I know what I can do in my 36 70 12 70 2.38
performance to receive a higher (19.1%) (37.2%) (6.4%) (37.2%)
performance rating

Test of Knowledge SA A D SD Mean
My agency/department evaluates, by 26 74 86 2 2.66
conducting inspections/audits/reviews (13.8%) (39.4%) (45.7%) (1.1%)

on its records management program \

My unit has established performance 35 71 80 2.74
goals for its records management (18.6%) (37.8%) (42.6%) )

programs and staff \

My agency/department conduct test 28 140 3.03
regularly so as to improve the staff skills (14.9%) (74.5%) 4& \ (1 6%)

Staff engage in professional courses for 98 62 3.36
knowledge and skill update and upgrade (52 1%) (33 3%) ( 1.6%)

My agency/department invite 19 8 291

professionals to test staff knowledge and (10 1%)

skills Q
Archival Data Q D SD Mean

(10.1%) (4.3%)

Access Archives and documented 133 22 3 3.01
meetings and decisions ( (70.7%) (11.7%) (1.6%)

My department has the right tool 71 87 4 2.63
tracking all records % 13.8%) (37.8%) (46.3%) (2.1%)

Letters are follow up and i 1s\<y 31 141 15 1 3.07
retrieved \ . (16.5%)  (75.0%) (8.0%)  (0.5%)
My agency/department @ records 35 137 13 3 3.09
management directive Qn tiwaély basis (18.6%) (72.9%) (6.9%) (1.6%)
My agency/depa t have permanent 30 131 25 2 3.01
non-electronic (16.0%)  (69.7%) (13.3%) (1.1%)
Weighted 1}4& ob Performance 2.92

Decisi .00 — 1.49= very low, 1.50 — 2.49=low, 2.50 — 3.49 = high, 3.50-4.00= very high.
SA= Strongly Agree, A= Agree, D= Disagree, SD= Strongly Disagree
Source: Field Survey Results (2022)
According to results in Table 4.3.  33.0% of respondents strongly agree that they knew
where they stood in their last performance because of on-going feedback and was not

surprised at the overall rating in performance, 63.8% agree, 2.7% disagree and 0.5%

strongly disagree. On average, the respondents indicated that they knew where they stood
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in their last performance because of on-going feedback and was not surprised at the
overall rating in performance has a mean of 3.29. Results also indicated that 17.0% of
respondents strongly agree that their supervisor recognized and appreciated their
accomplishments and contributions accurately in their last review, 78.2% agree, 3.7%
disagree, and 1.1% strongly disagree. On average, the respondents indicated that their

supervisor recognized and appreciated their accomplishments ar%\%ﬁbutions

accurately in their last review has a mean of 3.11. \%

Results also indicated that 22.3% of the respondenty\?éﬁf\that their supervisor
recognizes and appreciates their accomplishments a %L utions throughout the year,
30.9% agree, 45.7% disagree, and 1.1% stron \d{ ree. On average, the respondents
indicated that their supervisor recognize§ amd)appreciates their accomplishments and
contributions throughout the year hﬁ) an of 2.74. Results also indicated that 22.9%
of the respondents strongly hat their performance evaluation form accurately
reflects the important asb\ﬁ,&&f their job, 33.0% agree, 43.6% disagree, and 0.5%
strongly disagree Q V.erage, the respondents indicated that their performance
evaluation ﬂ? cciirately reflects the important aspects of their job has a mean of 2.78.
Results dicated that 19.1% of the respondents strongly agree that they know what
the % in their performance to receive a higher performance rating, 37.2% agree,
6.4% disagree, and 37.2% strongly disagree. On average, the respondents indicated that
they know what they can do in their performance to receive a higher performance rating

has a mean of 2.38.

According to results in Table 4.3. 13.8% of respondents strongly agree that their

agency/department evaluates, by conducting inspections/audits/reviews on its records
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management program, 39.4% agree, 45.7% disagree and 1.1% strongly disagree. On
average, respondents indicated that their agency/department evaluates, by conducting
inspections/audits/reviews on its records management program has a mean of 2.66.
Results also indicated that 18.6% of respondents strongly agree that their unit has
established performance goals for it records management programs and staff, 37.8%
agree, 42.6% disagree, and 1.1% strongly disagree. On average, the resp@?ﬂdicated
that their unit has established performance goals for it records man. rograms and

staff has a mean of 2.74.
\

N
Results also indicated that 14.9% of the respondent @tat their agency/department
conduct test regularly so as to improve the staf <<{4.5% agree, 9.0% disagree, and
1.6% strongly disagree. On avera&% respondents indicated that their
agency/department conduct test reg@o as to improve the staff skills has a mean of
3.03. Results also indicated th %% of the respondents strongly agree that staff engage
>

in professional courses fof\éﬁw
disagree, and 1.6%;@3131 disagree. On average, the respondents indicated that staff

dge and skill update and upgrade, 33.0% agree, 13.3%

engage in prl& ioffal courses for knowledge and skill update and upgrade has a mean of

3.36. R %

a f@de artment invite professionals to test staff knowledge and skills, 75.5% agree,
10)

also indicated that 10.1% of the respondents strongly agree that their

W% disagree, and 4.3% strongly disagree. On average, the respondents indicated that
their agency/department invite professionals to test staff knowledge and skills has a mean

of 2.91.

According to results in Table 4.3. 16.0% of respondents strongly agree that they access

archives and documented meetings and decisions, 70.7% agree, 11.7% disagree, and
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1.6% strongly disagree. On average, respondents indicated that they access archives and
documented meetings and decisions has a mean of 3.01. Results also indicated that 13.8%
of respondents strongly agree that their department has the right tool for tracking all
records, 37.8% agree, 46.3% disagree, and 2.1% strongly disagree. On average, the
respondents indicated that their department has the right tool for tracking all records has a
mean of 2.63. Results also indicated that 16.5% of the respondents agre@?ﬁers are
followed up and it is duly retrieved, 75.0% agree, 8.0% disagreg) 5% strongly

disagree. On average, the respondents indicated that letters arg fo ed up and it is duly

retrieved has a mean of 3.07. (_? 0
<
Results also indicated that 18.6% of the \s%dents strongly agree that their
agency/department have records mana%ébirective on timely basis, 72.9% agree,
6.9% disagree, and 1.6% strongly @e On average, the respondents indicated that
their agency/department have %& management directive on timely basis has a mean
X

of 3.09. Results also indibé,eﬁﬁ

agency/departme rmanent non-electronic records, 69.7% agree, 13.3% disagree,

16.0% of the respondents strongly agree that their

and 1.1% tr&gl)l disagree. On average, the respondents indicated that their

agenc@vent have permanent non-electronic records has a mean of 3.01.

the weighted mean for job performance is 2.92 and this suggest that the
respondents agree with many of the statement representing job performance of secretarial
staff of Ekiti State ministry of education. Despite an overall mean of 2.92 which shows
that level of job performance of secretarial staff of Ekiti State ministry of education is

moderately high, more effort is required by the management of Ekiti State ministry of
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education to ensure that secretarial staff operate at an optimum level by ensuring that
performance evaluation form accurately reflects the important aspects of their job,
provide the right tool for tracking all records and stating what do to receive a higher

performance rating.

