Chapter One

Introduction
1.1 Background to the Study
The work space is changing faster than ever, and organizations are constantly adapting to remain
competitive by equipping their workforce with a new set of skills. The range and levéls of skills
required in the workplace are rapidly changing due to many reasons inclu deances in
technology. It is becoming increasingly necessary for administrative §<&Ioe consistently
learning new and additional skills in order to remain employable, k to date with the fast-
paced evolution of digital technology and maintain high job ;@rm nce within the workplace.
Administrative staff must improve a combination of sk@ for increased productivity and
organisational transformation. This is where wor %% skills development comes in. The

essence of skills development is for employﬁ\eébcome more effective and efficient at a task

or set of tasks. . *
N

Organisations including universi '@anider skills as a form of strategic resource. Hence the
imperative of investin%@lls development to boost organisational productivity and
performance canngt @/er-emphasized. Skills development is key to productive employment
because it prc&@aming opportunities for individual employees. Skills development refers
“to the pr@ve capabilities acquired through all levels of learning and training, occurring in
formal,\hln-formal, informal and on-the-job settings”!. Skills development is the systematic
acquisition of dynamic capabilities required to undertake predetermined organisational activities

or job functions satisfactorily. The concept of skills development is usually job-specific.



Skill development is the process of bringing about social change that allows people to achieve their
human potential; it is a process rather than an outcome: it is dynamic in that it involves a change from one
state or condition to another. Ideally, such a change is a positive one - an improvement of some sort (for
instance, an improvement in digital skill to enhance job performance). Furthermore, development is often
regarded as something that is done by one group (such as a development agency) to another.\Again, this
demonstrates that development is a process, because it raises questions about who h@&power to do
what to whom. Skill development is the policies, practices, and procedu ] gﬁﬂ to develop the
knowledge, skills and competencies of employee to improve the ef ess and efficiency in
institutions. It is the learning process to earn or maintaln ional credentials such as

academic degrees to formal coursework, attending @rences and informal learning

opportunities situated in practice. t’b

Skill development is the preparation for an o\gtlon or for specific skills which is job or task
oriented rather than personal®. Skill d@wm could also be seen as a process that seeks a
relatively permanent change in Q@Nldual that will improve his or her ability to perform on
the job, which the skill i ired. This is a form of specialized education aimed at giving
employee (secretatyg&rticular or specialized knowledge, skill and attitude which he must
possess to effi ctgﬂy perform in a given position. Skill development is non-stop progressions
that affectéb§
and impkﬁ

e secretarial performance. Money, time and knowledge invested in skill development

jectives and goals of an academic institution as it purpose is individuals’ growth

is well invested and human resource practices is important tactical tools for stimulating favorable
behavior of workforces and providing skills, knowledge, innovation, creativity, increased
production and abilities which should increase secretaries’ performance?. It is for this reason that

skill development has been recognized as the first activity of the human resource system.
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Human resource is an intellectual property of an academic institution and is a source of
competitive advantage to the institution which can be enhance more through building the
competencies of secretaries. Secretaries are professionals who are responsible for providing
various administrative, clerical and confidential support services to head of units, departments
and directorates in corporate organisations*. Professional secretaries must continuously develop
their skills through up skilling, reskilling and cross-skilling to ensure effec'@&d efficient
performance of their job®. The individuals involved in this study K&mc universities’
secretaries. Secretaries in the university setting who want to attai ard mobility must be
competent, trust their competence and be up-to-date in digit@%&ecretaries should obtain

necessary skills, training (Information Communication Tec@)gy), and also attend conferences

through up skilling, reskilling and cross skilling to eg@e their job performance.

O

Up skilling of secretaries is the process of u ling secretaries to keep relevant and updated
with the digital ways of the digital &é}d%igital up skilling is not limited to information
technology up skilling anymgreﬁ% aspect of secretarial is under its purview, right from
processes, strategy, to the \orce which involves acquiring knowledge to think, act, and
thrive in a digital W@Reskilling of secretaries for digital transformation involves acquiring
new compete ci&a}i knowledge to navigate the complexities of the digital age. It requires
individua {@§

in secr&ﬁal duties digitally®. Cross skilling refers to a situation where organisations onboard

brace change, challenge existing norms, and actively seek growth opportunities

and train secretaries in multiple job for functions and skill sets, it led to increase the number of
secretaries who can perform certain tasks, and it mitigates the risk of lapses in operations and
stalls in the supply chain in an academic institution®. Non- availability of information technology

equipment and poor training facilities has been observed to be the issue of secretaries upgrading
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their skills and acquiring more skills in public universities in Oyo State, Nigeria. In the context
of this study, the skill development will be measure using cognitive stage, associative stage and

autonomous stage as propounded in Skill Development Theory®.

The first phase of skill development is called the cognitive stage, during which learners make
conscious, purposeful attempts to comprehend and complete the task. They use p -solving
techniques, feedback, and clear instructions to understand the underlying i@d processes.
Learners go into the associative stage, which is marked by impr 6\efﬁciency and skill
refinement, as they become more proficient and experienced % e activity. They start
automating regular processes and concentrate on practice, pair, and efficiency gains to
maximize performance. The last phase of skill develgpment is the autonomous stage when
people get to the point where they can perform %@fgﬂh little conscious thought, practically
automatically and fluently. Performance wves to the point of extreme proficiency,

consistency, and adaptability to diversi@ms and obstacles®.

The development of universitle&cretaries at global level is premised on the quality of digital
skills and knowledge acc@% meet up with global standard in secretarial duties which is also
an application stanc academic institutions in Nigeria. However, observation have shown
that lack of pr@ion for training that enhance skill development creates problems for secretaries
and it @cted in poor facilities for teaching, poor infrastructure (ICT), learning delivery and
disposition to work. Secretaries of tertiary institutions in Oyo State especially public universities
are noticeably not operating at optimum capacity. Factors such as inadequate infrastructure and

less opportunity for training have been identified to affect skill development, these challenges



raise the question of what is the relevance of digital adoption and secretaries’ self—efficacy in

addressing the problem’.

Digital skills are essential to professional development in different work environments and, as a
result, forward-looking individuals and organisations are going digital. No doubt, digital
revolution is taking place around the world and transforming all aspects of life and@g such as
education, economy and religion in an unprecedented speed. The fundam@iver for the
digital revolution is new digital technology. Digital technology is 6 ity of contemporary

world. This technology is evolving rapidly, with countless innov%emerging every day and

providing efficiency and empowering employees and organ@.

The Coronavirus pandemic (Covid-19), which erup cfb%ﬂna in the late 2019 and spread like
wildfire around the whole world within the ﬁ%@(ers of 2020, has accelerated the pace of the
use of digital technology’. It is clear.lgc&tore than ever that academic institutions have to
solidify a digital operating model an g}lre agility across board, however being digital is not a
one-off project to check off a§®%€te but an ongoing process which affects employees at all
levels including the enti?bé?ership. Organisations today, including Universities are adopting
digital technolog .‘[?\S@ new opportunities and meet the challenges of change brought about
by the digita‘@zolution. Adopting technology to its fullest extent will essentially allow an

organi% 0 take full advantage of acquired digital assets and get all the maximum benefits'’.