Research Question Two: What is the level of office automation of \;1 staff of

Ekiti State Ministry of Education? %%

Table 4.4: Descriptive Analysis of Responses on the l@({f\pfﬁce Automation of

Secretarial Staff of EKkiti State Ministry of Educatic

Communication A & SD Mean

Easy access to information \@7 4 2.64
(14 4%) (46.3%) (2.1%)

There is slow access to the written 27 19 6 2.98

information and the time of the (14. 3%) (10.1%) (3.2%)

administrative process \

There is access to work programs 139 15 1 3.09

(73.9%) (8.0%)  (0.5%)

Information and records are avai 74 13 3 3.42

to all departments and agencies % (52.1%) (394%) (6.9%) (1.6%)

delay

There is seamless disse %ﬁ of 37 128 18 5 3.05

information from th @\1 ental (19.7%) (68.1%) (9.6%) (2.7%)

head to the most junior'sta

Integration ’\ A D SD Mean

Have an intra stem that allow 25 137 18 8 2.95

access to N ation including (13.3%) (72.9%) (9.6%) (4.3%)

corresps

Proper ~(%s pation of data 28 136 21 3 3.01
(14.9%) (72.3%) (11.2%) (1.6%)

My unit have procedures to enable the 34 138 14 2 3.09

migration of records to new storage (18.1%) (73.4%) (7.4%) (1.1%)

media for ease access

My unit ensures that records 34 135 17 2 3.07

management functionality, including (18.1%) (71.8%) (9.0%) (1.1%)

the capture, retrieval, and retention of

records according to agency policy

My agency/department complies with 26 139 16 7 2.98

the Global Records Retention Schedule (13.8%)  (73.9%) (8.5%) (3.7%)
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Access Control and Security SA A D SD Mean

There is control access to data 25 72 88 3 2.63
(13.3%) (38.3%) (46.8%) (1.6%)

There are time limits to data access 25 76 85 2 2.66
(13.3%) (40.4%) (45.2%) (1.1%)

There is a person in my unit 35 138 14 1 3.10

responsible  for coordinating and (18.6%) (73.4%) (7.4%) (0.5%)
overseeing the implementation of the
records management program

My unit has a network of designated 22 142 22 2 .98
employees within each program and (11.7%) (75.5%) (11.7%) (1.1% \§\
administrative area who are assigned <<3>
records management responsibilities %

My unit implemented internal controls 107 63 14 3.45
to ensure that the records are not (56.9%) (33.5%) (7.4%) 1%)
accessed by external body « \

Weighted Mean 3.00
Decision rule 1.00 — 1.49= very low, 1.50 — 2.49= low, 2.5 Jhigh, 3.50-4.00= very high.
SA= Strongly Agree, A= Agree, D= Disagree, SD= Stro igagree

Source: Field Survey Results (2022) %

According to results in Table 4.4. 14.49 &spondents strongly agree that they have
easy access to information, 37.2% a@&% disagree and 2.1% strongly disagree. On
average, the respondents indi@at they have easy access to information has a mean

ation and the time of the administrative process, 72.3% agree,

of 2.64. Results also in icabél&lfat 14.4% of respondents strongly agree that there is slow
access to the writ %ﬁ\
10.1% disa e,(e,g_d 3.2% strongly disagree. On average, the respondents indicated that
there i ccess to the written information and the time of the administrative process
ean of 2.98. Results also indicated that 17.6% of the respondents agree that there
is aCcess to work programs, 73.9% agree, 8.0% disagree, and 0.5% strongly disagree. On
average, the respondents indicated that there is access to work programs has a mean of
3.09. Results also indicated that 52.1% of the respondents strongly agree that there is
information and records are available to all departments and agencies without delay,

39.4% agree, 6.9% disagree, and 1.6% strongly disagree. On average, the respondents
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indicated that there is information and records are available to all departments and
agencies without delay has a mean of 3.42. Results also indicated that 19.7% of the
respondents strongly agree that there is seamless dissemination of information from the
departmental head to the most junior staff, 68.1% agree, 9.6% disagree, and 2.7%

strongly disagree. On average, the respondents indicated that there is seamless

dissemination of information from the departmental head to the most '%\%ﬁ‘ff has a

&

According to results in Table 4.4. 13.3% of respondents Q@Q/‘@gree that they have an

mean of 3.05.

intranet system that allow access to information incl (_arespondences, 72.9% agree,
9.6% disagree and 4.3% strongly disagree. O k e, respondents indicated that they
have an intranet system that allow access Qmation including correspondences has a
mean of 2.95. Results also indicate@MQ% of respondents strongly agree that there
is proper coordination data, 7 gree, 11.2% disagree, and 1.6% strongly disagree.
On average, the responde\é,&ated that there is proper coordination of data has a
mean of 3.01. Re 180 indicated that 18.1% of the respondents agree that their unit
have proced eg@jnable the migration of records to new storage media for easy access,

73.4% dg 7.4% disagree, and 1.1% strongly disagree. On average, the respondents

at their unit have procedures to enable the migration of records to new storage

ind d
mega for easy access has a mean of 3.09.

Results also indicated that 18.1% of the respondents strongly agree that their unit ensures
that records management functionality, including the capture, retrieval, and retention of

records according to agency policy, 71.8% agree, 9.0% disagree, and 1.1% strongly
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disagree. On average, the respondents indicated that their unit ensures that records
management functionality, including the capture, retrieval, and retention of records
according to agency policy has a mean of 3.07. Results also indicated that 13.8% of the
respondents strongly agree that their agency/department complies with the Global
Records Retention Schedule, 73.9% agree, 8.5% disagree, and 3.7% strongly disagree.

On average, the respondents indicated that their agency/department c@\/ith the

Global Records Retention Schedule has a mean of 2.98. \%

According to results in Table 4.4. 13.3% of respondem\angly agree that there is
control access to data, 38.3% agree, 46.8% disagr @.6% strongly disagree. On
average, respondents indicated that there is co cess to data has a mean of 2.63.
Results also indicated that 13.3% of res (% strongly agree that there are time limits
to data access, 40.4% agree, 45.2% @e, and 1.1% strongly disagree. On average, the
respondents indicated that ther ime limits to data access has a mean of 2.66. Results
also indicated that 18.6%\%% respondents agree that there is a person in their unit
responsible for Qin ti.ng and overseeing the implementation of the records
managemen pgggm, 73.4% agree, 7.4% disagree, and 0.5% strongly disagree. On
average, spondents indicated that there is a person in their unit responsible for

C tlng and overseeing the implementation of the records management program has
a Q

an of 3.10.

Results also indicated that 11.7% of the respondents strongly agree that their unit has a
network of designated employees within each program and administrative area who are

assigned records management responsibilities, 75.5% agree, 11.7% disagree, and 1.1%
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strongly disagree. On average, the respondents indicated that their unit has a network of
designated employees within each program and administrative area who are assigned
records management responsibilities has a mean of 2.98. Results also indicated that
56.9% of the respondents strongly agree that their unit implemented internal controls to
ensure that the records are not accessed by external body, 33.5% agree, 7.4% disagree,
and 2.1% strongly disagree. On average, the respondents indicate their unit

implemented internal controls to ensure that the records are not&s by external

body has a mean of 3.45. @

¢\ \
In all, the weighted mean for level of office automa%(—;cretarial staff of Ekiti State
Ministry of Education is 3.00 and this suggest %ﬁ respondents agree with many of
the statement representing office automati{\éecretarial staff of Ekiti State Ministry of
Education. Specifically, of the issu@ as ‘Easy access to information’ with a mean
score of 2.64, ‘there is contro % to data’ with a mean score pf 2.63, and ‘There are
time limits to data access’\% mean score of 2.66, shows that despite an overall mean
of 3.00 which sho atthe office automation of secretarial staff of Ekiti State Ministry
of Educatioﬁ oderately high, the underlining issues discovered as presented above

suggest%

Ef ance. Management of Ekiti State Ministry of Education need to conduct periodic

effort is needed regarding office automation to ensure better employee

traiing for their secretarial staff on issues bothering office automation communication,

integration and access control and security.

Research Question Two: What is the level of record filing of secretarial staff of Ekiti

State Ministry of Education?
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Table 4.5: Descriptive Analysis of Responses on the Level of Record Filing of
Secretarial Staff of Ekiti State Ministry of Education

Efficiency SA A D SD Mean
Records are easily tracked when 26 75 9 78 2.26
needed (13.8%)  (39.9%) (4.8%) (41.5%)

Reports and  information  are 25 67 20 76 2.22
disseminated with ease (13.3%)  (35.6%) (10.6%) (40.4%)

My agency/department developed and 33 70 83 2 2.71
implemented internal controls to (17.6%) (37.2%) (44.1%) (1.1%)

ensure that records are not destroyed \V\
before the end of their retention period ®

My agency/department often review 23 153 &% 3.05
and update its vital records inventory (12.2%)  (81.4%) (5 9%)

Records are made to be available and 103 63 3.43
useful when needed (54.8%)  (33.5%) &%& \(0.5%)
Effectiveness SA A SD Mean
Administrative and general office 94 78 3.35
policies are implemented (50 0%) (36 % 1.7%) (41.5%)

My unit requires that all appointed 2 3.06
officials, receive training on the (16 5% (8.5%) (1.1%)

importance of appropriately managing

records under their immediate control

My unit evaluates, its records 146 15 2 3.03
management program to ensure that it ) (77.7%) (8.0%)  (1.1%)

is compliant with all applicab Q

records management regulation

My unit vital records plans arg pax o 26 137 23 2 2.99
the Continuity of Operation . (13.8%)  (72.9%) (12.2%) (1.1%)
My agency’s email sy ) Yetain 27 135 21 2.98

the intelligent full nam itectories  (14.4%)  (71.8%) (11.2%) 5
or distribution 's&} ensure (2.7%)

identification of~{ sender and
addressee.
Weighted Mea 2.90

Decisiq, e .00 — 1.49= very low, 1.50 — 2.49= low, 2.50 — 3.49 = high, 3.50-4.00= very high.
SA= Strongly Agree, A= Agree, D= Disagree, SD= Strongly Disagree

Source: Field Survey Results (2022)
According to results in Table 4.5, 13.8% of respondents strongly agree that the records
are easily tracked when needed, 39.9% agree, 4.8% disagree and 41.5% strongly disagree.

On average, the respondents indicated that the records are easily tracked when needed has
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a mean of 2.26. Results also indicated that 13.3% of respondents strongly agree that the
reports and information are disseminated with ease, 35.6% agree, 10.6% disagree, and
40.4% strongly disagree. On average, the respondents indicated that the reports and
information are disseminated with ease has a mean of 2.22. Results also indicated that
17.6% of the respondents agree that their agency/department developed and implemented

internal controls to ensure that the records are not destroyed before %of their

retention period, 37.2% agree, 44.1% disagree, and 1.1% strongly . On average,
the respondents indicated that their agency/department d elo and implemented
internal controls to ensure that the records are no before the end of their

retention period has a mean of 2.71. Results also % that 12.2% of the respondents
strongly agree that their agency/departme t rev1ew and update its vital records
inventory, 81.4% agree, 5.9% d1sagre€é\d 0.5% strongly disagree. On average, the

respondents indicated that thei % department often review and update its vital

records inventory has a Q{?‘o

respondents strongly ag@ﬁ records are made to be available and useful when needed,

3.05. Results also indicated that 54.8% of the

33.5% agree, 1 .1 agree, and 0.5% strongly disagree. On average, the respondents

indicated Q&tt@ records are made available and useful when needed has a mean of 3.43.

ng to results in Table 4.5. 50.0% of respondents strongly agree that
ﬁmstratlve and general office policies are implemented, 36.7% agree, 11.7% disagree
and 41.5% strongly disagree. On average, respondents indicated that administrative and
general office policies are implemented has a mean of 3.35. Results also indicated that
16.5% of the respondents agree that their unit requires that all appointed officials, receive

training on the importance of appropriately managing records under their immediate
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control, 73.9% agree, 8.5% disagree, and 1.1% strongly disagree. On average, the
respondents indicated that their unit requires that all appointed officials, receive training
on the importance of appropriately managing records under their immediate control has a

mean of 3.06.

Results also indicated that 13.3% of respondents strongly agree that their u&e&zaluates,
its records management program to ensure that it is compliant with a (@h le records
management regulation, 77.7% agree, 8.0% disagree, and 1.1% y disagree. On
average, the respondents indicated that their agency/dep@ vequires that their unit
evaluates, its records management program to en{é%(zl;t it is compliant with all
applicable records management regulation has @01‘ 3.03. Results also indicated that
13.8% of the respondents strongly agree &%r unit vital records plans are part of the
Continuity of Operations Plan, 72.9% ’%e, 12.2% disagree, and 1.1% strongly disagree.
On average, the respondents i d that their unit vital records plans are part of the
Continuity of Operations F%hs a mean of 2.99. Results also indicated that 14.4% of
the respondents st ree that their agency email system(s) retain the intelligent full
names on digectyries or distribution lists to ensure identification of sender and addressee,

71.8% s,

iE d d hat their agency email system(s) retain the intelligent full names on directories

.2% disagree, and 2.7% strongly disagree. On average, the respondents

or dMstribution lists to ensure identification of sender and addressee has a mean of 2.98.