Digital adoption involves leveraging digital technologies like the internet, big data analytics,
cloud computing, mobile devices, and social media to transform existing organizations through
improved productivity and operational efficiency'!. Digital technology adoption means accepting

and utilizing new digital assets such as digital tools, apps and software confidently and
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competently. organizations, whether for-profit or non-profit, including universities have begun to
treat digital technology as a strategic resource. The adoption of digital technology in universities
exploded in the aftermath of the Covid-19 pandemic. Today, universities across the world are
seizing digital opportunities to deliver their mandates more efficiently and effectively, and hence

to remain relevant in the provision of education and training for the development oft\high-level

intellectuals and professionals'?. QQ

The digital transition has inevitably enhanced both the academic and istrative functions of
universities. Universities are increasingly encouraging skills deve@ among their academic
and administrative staff and equipping them with digital gy including computers with
internet access. Digital technology brings many sigdificant benefits for universities. For
example, universities are deploying digital tools %&Ve teaching and learning, stakeholder
engagement and experience, and operationa@iency and effectiveness. They are leveraging
digital assets to boost their acadené'%\’\ﬁpibilities and brand reputation. Digital adoption
empowers universities to broaﬁe&@ reach and horizons. Perceived usefulness, perceived ease
of use, behavioural inter@\use and actual system use are measures to be used for digital

adoption of secretaries\in public universities in Oyo State as adapted from Technology
p .ai&

acceptance mfgw)w.

Percei@lness is described as the prospective user’s subjective probability that using a
specific application system will increase his or her performance; perceived ease of use in TAM,
is described as the degree to which a person believes that using a particular system would be free
of effort; behavioral intention to use is conceptualized as the individual's positive or negative

feeling about using the new technology; whereas behavioral intention refers the individual’s



conscious plans to perform or not perform some specified future behavior while behavioral
intention strongly influences usage behavior, external factors such as system accessibility and
organisational support also play a role; actual system use: the extent to which users actually use

the technology in their work or daily activities'.

Self-efficacy is about the confidence of an individual that they are suffigt in their
competencies to execute a specific task, and the concept of self-efficacy has (}@ence on how
people feel, think and behave in different situations'> Research has sl@ hat self-efficacy has
effect on job performance of an individual. It is one’s belief of hi%apabilities in organizing,
handling and executing tasks. Self-efficacy belief for lon oals is a promising construct
being recently used in the extant employee and acaden@erformance literature. For example,
based on self - efficacy theory, it was observe Qrgelf-efﬁcacy is an indirect predictor of
organisation performance through goal difﬁc@nder the condition of self-control'¢. Similarly,
self-efficacy belief is the significant ¢ ) %al factor on the relationship between adaptive and
proactive behaviours and emplo;&@}formance in the administrative sector. Mastery experience,
vicarious experience anc%@persuasion of secretaries are factors to be considered when

measuring self — eﬂﬁ@f secretaries in public universities in Oyo State, Nigeria!”.

C

Mastery expe@ces: mastering a task or controlling an environment, will build self- belief in
that awea\/%preas a failure will undermine that efficacy belief. To have a resilient sense of self-
efficacy requires experience in overcoming obstacles through effort and perseverance. Vicarious
experience is observation of people around us, seeing people succeeding by their sustained effort
raises beliefs that capabilities to master the activities needed for success by secretaries in public

universities in Oyo State, Nigeria while social persuasion is a deliberate attempt on the part of



management of public universities in Oyo State, Nigeria to persuade the secretaries to possess
the capabilities to master certain activities which means that they are more likely to put in the

effort and sustain it when problems arise!”.

Self-efficacy of secretaries also enhance their job performance. Job performance refers to job-
related behaviours and actions of an individual at work that are measured agq*multiple
criteria or standards such as work quality, work quantity and productivity. Q formance is
concerned with individual actions that contribute to the organisation’s@kiand thus, it is what
the individual actually does that support or detract from the o%ation’s goal to varying
degrees, not the determinants or outcomes even though ers often conflate the three
constructs'®.  Despite the inherent opportunities achhallenges associated with digital
technology adoption and the obvious digital impe;g@%r university system, there seems to be
the dearth of research to find out the impac&@gital adoption and digital self-efficacy on the
skills development of both academic a@sn- cademic staff of universities, including secretaries.
The study also will provide em @S evidence on digital adoption and digital self - efficacy

taken together as factors %@d have significant influence on skill development of secretaries

in Public Universitieg&yo State, Nigeria.

1.2 State en(q,%le Problem

Skills are Q@erstone for digital transition. Development of skills can contribute to information
proces}{transformation and academic growth among secretaries in public universities in Oyo
State. A secretary is an important office staff in an academic institution whose roles are pivotal
to the growth and increased performance of the institution. Many higher echelons of
management have a secretary who acts as a gatekeeper as well as a care-taker of complex but

time-consuming tasks, that freeing the boss up. Therefore, development of secretaries’ digital
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skills has not only come to stay but also proved to be the future of work. Digital skill
development and fully leveraging its features is imperative for public universities secretaries that
want to experience true modernity and organisational transformation. Observably, many
Nigerian Public Universities have gone digital in delivering education and other academic
activities including research works, some are yet to adopt digital technology in perfo&ing their
administrative functions. And those that have gone digital in their admin@n are still
lethargic about the true value of digital adoption. Secretaries of public u)'QeQi.ﬁks in Oyo State
are not exempted from these challenges, hence this has led to p umentation, delay in

%issuance, delay in posting

students’ results collation, delay in students’ certificate and tr@

students for National Youth Service Corps and so on. Q

Q

It has been observed that general adoption of dj @’s%u in all academic and administrative
activities will proffer a lasting solution to thﬁ&e, it is therefore compulsory for secretaries in
public universities in Oyo State é%’\\c ire essential digital skills for administrative
transformation. Also, secretarieQQ}efﬁcacy in the acquisition and implementation of digital
skills in performing secret@@@u\[ies will put an end to these issues. The work of secretaries is at
the center of unive.rsi&administration system. Hence secretaries have critical roles to play in
the successful d&j}l of digital technology in universities.

1.3 Aim aQ® jectives of the Study

The ai}ﬂf this study is to investigate the influence of digital adoption and self-efficacy on the
skill development of secretaries in public universities in Oyo State, Nigeria. The objectives are to:

i.  identify the level of skill development for secretaries in public universities in Oyo State,

Nigeria.



ii. 1identify the level of digital adoption of secretaries in public universities in Oyo State,
Nigeria.

iii. identify the level of self-efficacy of secretaries in public universities in Oyo State, Nigeria.

iv. ascertain the influence of digital adoption on skill development of secretaries in public
universities in Oyo State, Nigeria. \

v. ascertain the influence of self-efficacy on skill development of secr Q in public
universities in Oyo State, Nigeria. Q/

vi. determine the combined influence of digital adoption a @lf-efﬁcacy on skills
development of secretaries in public universities in Oyo St®$

14 Research Questions Q

The following research questions guided this@'

1. What is the level of skill developme@@retarles in public universities in Oyo State,
Nigeria? &

2. What is the level of d1g1ta%f? tion of secretaries in public universities in Oyo State,
Nigeria?

3. What is the le Qself-efﬁcacy of secretaries in public universities in Oyo State,

Nigeria? Q:\\'

1.5 Hyp@ks

The fowng hypotheses were formulated and tested at 0.05 level of significance:

Hol - There will be no significant influence of digital adoption on skills development of
secretaries in public universities in Oyo State, Nigeria.
Ho2 - There will be no significant influence of self-efficacy on skills development of secretaries

in public universities in Oyo State, Nigeria.
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Ho3- There will be no combined significant influence of digital adoption and self-efficacy on

skills development of secretaries in public universities in Oyo State, Nigeria.

1.6 Significance of the Study \
The outcome of this study would be of benefit to the following stakeholders: s ies, tertiary

institutions managements, government, researchers, community and im&to(gjf technological

gadgets.