In all, the weighted mean for level of record filing of secretarial staff of Ekiti State
Ministry of Education is 2.90 and this suggest that the respondents agree with many of

the statement representing office automation of secretarial staff of Ekiti State Ministry of
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Education. Specifically, of the issues such as ‘Records are easily tracked when needed’
with a mean score of 2.26, and ‘Reports and information are disseminated with ease’ with
a mean score of 2.22, shows that despite an overall mean of 2.90 which shows that the
record filing of secretarial staff of Ekiti State Ministry of Education is moderately high,
the underlining issues discovered as presented above suggest a lot of effort is needed
regarding record filing to ensure better employee performance. Man }\of Ekiti
State Ministry of Education need to conduct periodic training for thx tarial staff on

issues bothering record filing efficiency and effectiveness.
(.3\ ’

4.3 Presentation of Hypotheses &(/
itt be no significant influence of office

The null hypothesis one which states that the %

automation on job performance of s %ﬁl staff of Ekiti State Ministry of Education
was tested using multiple line gsrlion analysis. In the analysis, the values of job

performance were regressed@e\values of office automation sub-measure. The data for

ANy

office automation ( endent variable) was generated by summing responses of all
variable items 1@ ely while that of job performance of secretarial staff (dependent)
was gene@\by adding responses of all items used to measure the variable. The

reg@ st results are presented in Tables 4.6a-c

&e 4.6a-c: Summary of Regression Analysis for the Influence of Office
Automation on Job Performance of Secretarial Staff of Ekiti State Ministry of
Education

Model Summary

Std. Error of the
Model R R Square Adjusted R Square Estimate

1 672% 451 442 27881
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a. Predictors: (Constant), AccessControlSecurity, Communication, Intergration

ANOVA?
Model Sum of Squares df Mean Square F Sig.
1 Regression 11.768 3 3.923 50.461 .000°
Residual 14.303 184 .078
Total 26.070 187

a. Dependent Variable: Performance
b. Predictors: (Constant), AccessControlSecurity, Communication, Intergration

Coefficients?
Unstandardized Standardized
Coefficients Coefficients

Model B Std. Error Beta t Sig.

1 (Constant) 375 211 1.773 .078
Communication 398 .070 386 5.712 .000
Intergration 119 .063 138 1.891 .060
ﬁ‘ccesscommlsec“m 330 072 297 4598  .000

a. Dependent Variable: Performance

Source: Field Survey Data (2022) o’

From the results in Table 4 @ce automation has strong positive relationship with the
job performance of omatlon on job performance of secretarial staff of Ekiti
State Ministry tion (R = 0.672). The coefficient of determination (Adj. R?) of
0.442 sho ’%Qt office automation predicts 44.2% of the variation in job performance of
sec %aff of Ekiti State Ministry of Education, while the remaining 55.8% variation
S5

other extraneous other than those examined. Table 4.6b presents the results of ANOVA

erformance of secretarial staff of Ekiti State Ministry of Education is explained by

(overall model significance) of regression test which revealed that office automation has
a significant influence on job performance of secretarial staff of Ekiti State Ministry of

Education. This can be explained by the F-value (50.461) and low p-value (0.000) which
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is statistically significant at 95% confidence interval. Hence, the result posited that office
automation in use in Ekiti State Ministry of Education significantly influenced the job

performance of its secretarial staff.

Furthermore, the results of regression coefficients in table 4.6¢, revealed that at 95%
confidence level, a unit change in Communication will lead to a 0.398 incm%’m the job
performance of secretarial staff of Ekiti State Ministry of Educatio ggQ}%hat all other
factors are held constant. Also, a unit change in Access and Con%\curity will lead to

0.330 increase in the job performance of secretarial @ﬁkiti State Ministry of

Education, given that all other factors are held con@

Of all the office automation sub-variablgsN\¢xaphined, Communication has the highest
relative influence (f =0.398). In s@go ition is Access and Control Security (B =
0.330). However, Integration % insignificant relative influence. All the relative
influence (communicatio@?cess & control security on job performance) were
positive and statistin@@“iﬁcant at probability values less than 0.05 except integration.
On the stren t@ result (Adj. R> = 0.442, F(3,184)= 50.461, p= 0.000), this study

&hypothesis one (Hol) which states that there will be no significant

rejects @
in ceNof office automation on job performance of secretarial staff of Ekiti State

&stry of Education.

The null hypothesis two which states that there will be no significant relative influence of
records filing on job performance of secretarial staff of Ekiti State Ministry of Education,
was tested using multiple linear regression analysis. In the analysis, the values of job
performance were regressed on the values of influence of records sub-measure. The data
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for influence of records filing (independent variable) was generated by summing

responses of all variable items respectively while that of job performance of secretarial

staff (dependent) was generated by adding responses of all items used to measure the

variable. The regression test results are presented in Tables 4.6a-c

Table 4.7a-c: Summary of Regression Analysis for the Influence of Influgnce of

Records Filing on Job Performance of Secretarial Staff of EKkiti State
Education
S

Model Summary

y of

Std. Error of the
Model R R Square Adjusted R Square Estimate

1 .662% 438 432

28150

a. Predictors: (Constant), RecordEffectiveness, RecordEfficiency

ANOVA?
Model Sum of Squares df Mean Square F Sig.
1 Regression 11.411 2 5.705 72.001 .000°
Residual 14.660 185 .079
Total 26.070 187
a. Dependent Variable: Performance
b. Predictors: (Constant), Recg{iff@ctiveness, RecordEfficiency
N
Coefficients®
Unstandardized Standardized
Coefficients Coefficients
Model B Std. Error Beta t Sig.
1 (Constant) 1.655 176 9.379 .000
RecordEfficiency 432 .037 .654 11.550 .000
RecordEffectiveness .028 .054 .029 506 614

a. Dependent Variable: Performance
Source: Field Survey Data (2022)

From the results in Table 4.7a, records filing has strong positive relationship with the job

performance of secretarial staff of Ekiti State Ministry of Education (R = 0.662). The

coefficient of determination (Adj. R?) of 0.432 shows that records filing predicts 43.2%
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of the variation in job performance of secretarial staff of Ekiti State Ministry of
Education, while the remaining 56.8% variation in job performance of secretarial staff of
Ekiti State Ministry of Education is explained by other extraneous other than those
examined. Table 4.6b presents the results of ANOVA (overall model significance) of
regression test which revealed that records filing has a significant influence on job
performance of secretarial staff of Ekiti State Ministry of Educati \%s\can be
explained by the F-value (72.001) and low p-value (0.000) 1<<A statistically
significant at 95% confidence interval. Hence, the result posited that récords filing system

\
in use in Ekiti State Ministry of Education signiﬁcantgf@nced the job performance

of its secretarial staff. \QV

Furthermore, the results of regression coeffictents in table 4.7c, revealed that at 95%
confidence level, a unit change in re %iency will lead to a 0.432 increase in the job
performance of secretarial staff Qk%tate Ministry of Education, given that all other
factors are held constant. kQ,e 1, a unit change in Record effectiveness will lead to no
significant inﬂuenc@gb performance of secretarial staff of Ekiti State Ministry of
Education, giv&@all other factors are held constant. In all record efficiency that has
the only. i1dant relative influence on job performance (B =0.432). However, records
ﬁli%&veness has insignificant relative influence. On the strength of this result (Ad;.
@0.432, F(2,185)=72.001, p= 0.000), this study rejects the null hypothesis two (Ho2)

which states that there will be no significant relative influence of records filing on job

performance of secretarial staff of Ekiti State Ministry of Education..

The null hypothesis three which states that there will be no significant influence of office

automation and records filing on job performance of secretarial staff of Ekiti State
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Ministry of education was tested using multiple linear regression analysis. In the analysis,
the values of job performance were regressed on the values of office automation and
record filing. The data for office automation and record filing (independent variable) was
generated by summing responses of all variable items respectively while that of job

performance of secretarial staff (dependent) was generated by adding responses of all

items used to measure the variable. The regression test results are pre@ﬁl Tables

&

Table 4.8a-c: Summary of Regression Analysis for The ﬁgm;e of Office

4.8a-c

Automation and Record Filing on Job Performance tarial Staff of EKkiti
State Ministry of Education . \<( ,
Model Summary
Std. Error of the
Model R R Square Adjusted R Square Estimate
1 .690° 476 470 27177

a. Predictors: (Constant), RecordFilling, OfficeAutomation

ANV

ANOVA?
Model Sum of Squares df Mean Square F Sig.
1 Regression 12.406 2 6.203 83.986 .000°
Residual 13.664 185 .074
Total 26.070 187

a. Dependent Variable: Performance
b. Predictors: (Constant), RecordFilling, OfficeAutomation

D

Coefficients®
Standardized
Unstandardized Coefficients Coefficients
Model B Std. Error Beta t Sig.
1 (Constant) .395 197 2.002 .047
SfﬁceAuwmaHo 578 085 479 6.825 000
RecordFilling 271 .069 274 3.909 .000
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a. Dependent Variable: Performance
Source: Field Survey Data (2022)

From the results in Table 4.8a, office automation and record filing have strong positive
significant relationship with the job performance of office automation on job
performance of secretarial staff of Ekiti State Ministry of Education (R = 0.690). The
coefficient of determination (Adj. R?) of 0.470 shows that office automatio@cts 47%
of the variation in job performance of secretarial staff of Ekitj g&/ﬁnistry of
Education, while the remaining 53% variation in job performm@kecretarial staff of
Ekiti State Ministry of Education is explained by othgfS¢xirarieous other than those
examined. Table 4.8b presents the results of AN crall model significance) of
regression test which revealed that office auto \;& record filing have a significant

influence on job performance of secretz@f of Ekiti State Ministry of Education.

1
This can be explained by the F-®83.986) and low p-value (0.000) which is

statistically significant at 959 ence interval. Hence, the result posited that office
automation and recorgl use in Ekiti State Ministry of Education significantly

L )
influenced the j ob@rmance of its secretarial staff.

Furtherm@he results of regression coefficients in table 4.6c, revealed that at 95%
cm@%evel, a unit change in office automation will lead to a 0.578 increase in the

erformance of secretarial staff of Ekiti State Ministry of Education, given that all

—

other factors are held constant. Also, a unit change in record filing will lead to 0.271
increase in the job performance of secretarial staff of Ekiti State Ministry of Education,

given that all other factors are held constant. The office automation has the highest

relative influence (B =0.578) followed by record filing (8 = 0.271). All the relative
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influence of office automation and record filing were positive and statistically significant
at probability values less than 0.05. On the strength of this result (Adj. R? = 0.470,
F(2,185)= 83.986, p= 0.000), this study rejects the null hypothesis three (Ho3) which
states that there will be no significant combine influence of office automation and records

filing on job performance of secretarial staff of Ekiti State Ministry of Education.

X

4.4 Discussion of Findings <</

The findings of hypothesis one reveal that office automation in u@kiti State Ministry
of Education significantly influenced the job performan %&s\ecretarial staff. Hence,
the findings of hypothesis one found support in pri trical studies. For instance, A
related study researched to know the impac ce automation on how fast factory
workers could be in Sirpurm, India. ﬁhodology they used is cross-sectional.
Descriptive study with one time ®1ew and pretested questionnaires‘ from 230
employee who were worki different eight factories and cluster sampling
methodology were us& ct data. Finally the result showed that office automation

have an effect o@r

actory workers could be fast in executing their work with
technologie»(éﬂéquire adequate measure to improve the facilities and thereby the

health workers!.

@ar vein, a study conducted on the office automation and employee performance in
selected brewing firms in Anambra state, Nigeria. The sample size was 233 arrived at
using yemane formula while questionnaires were allocated using bowely proportion
allocation formula. Finally, the finding of study revealed that there is a significant and
positive relationship between office automation and employee performance. The study

recommended that employees should be consulted before mounting equipment and
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adjustments‘ should be built into the design and layout if possible so as to adjust

positioning to suits different categories of workers.

The effect of office automation on employees ‘commitment in agro-based industries in
Cross River State, Nigeria was investigated. The study drew participants from two major

agro industries in the state. One thousand, one hundred and ninety four (1194)

respondents were purposively selected for the study. Information w ted from
participants using four point Likert scale questionnaire. Data obtai analyzed using
Pearson Product Moment Correlation (r). The Findings re t at office automation

such as communication flow, integration and access c@n securlty that is free from
known dangers are positively associated wit s commitment, and hence
performance. The study recommended a ers that management of agro-based
industries in Cross River State @stabhsh and promote good information

technology in their organizatlo aso boost employees‘ commitment, wellbeing and

overall performance and R wity?.

Another study e the effect of two constituents of office automation
(cornrnunlc securlty) on employees’ job satisfaction and performance, and
organ . fectiveness in a sample of 360 technical supervisors and operating core
pe % The analyses revealed that participants who perceived their office
Qlology as to be adequate and favorable scored comparatively higher on the measures
of job satisfaction, performance, and perceived organizational effectiveness. The two

constituents of office automation were also found causing significant variance in

employees’ job behaviour and their perception of organizational effectiveness.
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Regression analyses revealed that among the various components of office automation

predominantly contribute to employees’ job behaviour and organizational effectiveness.

An empirical study attempted to investigate the Employee Perception towards
Effectiveness and Impact of Environment Management System. This study was
conducted at the Tamilnadu textile processing mill society Ltd, Erode. The research
design used in this study is descriptive. The sample size is taken fo @w is 100
respondents in Tamilnadu Textile Processing Mill, Erode. %(&d data were

collected as both primary and secondary data. The pri data is collected from

\
structured questionnaire which are following in the %@Iy, closed end, like scale and
€ b

the numerical scale. The major findings of the @ ased on the analysis and the

highly effectiveness of the environment mﬂ@n‘[ system and it helps to reduce the

environmental impact. In this analyf &é&sted that implementing new technology to

save the working cost in order t% new technology to give on the job training. The

recycling will reduce the E\@Bact. Finally, it is concluded that it will help to improve
the employees worlg nvironment and create the awareness about the environment

management sy%) d also it increases the profit and the environment clean’.