Secretaries: Digital adoption, self-efficacy and skill develop ﬁsigniﬁcanﬂy affect in the
positive way the work of confidential secretaries if positiv@nhanced in the institution which
will project the image of such institution to the worl%’bQ

Tertiary institutions managements: The . %This study would significantly influence the
management of the institution in one .v@sr the other by enhancing the creating of strategic
plans for incorporating digital t@%{é&)gies into administrative processes and improving
secretarial staff skill sets, allo.&'}éthem to remain competitive, increase efficiency, and adapt to
changing technological @. The institution management can create focused training programs
that address the ée%&k eeds indicated in the study, with the goal of enhancing secretaries'
digital adopti@elf-efﬁcacy, and skill development. This can improve the overall efficiency of
admin@e processes at the university. Understanding the factors that influence self-efficacy
and skill development can help institutions recruit and retain skilled secretaries who can
effectively use digital tools and technologies.

Government: The government would be positively affected to formulate good policy on

educational system and as a means of improving Internally Generated Revenue of the
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government in the state. Government entities in charge of education and technology development
can better allocate resources based on the requirements and challenges indicated by secretaries at
public institutions, enabling efficient use of funding for training and infrastructure development.
Researchers: The findings of this study would have ample effect on the researcher as it creates
rooms for further research areas of interest and bring about better way of life to the %ﬂace via
new discovery. This is a stakeholder who would benefits from the social @Q{nsibility of
Institution of learning if the activities of such is producing successful im;@ ion that lead to
goals and objectives achievement and attainment. This outcome of: udy would be an eye
opener to further areas of improvement in the innovativeness @ﬁvity of the investors that
can lead to further technological invention which would lea@iasy life for humanity.
Investors in technology: Companies can use t% ings of the study to identify market
demand for digital solutions tailored to the (bsecretarial staff in public universities. This
can guide the development of produo;&d services that address specific challenges and
requirements identified in the study \cj\
1.7 Scope of the study .$
This study scope covers &gital adoption, self-efficacy and skill development of secretaries in
.
the public unive@yo State. The indices for measuring skill development are cognitive
stage, associa@ stage and autonomous stage while the indicators for digital adoption are
perceit&d/%efulness, perceived ease of use, behavioural intention to use. Measures for self-
efficacy are mastery experience, vicarious experience and social persuasion. These measures
were adapted from theories because it has been found relevant to the objectives of this research
work. The geographical scope of the study is Oyo State and the study covers all the public

universities in Oyo State. The four public universities in Oyo State are University of Ibadan,
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Ibadan; First Technical University, Ibadan; Emmanuel Alayande University of Education, Oyo;
and Ladoke Akintola University of Technology, Ogbomoso. The office settings in the various
universities include the offices of principal officers and of the head of departments, faculties,
directorate, institutes, centres, and colleges. The research targets secretaries for interview
because of their critical roles in overall university administration concerning both academic and

non-academic office and information management. 02

1.8 Limitation to the Study &

The major issues or challenges the researcher encountered wer ging information from
respondents, who in this regard are secretaries of public univ@s in Oyo State, Nigeria. The
nature of their work makes it less receptive towards adx@& research. Also, the ingenuity of
respondents who filled the questionnaires for accur%fata analysis, time factor for retrieval of
information, and the financial implications @ying out this study were all a big challenge.
However, due to the persistency and {& ination of the researcher, the respondent were

implored to fill the questionnaire aQ&i?want for academic purpose and not to implicate them.

Operational Definition @}s

Skill Developme t:{&development is the process whereby secretaries of public universities
g o

in Oyo State, acquires, to improve and enhance a wide range of their digital skill.
Cognitiv@e: it is the stage in which the secretaries in the public universities in Oyo State,
Nigeria makes deliberate effort to understand and perform the tasks relying on instructions.

Associative Stage: this is the stage where the secretaries in public universities in Oyo State,

Nigeria start to make use of the skills acquired to optimize their performance.
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Autonomous Stage: this is the final stage whereby the secretaries in the public universities in
Oyo State, Nigeria reached the level of fluency and become more proficient, consistent with their
performance.

Digital Adoption: It is the process by which the secretaries integrate the digital technologies into
their administrative work in public universities in Oyo State, Nigeria to enhance their&cretarial
duties. OQ
Perceived Usefulness: it is the perception of the secretaries in public uy(giﬁts in Oyo State,
Nigeria to which extent they believe a digital adoption can enhance erformance and make
their tasks easier to achieve. Q

Perceived Ease of Use: the perception of public universi@ecretaries in Oyo State, Nigeria
towards the easy way they can learn and use the digm&&in executing secretarial duties.
Behavioral Intention to Use: this is the willi {Qf the secretaries in the public universities in
Oyo State, Nigeria to use the digital s‘k'g&mmunication applications and networks to access
and manage information such as Qt&g& academic records, admission processing, certificate

[ ]
1ssuance and so on. $

Self — Efficacy: Self-@ of secretaries in public universities in Oyo State, Nigeria is the
1t

belief of his/her @

iCs in organising, handling and executing secretarial tasks digitally.

Mastery E. ces: these are the successes and accomplishments of the secretaries in public
univerms in Oyo State, Nigeria which they build on their past experience that improve their
confidence and increase their self-efficacy.

Vicarious Experiences: these are the experiences acquired by secretaries in the public
universities in Oyo State, Nigeria through the observation of others performing the tasks either

by succeeding or failing in the same task.
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Social Persuasion: it is a deliberate attempt on the part of management of public universities in
Oyo State, Nigeria to influence the attitude or behavior of secretaries in the institutions so as to

adopt and use digital assets to execute their secretarial duties through the provision of necessary

platform for the secretaries to acquire digital skills.
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Chapter Two
Literature Review

This chapter deals with the review of related literature. This will be done both theo&ally and

empirically and the following sub-headings was discussed: OQ

2.1 Conceptual Review

2.1.1 Concept of Skill Development E
2.1.2  Concept of Digital Adoption 0
2.1.3 Concept of Self - Efficacy Q

2.2 Theoretical Framework t’bQ

2.2.1 Skills Development Theory ( 1985)

2.2.2  Technology Acceptance,M&

2.2.3 Bandura Self —

EfﬁcQﬁf‘D]eory
2.3 Review of Empirical Stl@

2.3.1 Digital Ad \b and Skill Development
232 Sel@y and Skill Development
24 Concep}ubé(lodel
2.5 Su‘a{/lg'y in Literature Reviewed
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2.1 Conceptual Review

2.1.1 Concept of Skill Development

A secretary is an assistant executive who demonstrates initiative, uses judgment, and takes
decisions within the parameters of his or her authority. They also have an exceptional command
of office skills and the capacity to take on responsibilities without direct supervision.\Similarly,
with regard to information processing, management, office productivity, w@en‘[ion, job
success, and job happiness, secretaries today need new sets of skills gqgwbetences in the
execution of office activities. Without these skills, knowledge, "0@ ities, secretaries will

quickly become outdated, redundant, or possibly fired'. O

It is crucial to remember that secretaries will stmggw carry out their designated office
responsibilities efficiently if they do not comp%@%leaming these necessary information
application skills. The conventional met@f performing secretarial duties is rapidly
disappearing. In order to improve theiés\’s&rformance, secretaries now need to learn specific
information systems skills Eluaéhe introduction and development of advanced office

machinery and equipmer%@lereotype picture of the secretary of the past completely with

traditional office c.Og&ncies is beginning to fade and the image of the new secretary with
electronic co e@s is emerging.