A rela@researched provided another important empirical evidence to investigate
the@ct 0

towdrds employees’ performance*. Data was collected through the survey method; total

f workplace environment’s factors (information communication technology)

139 employees participated from three main workplace of Miyazu (M) Sdn. Bhd. Based
on the findings it shows that only supervisor support is not significant towards the
employees’ performance. Meanwhile, job aid and physical workplace environment are

having a significant relationship towards the employees’ performance Employees’
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performance level is depending on the quality of the employees’ factors workplace
environment which are the job aid, supervisor support and also the physical workplace
environment. The three factors determine on how the employees’ get engaged or attached
to the organization. By conducting this project, the researcher could be able to identify

the factors that could contribute to workplace environment that affect employees’

performance. Therefore, the main purpose of this research is to investi@o get a

clearer picture on the factors that affect employees’ perforrnanCP\@Vnree different

working places at Miyazu Malaysia Sdn. Bhd. The places of Miya alaysia Sdn. Bhd.

\
Include the Miyazu’s Head Quarters, Miyazu’s Star@an‘[ and Miyazu’s tooling
plant. &(/

N
A study investigated the impact of ofﬁ&&on in job satisfaction from banking
sector, educational institute and te@mnication industry in Quetta, Pakistan. The
study employed a quantitative dology; the target population consists of educational
institutes, banking sector ésé,&;mmunication industry operating in the city of Quetta,
Pakistan. Simple @ﬁmpling is used for collection of data from 210 employees.

Finally the 52&04 e study showed that there is a positive relationship between office

autom ob satisfaction’.

%Qdings of hypothesis two reveal that records filing system in use in Ekiti State
Ministry of Education significantly influenced the job performance of its secretarial staff.
Hence, the findings of hypothesis two found support in prior empirical studies. For
instance, in essence, enriched and complex jobs are associated with positive attitudinal

outcomes. This state determines the incumbents’ job performance. Taken together, it is
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hypothesized that job characteristics have a significant and positive influence on job

performance among employees®.

Another meta-analytic review revealed that self and supervisor ratings correlated

moderately (r = 0.35) as did self and peer ratings (r = 0.36), whereas correlations between

rs ratings

peer and supervisory ratings were higher (r = 0.62)’. Comparing the reliakility of peer
and supervisor ratings, findings yield higher correlations of different %

assessing the same individual compared to different peers rati%%&ating the same

individual®. In an investigation on the impact of the j@ﬂﬂ\a ce dimension (e.g.,

technical knowledge, integrity, and leadership) and %(_g)source (i.e., peer, self, and

supervisor) as well as the degree of measure \t% alence across sources. Results
suggest that the impact of the underlyin ance dimension is comparable across
different rating sources®. Thus, con:@a{ as made that ratings from different sources
are to some extent comparabl@wever, there is no perfect convergence of ratings
across sources and at pres@?ot clear if this is attributable to systematic or random
error components!® ature examining the effect of contextual performance on
managerial eva@ suggests that manager ratings should, aside from evaluations of
task per ’\e, incorporate ratings of contextual performance and that the effects of
co %erformance on organizational performance and success are at least as great as
& of task performance'!. As it is not always possible to assess multiple performance
dimensions in practice, it is valuable to know if there is one general factor in ratings of
job performance. This question using a meta-analytic framework, and their results

suggest that there is one large general factor'2.
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The findings of hypothesis three revealed that office automation and record filing in use
in Ekiti State Ministry of Education significantly influenced the job performance of its
secretarial staff. Hence, the findings of hypothesis two found support in prior empirical
studies. For instance, a study conducted on the office automation and employee
performance in selected brewing firms in Anambra state, Nigeria. The sample size was
233 arrived at using yemane formula while questionnaires were alloca \m%gbowely
proportion allocation formula. Finally the finding of study rev@at there is a

\

performance. The study recommended that employ &%Qu d be consulted before
% 1\

significant and positive relationship between office a&to 16n and employee

mounting equipment and adjustments‘ should nto the design and layout if

possible so as to adjust positioning to suits d@ategories of workers.

The effect of office automation on &qx\ees ‘commitment in agro-based industries in
Cross River State, Nigeria was %tigated. The study drew participants from two major
agro industries in the 9% ne thousand, one hundred and ninety four (1194)
respondents were pQ%'\Vcly selected for the study. Information was elucidated from
participants usi@ point Likert scale questionnaire. Data obtained was analyzed using
Pearson E@Q Moment Correlation (r). The Findings revealed that office automation
suc@ﬁmunication flow, integration and access control and security that is free from
kigyn dangers are positively associated with employees® commitment, and hence
performance. The study recommended among others that management of agro-based
industries in Cross River State should establish and promote good information
technology in their organizations so as to boost employees‘ commitment, wellbeing and

overall performance and productivity'>.
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Another study examined the effect of two constituents of office automation
(communications and security) on employees’ job satisfaction and performance, and
organizational effectiveness in a sample of 360 technical supervisors and operating core
personnel'4. The analyses revealed that participants who perceived their office technology
as to be adequate and favorable scored comparatively higher on the measures of job
satisfaction, performance, and perceived organizational effective@‘he two
constituents of office automation were also found causing si% variance in
employees’ job behaviour and their perception of c&i tibnal effectiveness.
Regression analyses revealed that among the various xnents of office automation

predominantly contribute to employees’ job behavio organizational effectiveness.

An empirical study attempted to inve@he Employee Perception towards

Effectiveness and Impact of Env'@& Management System. This study was
conducted at the Tamilnadu te% cessing mill society Ltd, Erode. The research
design used in this study. is{e?aptive. The sample size is taken for the study is 100
respondents in Ta ws Textile Processing Mill, Erode. The needed data were
collected as b@wry and secondary data. The primary data is collected from
structureonnaire which are following in the open end, closed end, like scale and
the 1cal scale. The major findings of the study is based on the analysis and the
@y effectiveness of the environment management system and it helps to reduce the
environmental impact. In this analyze suggested that implementing new technology to
save the working cost in order to use the new technology to give on the job training. The

recycling will reduce the EMS impact. Finally, it is concluded that it will help to improve
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the employees working environment and create the awareness about the environment

management system and also it increases the profit and the environment clean'>.

A related study researched provided another important empirical evidence to investigate
the effect of workplace environment’s factors (information communication technology)
towards employees’ performance!®. Data was collected through the survey method; total
139 employees participated from three main workplace of Miyazu (M ~Bhd. Based
on the findings it shows that only supervisor support is not @ towards the
employees’ performance. Meanwhile, job aid and physic&k\p ce environment are
having a significant relationship towards the em ' “performance Employees’
performance level is depending on the qualit “&Q employees’ factors workplace
environment which are the job aid, superviso port and also the physical workplace
environment. The three factors dete %ow the employees’ get engaged or attached
to the organization. By conduct%mroject, the researcher could be able to identify
the factors that could I@e\ to workplace environment that affect employees’
performance. Therefesg\the main purpose of this research is to investigate and to get a
clearer picture @ factors that affect employees’ performance from three different

workin g@\sat Miyazu Malaysia Sdn. Bhd. The places of Miyazu Malaysia Sdn. Bhd.
%

In

)