Today’s se es are required to use sophisticated office machines/equipment in setting up an
inform>ﬁoﬁ system architecture that would enable them to carry out their office duties efficiently
in order to enhance their productivity. Automated office information systems in today’s
workplace have fundamentally transformed the skills necessary for effective job performance.
Every secretary has the task of up-dating and obtaining appropriate skills that are relevant for

office information generation and dissemination. Organization-specific information is generated,
19



created, organized, and disseminated by individuals (secretaries) via information systems, which

are technical creations.

An information system is a collection of interrelated technology elements used to gather, process,
store, and distribute data in order to assist in decision-making inside any organization®. Since no
organization can function without information, information systems drive productivity in all
kinds of organizations. Information systems technically is a set of interrela @ponents that
are used to collect (or retrieve), process, store, and distribute inform. ﬁs\to support decision
making, coordination and control, in any organisation. Supporting% ormation systems is a
term used to describe hardware and software elements that individual to access, retrieve,

store, organize manipulates and present information by e@o ic means?.

Information systems application skills are the ski at enable users to operate and manipulate
all the equipment and machines that can éhance and accelerate the collection of data, its
.
processing, analysis, transmission a’{@esentaﬁon as facts to aid rational decision making,
planning and control of busin@%rations. It includes the capacity to carry out daily office
tasks using a variety of Q@Qchnology. The ability to use computer programs like Microsoft
Suites for the @ organizing, and administration of office data related to client
management, &s records, and employee payroll is another aspect of information systems
applic@%ities. It also involves the capability of using the Internet to receive, process, and
distribute information that will improve the organization's performance. Effective instruction in
the use of office technology, computer programs like Microsoft suites, and Internet resources,

among other things, can help people acquire the aforementioned skills.
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Secretaries’ need for information system skills varies across organizations. This is due to the fact
that their job responsibilities vary in line with their various organizations’ objectives and goals.
Therefore, even though secretaries generally are information managers, the type and nature of
information they receive, generate, process, maintain and disseminate differ significantly. While
some handle only text inclined information, others may be required to handle text-weric and
graphic information. However, whatever type of information or data a secretary@e handling
or have to handle, it is ideal that the secretary be well equipped with w&ggl of information
systems applications skills to enable easy mobility across jobs and ge over others in this
era of scarcity of job opportunities. Many information sy %plication tools, such as
Microsoft suites, Internet services, and graphic applicationgs like CorelDraw, are frequently
used in different offices within public parastatals.&% these tools is not easy; it requires a
certain level of skill development that will al o@s to do their jobs effectively and efficiently,

which will improve the achievement oﬁt@lic establishment objectives®.

N

Secretarial skills are skills ac.qlx xc)?graduates of secretarial studies in tertiary institutions
during and after training t @e them perform their office jobs effectively and efficiently as
well as being self;eg&g
world of wor an@

education for entrepreneurship. These skills are also needed for the success of

hence, in business education, it is described as education for the

every orga n. Those possessing professional secretarial skills pass through the process of
humaNital development. Communication skill is part of secretarial skills needed by
individual to excel in office work likewise as an entrepreneur. These skills have to do with
written, verbal and listening skills. The ability to listen, write, and speak clearly and fluently are
by far some of the communication skills that employers most frequently mention. It is

undeniable that effective communication is essential in today's organizations. Another type of
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secretarial skill is analytical/research skills, which are in the area of thinking with demonstrated
talent for identifying, scrutinizing, improving, and streamlining complex work processes.
Computer-technical literacy: with the advent of Information and Communication Technology
(ICT) and consequently the use of the computer, practically all office jobs now require some
basic comprehension, application, and use of computer hardware and software, parti%ly word
processing, data processing, spreadsheets, and e-mail. Secretarial @ such as
flexibility/adaptability/managing multiple priorities relates today’s goal-%&aﬁders, including
the graduates of secretarial studies who maintain a productive climat onfidently motivates,

mobilizes, mentors and coaches subordinates to meet and s@ igh performance standards

require these skills. Q

Multicultural sensitivity/awareness also relates %éfrbetarial skills needed for youth gainful
employment or self-employment. There is po no bigger issue in the work place today than
the subject of diversity. Such diver%ﬁ&&d lude language, religion, the concept of federal
character as in the case of N.ig%%&nder, individual characteristics and dispositions, among
others. The job seekers@@arly the secretaries, require demonstrating a conscious and
deliberate awarene‘ss\ understanding of other people. Planning/organizing skills, in these
areas, the skil&(d_}ility to design, plan, organize and implement projects and tasks within a

stipulated Qf@

graduate$vshould be able to set measurable and achieving goals, taking into consideration, all

rame are very important. The subject of goal-setting is not isolated — the

known and unforeseen constraints. Teamwork, in modern-day organisations, teamwork requiring

working in one or more work groups is inevitable. It thus becomes necessary for the individual to
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develop and sustain the ability to work with others in a professional manner in the course of

attempting to achieve organisational and individual goals.

Secretarial skills are a prerequisite for both national and individual development, especially on
the part of practitioners, despite the attendant or associated problems, such as funding. Result-
driven skills: graduates of secretarial studies should be result-driven and a ers with
exemplary planning and organizational skills and a high degree of detaiationS. Self-
improvement skills: these skills include the ability to solve problems usifig\the power of creative
reasoning of past experiences along with the information an% rces available. These
undoubtedly contribute to the development of secretaries' ge rsonalities and the breadth of
the human intellect. Gaining secretarial skills through@i ea and process of human capital
development increases an individual's productivi%@fbch helps them reach their personal and
organizational objectives®. Regulations and\{@s about ICT so as to get the most out of

technology. In addition, they involve}iékj and the valuable use of the data obtained through

the use of technology. AQ
N\

Digital skills are charac&@s tasks or communications performed on digital devices where
information is ac d managed. There are three categories of digital skills: basic, moderate,
and advanced&h ¢ intermediate digital skills help someone make important and worthwhile
use of on%rbpps and services, basic digital skills are the entry-level practical skills required to
use digital devices and programs in a fundamental manner. Similarly, the set of abilities that
serve as the foundation for specialized (ICT) jobs and professions is known as advanced digital
skills. Paper may become obsolete in the workplace in the future, as many employees may

choose laptops and mobile devices. The concept of the office of the future is more than just the
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space in which employees work - it includes the culture and vibe of the office as well as the
cognizance of the health and well-being of all employees. This means, offices of tomorrow will

consist of multifunctional spaces that can be utilized together for different purposes.

The future work will be influenced by technological, generational and social shifts. Thus, the
office of the future would encourage learning through unusual methods, appealing Q}&lges and
adjusting to the changing times. This will allow for creativity, increase @rmance and
encourage innovation. The future of employment will be a hybrid @f office and home-

working. Workers will spend less time commuting and more ti aborating. This means

people in the future will split their time between working fronm e and going into the office’.

The primary focus of a training needs assessment is to c@mne performance requirements and
the skills and abilities needed by the institution. Qs;ccessful training need assessment will
facilitate resources to fill the gap of an orgarﬁ\\@n. The assessment must deal with the need to

fulfill the institutions mission and V'&&, prove efficiency, and raise quality output and

services. Assessment is the met@‘identifying the “gap” between the performances required

and achieved performanc%Q\

As the gaps are t@;d, they are evaluated to verify the method in which the gaps can be
cof

bridged. The %0 e of the training needs analysis will aid in the preparation of modules and
facilit@%velopment of a training program to close or eliminate the “gaps®. In fact, there are
many research and studies that will prove that skill development is a must for any employees in
the corporate as well as in academic environment. One of the definitions of employee skill
development is learning to earn or maintain professional credentials such as academic degrees to

formal coursework, attending conferences, and informal learning opportunities situated in
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practice. It has been described as intensive and collaborative, ideally incorporating an evaluative
stage. A school setting is a matter of learning because secretaries are exposed to different

scenario and situations where in they have to overcome.