In an investigation on the impact of the performance dimension (e.g., technical

Miyazu’s Head Quarters, Miyazu’s Stamping Plant and Miyazu’s tooling

knowledge, integrity, and leadership) and rating source (i.e., peer, self, and supervisor) as
well as the degree of measurement equivalence across sources. Results suggest that the
impact of the underlying performance dimension is comparable across different rating
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sources!”. Thus, conclusion was made that ratings from different sources are to some
extent comparable. However, there is no perfect convergence of ratings across sources
and at present it is not clear if this is attributable to systematic or random error
components!8, Literature examining the effect of contextual performance on managerial
evaluations suggests that manager ratings should, aside from evaluations of task
performance, incorporate ratings of contextual performance and thz@fects of
contextual performance on organizational performance and success@tdst as great as
those of task performance'®. As it is not always possible to agses Itiple performance

\
dimensions in practice, it is valuable to know if there @general factor in ratings of

job performance. This question using a meta-@ framework, and their results

suggest that there is one large general factor@
The findings of this study equally@ with John P. Campbell who described job

performance as an individual %1 variable, or something a single person does. This

differentiates it from moreNend@mpassing constructs such as organizational performance
or national perfor@hich are higher-level variables?’. However, performance needs
to be under egn@wldual’s control, regardless of whether the performance of interest is
mental O %Vioural. The difference between individual controlled action and outcomes
1 onveyed through an example. In a sales job, a favourable outcome is certain level
of fnew generated through the sales of something (merchandise, or some service such as
insurance). Revenue can be generated or not, depending on the behaviour of employees.
When the employee performs this sales job well, he is able to move more merchandise?!.

In addition, the findings aligned with the outcome of Records Life Cycle Model of Frank

Upward which perceives records as an analogy of a biological organism, which is born,
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lives and dies, and a record, which is created, maintained and used for as long as it has
continuing value and is then disposed of either by destruction or by archival. The features
of the records life cycle model imply that the model is more applicable and suitable for
organizations dealing with the management of paper records. The life cycle model has
been shown by researchers not to be suitable for organizations or studies investigating the
management of electronic records?’. Therefore, on the strength of the }%‘found in
prior existing studies with this present study’s result, the study ca de that office

automation, record filing have positive and significant influence ob performance of
(_')\ ’

secretarial staff of Ekiti State Ministry of Education.
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Chapter Five

Conclusion

This chapter presents and discusses the summary of findings, conclusions and provides

useful recommendations, contributions to knowledge and suggestions for Eu%tudws

5.1 Summary of Findings

The main objective of this study is to investigate the infl o(ofﬁce automation and

record filing on job performance of secretarial staff %(Tti}tate Ministry of Education.
]

The study has five chapters so as to achieve its

ctive. The chapter one presented
the background to the study which afﬁr&% investment in office automation and
modern record filing enhance job p f%@nce of secretarial staff of Ekiti State Ministry
of Education. Several studies ha en done on office automation, record filing and job
performance. Also, emp bmission has been made about office automation and
record filing to enhQ b performance of secretarial staff of Ekiti State Ministry of
Education a d to be=motivated to work diligently however scholars have recommended
the nee o e studies on office automation and record filing especially to tackle the

a ising from slow record retrieval and manual record keeping which had made

jo erformance be on the decline among secretarial staff of Ekiti State Ministry of

Education. etc.

The data generated were sorted, coded, and analyzed to establish the statistical
significance of the influence of office automation and record filing on job performance of

secretarial staff of Ekiti State Ministry of Education, and final acceptance of the
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ii.

1il.

1v.

hypotheses were made. From the interpretation of analyses of data collected and findings

of the study, the following can be summed up as the main empirical findings of this study:

The level of job performance of secretarial staff is moderately high in Ekiti State
Ministry of Education.
The level of record filing of secretarial staff of Ekiti State Ministry of Education is

moderately high. ®

Office automation used by secretarial staff in Ekiti State Nws of Education

significantly influenced the job performance of secreta@l{e organisation.

Record filing used by secretarial staff in 1 ate Ministry of Education
significantly influenced the job performan ctetaries in the organisation.

Office automation and record ﬁlin@ecretaﬂal staff of Ekiti State Ministry of

Education significantly inﬂue@t e job performance of secretaries in the

organisation. ((?%

5.2 Conclusi@

Many gove%&&;gencies and organisations regardless of their size have in principle
that j %rnance is important for success. The essence of performance is significant

comes to defining success of an organisation, the need to provide ICT facilities
and  modern office equipment is critical because it is key to better job performance
secretarial staff of the organisation. On the other hand, office automation influence job
performance by helping to enhance record storage, record processing and record retrieval
in order to achieve the organisation set out objectives. Improving record filing method

both manually and technologically made them to be attractive to work and will eventually
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ii.

iii.

1v.

Vi.

result in improved job performance among secretarial staff of Ekiti State Ministry of
Education. Also, regular training, and exposure to proper training programmes on how to
use ICT facilities and office equipment effectively and efficiently will enhance their job

performance.
5.3 Recommendations .
Based on the findings in this study, the following recommendations v@&%

Ekiti State government need to ensure that all factors that gn secretarlal job and
timely retrieval of files and documents by secretaries sh \nade available so as for
the secretaries to improve their performance. <</

Ekiti State government should provide up- %\modem office equipment and ICT
facilities to enhance secretarial staff jo

Ekiti State government should em o@ecretaries with different method of record filing
for them to improve their re@i/ ing, retrieval, processing and disposal skills.

Since office automa%p tively and significantly influence job performance of

secretaries, Ekl@ovemment should ease secretarial work by provision of necessary
equipmen Q{

Since iling positively and significantly influence job performance of secretarial

improve their job performance.

P Ekiti State Ministry of Education, government should focus on organizing and
sponsoring secretaries for more training to enhance secretarial work performance of the
secretaries.

With a strong positive influence of office automation and record filing on job
performance of secretaries, government of Ekiti State must continue to give regular

training to the staff to improve performance.
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5.4 Contribution to Knowledge

This study offers significant contribution to literature conceptually, theoretically, and

empirical.

Conceptually, the study focused on identifying gaps in literature pertaining to office
automation, record filing and job performance. The conceptual framework of this study

equally offers conceptual contribution as it was constructed by the res @\20 analyze

the gaps identified in literature. The model combined indep%@ 1ables (office

automation and record filing) and dependent variable (job p&rforthance) with measures
\
ranging from dimensions of office automation (commpuhéeation, integration and access

control and security), record filing measures aﬁ&&cy and effectiveness) and job

performance (performance rating, test of j edge and archival data). The model

also can be adapted to suite future st@

From the theoretical stand poi@ﬁank Upward Theory of Record Life Cycle Theory

was strengthened. The the@

which is born, lives i€s, and a record, which is created, maintained and used for as

its that records as an analogy of a biological organism,

long as it has c@g value and is then disposed of either by destruction or by archival.
The fea %f he records life cycle model imply that the model is more applicable and
sui% r organizations dealing with the management of paper records. This study’s

&ts are in accordance with these theoretical perspectives.

Empirically, the study is able to add to recent literature on the interaction among office
automation, record filing and job performance. Though, studies on office automation,
record filing and job performance abound in develop economy context, however

empirical study from developing countries like Nigeria seems to be few in this regard.
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i.

ii.