Secretaries are the frontline of the management to implement the school academic policies to
achieve the students’ objectives. They have to provide fast and efficient se to them
otherwise it will give negative impressions. It is a way to identify the le eeds of the
employee for the future development program to promote a high level 6fNob performance. The
performance of secretaries can be seen on how they cope wit iday-to-day work in an

nos

anisational structure, training staff,

academic work environment. All organisation can select the ) accurate method, taking into

account such factors as organisation size, technology,@
facilities, and budget. Commonly, decision makin & crucial in human life. Most especially

if someone belongs to professional environr?@so it is very important to obtain outputs with

functional use of decision-making skill’@

Secretaries’ skill developmenti @)cess of behavioural modification or moulding of workers
to integrate organisatids@%eds with their characteristics. Skills development aims at
developing comp t@ such as technical, human, conceptual and managerial skill for the
furtherance ofaindividual and organisation growth. The time of technological change and
innov@% new and old employees need to be trained to update their knowledge, creative
and communication skills and abilities and keep them abreast of the new development in the
techniques and methods of carrying out their jobs in order to achieve individual and

organisational objectives. Skills development is the process of aiding employees in their present

or future worth through the development of appropriate habit of thought and action,
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communication, knowledge and creativity. The process of development is a continuous one. It is
an avenue to acquire more and new knowledge and develop further the skills and abilities in

secretarial and ICT to function effectively'’.

In reassessing and reviewing the submissions of some researchers, as postulated above it shows
that development is a course of action designed to enable the individual to realize otentials
for self-growth and organisational development. Training is a calculate ts aimed at
increasing secretaries’ skill and creativity for doing a particular job developing person’s
knowledge for vocational purpose. In correlation with the abov% tions the wordings of
another scholar can be reiterated, he maintains that develo @ a process that aims to bring
up individuals up to a desire standards for present or p@% assignment. In a similar line of
development, it is seen as a systematic proce%éfgering the behaviour, knowledge and
motivation of secretaries in a direction to in@ organisational achievement. Development is
any organisational planned efforts to ch: ’%&e behaviour of secretaries so that they can perform

to an acceptable and standard re@he job.

N\
The increasing competi@ organizations face as a result of globalization, technological
advancements, a @s in the political and economic landscapes has made it necessary for
them to train Er orkforce in order to prepare them to adapt to changing circumstances and
improye @ performance. It is crucial to take into account the evidence that is currently
available regarding the maturation of knowledge in the corporate world, which has been
facilitated not only by technological advancements or a combination of factors of production but
also by increased efforts to develop organizational human resources. Therefore, it is the

responsibility of every organization to improve the business performance of its employees, and
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most firms need to implement development and growth as one of the key stages to achieve this.
It is clear that employees are an essential resource, so in order to maintain a successful public
image, it is critical to maximize their contribution to the company's objectives. Managers are
required to verify that there is a suitable supply of secretaries who are technically and socially

competent and who have the potential to advance into prestigious departments or gnagement

S

It is important to note that human resources practices work to develop ‘tadividual knowledge,

skills, and creativity as well as employee attitude and behaviors. D ent is not just a means

of providing secretaries with the abilities and creativity the ad to perform their jobs; it is

frequently seen as a sign of an employer's commitment,Q\th ir workforce if it is sponsored by
their employers. If these effects are prevalent 6}8@% the employees’ population, then the
collective changes in human capital, attitudé?\%iaviors and associated organisational climate
would be substantial enough to inﬂuéiévo anisational performance. Development not only
build up the capacities of the s,.ec&@s, but sharpen their thinking ability and creativity in order
to create more beneficial o@}ﬁs in time and in a more productive manner. Moreover, it also
enables secretaries. eal with the students in an effective manner and respond to their
complaints in tince}\e training develops self-efficacy and results in superior performance on
jobs by sub ng the traditional employment practices by efficient and effective work-related

practices Training refers to a planned intervention aimed at enhancing the factors of individual

task performance.

Organizations can improve and increase the quality of their current secretaries by providing

thorough preparation and growth. Development is crucial not only to increase productivity but
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also to propel and inspire workers by letting them realize how important their tasks are and
providing them with all the data they need to do those jobs'2. It is beneficial to both employers
and employees of an organization. It is important and an imperative tool for the organization to
revamp the operation of all personnel for organizational growth and success. Increased
motivation, job satisfaction and morale, increased process efficiencies that lead to ﬁ%cial gain,
increased capacity to adopt new technologies and methods, increased innovatio@ategies and
products, and decreased employee turnover are the overall benefits of &ngelopmen‘[ All
human resources development activities are intended to -eith @rove an individual's

performance on their current job, train new skills for a new j %w position in the future,

and promote general growth for both individuals and the%nization so that it can meet its

current and future objectives. &Q

Organizations can choose from two different \@ods for training and skill development. These
are on-the-job training given to organi @ employees while taking their regular study at the
same working venues and off- t@almng involves taking employees away from their usual
work environments and th e@the trainees concentrate on the preparation. Models of the on-
the-job training ingly&but are not limited to, job rotations and transfers, coaching and or
mentoring. O t@er hand, off-the-job training examples include conferences, role playing,
and many ¥ On-the-job training may consist of teaching or coaching by more experienced
peopl&ty&ainers at the desk or at the bench. Different organizations are motivated to carry on
different training methods for a number of reasons for example; depending on the organisation’s
strategy, goals and resources available, depending on the needs identified at the time, and the
target group to be trained which may include among others individual workers, groups, teams,

department or the integral system!3.
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The factors listed above should be taken into account in order to ensure that training is successful
and has a good impact on employee performance. When employees perceive a sense of
organizational commitment to them, they feel more invested in the company and perform better.
Effective development programs are positively correlated with employee productivity; however,
in order to make this possible, managers must identify the factors that hinder the effec&eness of
training programs and take the necessary steps to counteract their imp@ employee
performance. High levels of employee commitment are also attained if %gg,enhances public
presentation and meets learning objectives at the organizational a ate levels. Generally
speaking, it can be said that the training program's outcomes @Td g employee concerns like
motivation, work satisfaction, and organizational loyalty h@ot received much attention up to
this point'4, b’bQ

Development sessions help employees bec re proactive, capable, and creative while
preventing human resource obsolescengg&ed by demographic factors like age, attitude, or an
inability to adapt to change. Deve@n%\t is the methodical process of improving knowledge,
communication, creativity, Shi , and attitude, which results in employees performing
satisfactorily at work. Qtraining increases employees' effectiveness and efficiency, it is
essential to imprQ.e;\%!g nizational management. It was further explained that, according to a
different scho@training procedures are closely related to all other human resources activities;
they %@employees to develop within the company and increase their market value.
Additionally, training aids in molding employees' work-related conduct and enables them to
contribute to the organization's success, which ultimately results in increased profits for the
company because of the improved performance of its workforce. An actor with a high level of

education can make the most use of organizational resources while wasting as little as possible.
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Organizations can assign authority and responsibility to well-trained personnel with complete

assurance that they will ensure the success of the company!>.