This means not much is known about using office automation and modern record filing to
reinforce job performance of secretarial staff of Ekiti State Ministry of Education. Hence
by the findings of the three null hypotheses examined, the study become a basis for
reference for future study on office automation, record filing and job performance.

Moreover, the study provides findings which later scholars can use to buttress the

empirical submissions in their study. @\

Overall, these above-mentioned points lay emphasis on the fa% 1s study offers

significant contribution to knowledge and has practic@i{: ion for Ekiti State

5.5 Areas of Further Research %

This study focused on influence of g %tomation, record filing and job performance

government in terms of record cycling.

of secretarial staff of Ekiti State%u of Education. Nevertheless, to further broaden
the frontiers of knowled@ollowing areas of studies are suggested for further

research. \ .

The present gudy was carried out in the Ministry of Education in Ekiti State,

&

studies in the area of office automation, record filing and job performance

Qa as well be carried out in other ministries so as to be able to enhance secretarial
Q work especially record cycling in other ministries in the state.
This study investigated office automation; record filing and job performance of
secretarial staff in Ekiti State Ministry of Education, a comparative study among
sectors in the Ministry could be explored so as to improve general governmental

work.
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iil. A cross-sectional survey design was used in the course of the study, and this
means evidence of causality cannot be established hence, future study may

consider the longitudinal survey design to explain causality on a long period of

time.
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Appendix I
Lead City University
Faculty of Communication and Information Sciences (FCIS)
Department of Information Management

Dear Respondent,

I am a Master’s student of the above-named institution gathering data for the.purpose of
academic research on the topic “Influence of office automation, recor; on Job
Performance of Secretarial Staff in Ekiti State Ministry of Educatio ieve this,
your optimum cooperation is needed, there are no right or wro rs. All your
responses will be kept confidential and used for research purpos@

Thank you.
o\& \
Section A: Demographic Information @3

Gender: Male( ), Female ()

Age:20-25( ), 26-30( ),31- Q —40( ),41-45( ), 46 and above ( )

Educational Level: NCE () Ba EE @egree () Master’sdegree ( ) Ph.D( )
Years of experience: 5 — 1(&*

Job Level: Departmeng\ icate your department

N\
61&9 ) Indicate your agency
$
NS

15( ), 16-20( ),21-25( ),26 -30( )

184



Section B: Level of Performance of Secretarial Staff of Ekiti State Ministry of
Education

The statement in this section concerns job performance as observed by Ekiti State
Ministry of Education. Using the four-point Likert scale provided below. Please tick the

appropriate choice that indicates your opinion on level of performance in your

department/agency.
Strongly Agree (SA) =4, Agree (A) = 3, Disagree (D) = 2, Strongly Dj D)=1
N\
R
S/N | In what way have you engaged in the following? Q\ \N |[SA|A |D SD
| P (\_) 4 3 12 |1
Performance rating \&
1 I knew where I stood in my last performanc e of on-going
feedback and was not surprised at the ove & of performance.
2 My supervisor recognized and appre \Kaxmy accomplishments and
contributions accurately in my la Q/
3 My supervisor recognizes a Wlates my accomplishments and
contributions throughout th%
4 My performance e *form accurately reflects the important
aspects of my Jol(%nance
5 I know w '\can do in my performance to receive a higher
perfor ing.
T}s\t@lﬁ)wledge
6 MN agency/department evaluates, by conducting
inspections/audits/reviews on its records management program.
7 My agency/department has established performance goals for its
records management programs and staff.
8 My agency/department conduct test regularly so as to improve the

staff skills.
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9 Staff engage themselves in professional courses for knowledge and
skill update and upgrade.
10 | My agency/department invite professionals to test staff knowledge
and skills.
Archival data
11 | Access Archives and documented meetings and decisions
12 | My department has the right tool for tracking all records. ,\v
13 | Letters are follow up and it is duly retrieved. \\\
N
14 | My agency/department have records management directive on time.lgo\’
basis. \ ¥5\
15 | My agency/department have permanent non-electronic rec N\
&
Section C: Office Automation in EKiti Sta@‘ry of Education
The statement in this section is conc %&ith reward system as observed in Ekiti State
Ministry of Education. Using the fotr-pgint Likert scale provided below. Please tick the
appropriate choice that in% your opinion on office automation in your
department/agency.. \,
S/N | In what way have Qnﬁaged in the following? SA |A |D |SD
6 4 |3 |2 |1
(
Communica‘%\/
o\
1 Easy ac@e)nformation.
[N
2 T, is)slow access to the written information and the time of the
adrhygistrative process.
3 There is access to work programs.
4 Information and records are available to all departments and agencies
without delay.
5 There is seamless dissemination of information from the departmental

head to the most junior staff.

Integration

186




An integrated environment to access the entire content and
information, including letters, drafts, fax, and e-mail, reference

works, information about the project is in place.

7 Proper information and coordination of data.
8 My agency/department have procedures to enable the migration of
N
records and associated metadata to new storage media where it can %E
?%\
easily be assess by appropriate authority. '
AN
9 My agency/department ensures that records man%&&

\
functionality, including the capture, retrieval, and retent@cords
according to agency policy. Q(/

N

10 | My agency/department complies with the Glo cords Retention
Schedule. (Q
Access Control and Security NS

NN\
11 | There is control access to dw
\ v
12 | There is time limits t(ﬁ%u;cess.
e\

13 | There is a persoQgﬂy agency/department who is responsible for
coordinatirétd overseeing the implementation of the records
man, rogram.

Va\

14 Mency/department has a network of designated employees within
each program and administrative area who are assigned records
management responsibilities.

15 | My agency/department developed and implemented internal controls

to ensure that records are not accessed by external body.
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Section D: Records filing in Ekiti State Ministry of Education

The statement in this section concerns Record filing in Ekiti State Ministry of Education.
Using the four-point Likert Scale provided below. Pleases tick the appropriate choice that

indicates your opinion.

S/N | Please indicate your level of agreement with the following SA |A |D |SD
4 &2 1

Efficiency ¢ N

1 Records are easily tracked when needed \Q\:\(y
AN
2 Reports and information are disseminated with ease \\:7
A

3 My agency/department developed and implemented intern trckls?

to ensure that records are not destroyed before the ® their

retention period. <</

p \\\

4 My agency/department often review and upc@@ vital records

inventory. \

N

5 Records are made to be available and ‘when needed.

Effectiveness \\ /\

L QA

6 Administrative and general O?Wies are implemented
7 My agency/department requ es\ghat all appointed officials, including

those incoming and.mdwly promoted, receive training on the

importance of appr; ely managing records under their immediate

control. (
8 My agency/ rtitreht evaluates, its records management program to

ensure th efficient, effective, and compliant with all applicable

records %gement laws and regulations.
9 k@cﬁdepartment vital records plans are part of the Continuity

of Operations Plan.
10 | My agency/department email system(s) retain the intelligent full

names on directories or distribution lists to ensure identification of

the sender and addressee.
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