Employee job performance and development are instantly correlated. An additional researcher
had proposed similar results. Although education plays a role in task performance, it was
suggested that a variety of elements, such as the workplace environment, emplo “e%ills and
knowledge, incentives and motivation, communication style, and organlza‘u ture, greatly
enhance employees' overall performance. Employee education gives w S the skills they need
to become more productive and effective workers. Furtherm: use they believe the
organization has invested in their skills and development, hi talented employees are often
more motivated and have higher morale. This also resultg™in lower turnover costs, which showed
that skilled workers tend to perform better in grou%&ryone knows what is expected of them
and can easily meet them. Employees who he@eived training and development are also more
confident in their abilities to perform decisions. Additionally, staff members who have
access to regular education are &@I@re inclined to welcome change and provide you fresh
perspectives because the emonstrated their ability to absorb, retain, and apply facts,
employees who acq %w skills through training and development are attractive candidates for
promotions. h&e/ ompetent staff members can also be given the authority to train other staff
members, iCH eases the management crew's workload'®. Powerful education is essential
because ‘of the actual consequences of education. Research has shown that more expensive but
effective education can save money that would otherwise be spent on less expensive but
ineffective education. The development of an effective preparation program is significantly
influenced by four subscales. According to the poll, four factors are necessary for a training to be

effective: trainee satisfaction, training material satisfaction, training session satisfaction, and
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learning transfer. Job performance is affected by the frequency of training received.

Development can be viewed as the process of learning new things and developing the skills
necessary to perform tasks in a work environment. Development is a purposeful process that
organizations use to equip their employees with the necessary attitudes, knowledge, and mindset
in order to fulfill their responsibilities and tasks in a sufficient and effective manne(l’ raining
and reskilling secretaries leads to development; training is the process of obt@technology
that enables workers to operate in accordance with the necessary s&d It might be a

discipline, an experience, or a planned activity that leads to peing new things and
a

developing predetermined behaviors. The process of impro@ orker's performance and
correcting their behavior is called training and developmentN\Eew studies have included training
and development as a means of enhancing workpla@@rmance. Employee performance and
efficiency are thought to be quickly pred'%@ training and development. According to
additional research, training and devel t is a learning strategy that can help employees

increase their skills and knowled cﬁ' better performance. It provides the basis for self-

possession, which enables wc@o work under pressure and with little guidance or instruction.

Employee perform.a@ also impacted by training, which also fosters a genuine logic that
increases em o&}lgagemen‘t. According to a more recent study, training helps employees
identify t}éﬁb appiness and will, in fact, improve their ability to carry out the association's
missioNne of the most important human resource managements (personnel) tasks in a
company is staff development. Since employees (human resources) are thought to be the most
active and crucial component in achieving an organization's objectives, managers must pay close
attention to their development in order to maximize their potential at work!”. Among the four

components of production in organizations, they are the most crucial because of their knowledge,
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skills, and abilities, which promote productivity, resourcefulness, and the overall well-being of
societies or organizations. An organization's human resource value increases with the number of
informed, talented, and resourceful people it employs. The amount, quality, and production
environment all affect the value of human resources; nevertheless, having a large number of
human resources does not always translate into having a high value. To increase the potential to

an active human resource that satisfies desired goals, significant inputs and effo@necessary.

A good staff development or education program is one of the inputs, of the most crucial
facets of leadership positions in organizations is staff developme Ql-trained workforce is
essential to every organization's success. Even when emplo carefully chosen, satisfactory
performance is not guaranteed. This is because, with@ training and development, a staff
member with great performance potential might %&ys carry out his duties effectively. For
this reason, organizational orientation is the@step in training newly hired employees. The
importance of staff development in ac ’5\%}1& organizational objectives has made this research

necessary, and as a result, the f@mg study-related concepts were explained and examined.

Job performance, staff devﬁ@n‘[, the process of staff development, and its goals.

The overall goal f@evelopment initiatives is to maintain, update, or enhance employees'
skills and cor@e cies. Staff development is a methodical effort to balance the needs of the
organi at@ here employees are expected to work with their own interests, desires, and
carefully evaluated needs for advancing their careers. Any learning activity that focuses on future
demands rather than current ones and prioritizes career advancement over performance right

away is considered staff development.
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Staff development is the process by which a leader identifies the performance needs of their
employees and the degree to which they are interested in making sure that those needs are
satisfied through initiatives that enhance the employees' qualitative and quantitative
contributions to the organization's overall objectives'’. These programs would be designed to
help people in the system do their jobs more efficiently or to get them ready f%creasing
responsibility. Human resource development, or staff development, is the (@% of giving
employees in an organization opportunity for training, growth, and learning der to enhance
organizational performance. In keeping with the idea that an orga '@1’5 employees are the
primary source of competitive advantage, it focuses on @rﬁg resource capabilities.
Therefore, staff development entails both creating the inte@tual capital that an organization

needs and making sure that the proper kind of peopl@generated to meet its present and future

needs. @%

In contrast to training, which aims to ployees gain the fundamental skills necessary for
the efficient completion of t}wi«@s, staff development focuses on teaching or equipping
people with the abilities th need for future employment. Different academics have defined
training differenﬂ}: ’&conﬁrmed the difference between staff development and training.
Another scholar ng}aining as a methodical process of changing employee behavior to further
organizatio als, which includes improving an employee's skill level to the point where he or
she caherform the current job for organizational performance'®. Training is defined as any
learning activity that is directed towards the acquisition of specific knowledge and skills for the
purpose of an occupation or task. According to the Manpower Services Commission, training is a
systematic procedure that aims to improve behavior, attitude, and knowledge or skills through

educational experiences in order to perform well in a given task or series of related activities.
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Another way to describe training is the process by which a person learns particular abilities in

order to carry out a given task.

Training is typically applied immediately and finished in a shorter amount of time. Despite the
fact that academics have distinguished training and development as two distinct ideas, there is
"considerable overlap" between the two because it is difficult to distinguish bet em and
both are allegedly intentionally focused on enhancing performance and skit % n order to
perform well in a particular activity or set of related tasks, training is Q thodical process that

seeks to enhance behavior, attitude, and knowledge or skills thr ucational experiences,

according to the Manpower Services Commission. QQ

Training may also be defined as the process by ngQindividual acquires certain skills to
1

perform a task. Usually, training is implemen%

\®)

Although scholars have distinguished betv@raining and development, there is "considerable

ght away and completed in less time.

overlap" between the two concepts {“j\ they are hard to separate and both are purportedly
purposefully aimed at improvi %formance and skill sets to foster a climate that facilitates
personal self—fulﬁllment,\@%ﬁonal effectiveness, human creativity and system renewal, to
serve the school @primary goals, enhancing and achieving quality teaching and learning
for students, i@ve money as it is costly to hire and then dismiss employees who do not work
accordin xpectations while it is also costly to loose good employees because they are
frustrated by lack of opportunity for professional growth and also wasteful to accept barely
satisfactory work as the norm or not to provide opportunities that lead towards the objective of
optimal development on the part of each individual, to establish viable and meaningful

programmes, that enables personnel to work cooperatively towards achieving the system’s goals
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and their own personal goals in the areas of achievement, satisfaction and self-fulfillment,
technological developments and organisational change have gradually caused some employers to
realise that success lies in the skills and abilities of their employees and this implies considerable
and continuous investment in training and development, achieving suitable human resources to

introduce and implement new programmes, ensuring rapid and suitable replacement %ﬂy staff

that leaves the organisation's, 02

Employee training needs to receive more attention because it can low penses and improve
performance in organizations. Numerous studies have demo che close connection
between different training and development methods. Traini een identified by research as
a method for organizations to create value and save c@%ﬁnilar to this, training enhances
organizational performance and makes it easier to &)lish business strategy, particularly for
learning organizations. Therefore, in order tb}{@eve high performance in those organizations,
training needs to be in line with or 3?\%@ nal strategy. Additionally, written research that
examines how training affect.s &@&aﬁonal performance finds that only off-the-job training
enhances performance; o t@b training has no effect. However, general training has a
positive impact on .ﬁg&rformance, whereas firm-specific training does not!®. Often in implicit
findings, it a@ued that training increases employees’ propensity to perform and
subsequentl tributes to the firms’ performance. For example, a scholar was of the view that

those Manies that integrated training and development practices into their business planning

enhances their own performance.

A brief explanation of these modes which can be used in most organisations is given as On -the -

Job Training which is the most widely used training method, as it is simple and cheaper to adopt,
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and it places the employee in actual work situations. There are many different kinds of on-the-
job training, such as orientation, which is typically given to new hires in order to help them
quickly adjust and become interested in their job. Orientation typically focuses on the following
topics: the organization's history and mission, key personnel, and employee rules and regulations.
S\
N
Coaching: A coach serves as a cheerleader and typically works one—on—OIQJ individuals,
focusing on their present and future needs. They may assist them in and implementing
worthwhile goals, offering or receiving feedback, helping them i@ough potential solutions,
setting priorities, and providing career information. Coach e either internal or external to
the company where they work. Mentoring is th pﬁ%s of assigning a more experienced
employee to work alongside or mentor a new atively inexperienced employee. Quality
circles are a new idea that originated in Ja Bnd allows small groups to actively plan, design,
and implement work procedures in @ess and industry. The use of quality circles for staff
development in education is‘&@: ique that places the primary responsibility for personal

growth on individuals lib@%gether for the improvement of secretarial duties?’. Supervisory
assessments help C@Ve future performance of the staff.

Job rotation)&@ process of moving workers from one position to another so they can gain more
experiés\c/&d become acquainted with different facets of working for a company. The practice
of transferring managers and staff to different roles in order to improve organizational
effectiveness and employee development has been documented as a success in several industries.
Although the method is not widely used in education, some people support it as a constructive

development strategy for school administrators. The understudy approach involves teaching
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someone to take on a role in the future by having them observe the tasks and responsibilities of

the person who is currently in that position.

When a superior officer is transferred, retires, or is promoted to a higher position, the trainee
takes over. Therefore, a group or individual may be assigned to help him perform his duties
related to the position and occasionally left to handle problems and solve them ir own?!
Job instruction training is a series of instructional procedures used by @ner to train
employees while they are working in their assigned job. The four- rocesses in the job
instruction training technique help the trainer prepare the worker, e task, allow practice
time, and follow up. Giving workers a training handbook, % , or other reference materials
is one way to get them ready for work. Planned work activities entail assigning trainees’
significant tasks to advance their expertise and @ Trainees might be asked to lead a
committee or attend significant committee m\Qs, for example. This is typical in educational
settings where instructors serve on a \7&’@)f committees. Such experience can enhance their
interpersonal skills and provid.e @etter understanding of how their organization functions.

People are relieved of the @Bs and tensions of the workplace by using off-the-job methods,
which are carried Pg&side of the typical work environment. There are various benefits to
conducting tr. inﬁg}mrt from the workplace. It gives trainees the chance to interact with
individuals different departments or organizations, exposing them to fresh perspectives and
experienegs. Lectures, discussions, vestibule training, case studies, role-playing, simulation, and
computer-based or preprogrammed training are examples of off-the-job methods and classroom
education. When combined with visual aids like slides, charts, maps, and handouts, the lecture

method which entails a subject expert presenting information orally to a group of listeners can be
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a useful tool for helping people understand theories, concepts, procedures, and other factual

information.

The discussion approach entails two-way communication between the trainees and the trainer as
well as between the trainees. It promotes trainees' active involvement and gives them a chance to

share their opinions, get clarification, and get feedback. Vestibule Training: I training

approach, employees are taught how to operate machinery or carry out tasks comparable

to those they would encounter in the workplace. Under this traini proach, a qualified
instructor oversees a training program that is delivered off-site tion distinct from the
workplace. After going through the vestibule training for a d period of time, the trainees

are expected to apply their newly acquired skills w they are assigned to their real job.
Behaviour Modeling- The use of behaviour mo e@ 1s based on social theory, and it is an
effective method for interpersonal or social gk\@training. This method of training incorporates
the use of videos to clearly demonstratg y things ought to be done and what behaviours are
to be avoided. Behaviour mod.el@ften based on the demonstration of the right and effective

way to behave and as a res%t ees are provided with facilities to practice such.

Behaviour modeli %yvhere target behaviour is selected and videos on each behaviour

produced, key@n are displayed on screen and are backed by trainer-led discussions. Learning
here 1 tr@nforced through role play?>. Back to industry (attachment) programmes- In order
to maintain the knowledge of technology and practices commonly used, the use of professional
leave is used in order for employees to replenish and update their skills and knowledge. Case
study — it is a training approach in which trainees study information provided on a case and then

make decisions based on it.
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Cases can be studied by individuals or groups. Business Games and Simulations- The game
requires participants to role play decision makers using data to make a variety of decisions.
Business organizations are the primary users of them. In-basket training is a management
development simulation that evaluates learners' capacity for planning, prioritization, and
decision-making. The trainees make decision by acting out a manager’s role using ififormation
contained in the manager’s in-basket such as telephone messages, notes, "@letters and
reports. Role playing- participants are expected to act on specific probJQg&bCy may face on
their jobs. It therefore involves learning by doing. O

Self-Paced /Computer- Based Training Methods can be con@%f the job, that is, in the
classroom or in an individual self-paced format. Increased lability of networked computers
has led to a limitless interplay between instructor le iidividual based computer training?*. In
many organizations, computers are becomiq@fé and more essential for providing training.
According to estimates, computer-basqd,&dng is being used in training programs by 55% of
organizations. Computer-based tre@ (CBT) can be used in three different ways. Intranet

training, intelligent comput@ésted education, and computer-aided instruction are these.

electronic workb(ol&\o

Computer-aided instr@(CAD-The programmes of computer-aided instruction include

pact disc and read-only memory (CD-ROM) presentations.

The CAI s ¢ packages have a wide range of materials from many subject areas. Many
companies” have replaced instructor-led courses with CD-ROMS. Research has also shown that
trainees using CAI take less time to learn same amount of material using conventional methods.
Because this approach is economical, tertiary institutions might potentially utilize it to teach
lecturers. Intranet-Based Training via the Internet Millions of computers connected by modems

and phone cable lines form computer networks known as the internet. Intranets are computer
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networks that locate, manage, produce, and disseminate information inside an organization using
internet and World Wide Web technology and software applications. Trainers can thus contact
with students, carry out needs assessments, do other administrative duties, and distribute course
materials via the intranet. Because it can qualitatively assess learner performance, intelligent

computer-assisted instruction is a more sophisticated form of computer-assisted instr&ion.

This kind of technology-based training is known as e-learning (electron(}@ling). It can
determine the capacity of the learners based on their mistakes and‘résponse patterns. The
aforementioned training methods have demonstrated that an orga@ can employ a range of
training methods for staff development. Though they mi e accepted by educational
institutions, the majority of them are utilized in corporategga izations.

Programs for higher education training give sec the opportunity to pursue additional
education or advanced degrees, such master'B\@ doctoral degrees, in their fields of expertise.
Universities both inside and outside'@eria offer the programs. Additional training is
acknowledged as a strategy fo.r @ng worker performance and efficiency?*. Universities and
other formal educational 4 1\ions offer a structured learning environment that facilitates
assimilation. He ac.l J,%t ere are a few benefits to formal education, including the ability to
easily evalua s(@yu\ performance through testing, standardize ideas and concepts, provide a
forum for ction between students with different backgrounds and experiences, and
centrahﬁesources for optimal use. Both the organization and the people who will be trained

should be aware of the training's contents, duration, and other specifics. Employees can

participate in these programs and courses while fully off the clock, or they can work part-time.
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Tertiary institutions may have realized the benefits of staff’s participation in higher degree
programmes and could have been supporting or sponsoring them through various methods as
stated earlier. The sponsorship is seen as an investment of some sort that brings forth dividends.
It is believed that when such sponsored secretaries complete their courses their job performance
would improve and they will be able to take up new responsibilities and occupy more demanding
positions. Many staff are said to be enthusiastic about participating in @g education
qualification programmes because a higher degree is also a basis for prog&ti&.ﬁb a higher level.
Furthermore, the Tertiary Education Technical Fund (TETFun erly known as the
Education Trust Fund, established academic staff training and lopment programs in 2008 to
support tertiary educational institutions for the higher edu@n of lecturers, particularly at the
Master's and Doctoral levels both domestically an%%ad, in addition to sponsoring her non-
academic staff. The beneficiary instituti@-mally recommend their academics for
sponsorship in compliance with the TE requirements. This funding has also helped many
lecturers; by March 2010, 2,068 le&ﬁ{%ﬁom tertiary institutions had benefited, 385 of whom
were studying abroad. .Q\A
N

Development plays. @ortant role in group improvement, enhancing productivity and overall
performance, n@nately placing groups in a position to thrive in the face of competition.
Accordin& method, there is a significant difference between organizations that teach their
employ\eofand those that don't®. Training is a purposeful, methodical interest that results in a
higher level of proficiency, knowledge, and ability that may be required to execute paintings
successfully. There is a strong correlation between employee performance and education.
Employee expertise, skills, capacity, communication, and creativity are all improved through

training, which benefits both the employee and the business.
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These goals have made it necessary for any organization, including public universities in Oyo
State, Nigeria, to have a systematic and planned program for their secretaries in order to promote
the attainment of their goals. In the real world, worker education plays a crucial role in
improving overall performance in addition to increasing productivity, which ultimately puts
organizations in a position to stand up to opposition and live at the top. This implies th{lifestyles
of an enormous distinction between agencies that educate their employees and @zations that
do not. Existing literature provides evidence of the effects of schoolin&&Jevelopment on
worker overall performance. According to a number of academicping secretaries in an
organization requires a methodical process that typically consi@f a*series of steps that include
needs analysis, design, implementation, and evaluation.%@ds assessment is the process by
which an organization's gaps or needs are addresse%@ugh development. These gaps or needs
may be a new challenge that requires a chan@organization’s operations (such as new laws
or more competition) or a current deﬁcia@uch as subpar employee performance. For instance,
a new law on the professionalizatiq %n\formation management in Nigeria's public institutions

in Oyo State has made it man .‘Q for all employees to learn the subject.

Training needs ana.ly is aims to fill the gap between what people know and can do and what they
should know ndQ@)ble to do. An organization's learning needs as well as those of groups and
individuals e identified and analyzed in order for training to be in line with its purpose. To
do this,\hegfollowing factors must be taken into account. Training should focus on identifying
and meeting learning and development needs, such as multiskilling, preparing individuals to take
on additional responsibilities, improving overall competence, and preparing them to take on
higher levels of responsibility in the future, rather than just fixing things right, training needs

analysis areas; training needs analysis should reflect organisation needs, group or units needs and
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individual employee needs. The three areas are however interconnected, sources of information

where the identification of training needs, the sources of information must be considered.

Programs for training and staff development must be carried out with the best possible means.
Depending on the types of individuals to be trained and the primary goals of training, an
organization can use a range of training approaches?’. New hires must pick up ne ‘Agnts, and
since they are probably highly motivated, they can get used to the abilities a @iuct required
of them in their new role rather quickly. Training seasoned workers c challenging since it

can be difficult to assess their training requirements and they may& to being asked to alter

their long-standing work practices. However, other acad arify that the most common
training and development techniques employed by nizations can be divided into two
categories: computer-assisted instruction and e-job training. Workshops, teacher

conferences and seminars, interest study gr@exchange trips, mentoring, higher education,
collaborative networks, and research ér;\‘she ost often utilized approaches in the educational
system. Depending on the prgg&@oals, several techniques are employed in postsecondary
institutions to conduct tr%@urses. Therefore, a workshop could be the best way to instruct

staff members on co@rs, which were used as an example throughout the design phase.

The last stage& training and development process is the evaluation of secretaries' progress.
Program ation gauges how well the staff development intervention worked. It is a crucial
but frequently overlooked activity. Many public universities in Oyo State, Nigeria, are in this
predicament, with no systems in place to evaluate the development activities of their secretaries.
Yet, evaluation can be very helpful to an organization in a number of ways, such as assessing

whether a program is meeting its goals, highlighting the development programs' shortcomings
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and strengths, calculating the program's cost-benefit ratio, choosing who should be involved in
future programs, identifying which participants benefitted the most or least from the programme
and establishing a data base to assist management in making decisions?>. Many different
frameworks for development programmes evaluation have been proposed but the most widely

used approach is that of Kirkpatrick?®.

The Kirkpatrick stages or processes for evaluating training efficacy i he phrase
"Reaction Level" describes how the trainers feel about the program' cture, content, and
techniques. In addition to discouraging others from participati!% ees who disliked the
program would be unwilling to apply the skills and knowl ey had learned. Job behavior
and performance level determine whether the trainee apphied What they learned in training back
on the job; organizational level evaluates whet%@’bdevelopment programs have increased
organizational effectiveness; and learning\\K@ comprises the concepts, information, and

methods that the trainees learned in rel&u the human resource development objectives.

The cognitive stage is the initiaKp@é of skill development. Here, secretaries will concentrate on
tasks that require attentisbﬂchis point, questions like "what should I do?" are crucial. For
instance, a lawn t @er could ask, "How long should my serves be to maintain that perfect
length?" The @e will listen to his coach's advice in order to achieve his goal. The secretary
attempts @mire a skill at the cognitive stage by absorbing information either visually or
verbally. He will be carefully following his instructions, which contain details about the mistakes
he has been making and his inconsistent behavior, because the feedback is important. Verbal
feedback is crucial to attaining desired outcomes, this learning stage is sometimes referred to as

the verbal motor stage. Understanding what to do is the first step in the cognitive stage, which is
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all about processing the relevant data. It entails the verbal transmission of new knowledge as
well as its acquisition or cognition. The key to achieving significant progress in the
aforementioned scenario is the trainer, who attempts to make the input appear more like a
cognitive task than a mechanical intervention.

It would have been a drawn-out process, but the experimentation, trial and e%creative
learning, and problem-solving abilities would have been beneficial. Howev@ply taking
advice from an expert and acting on it to save time and accomplish obj'Kti&As the feedback.
Because a secretary attempts to analyze information in order to vely comprehend the
parameters, needs, and requirements of the necessary skill ement, the cognitive stage is
crucial. Let's take the scenario where some kids went to @nis academy to take instruction.
They observed a contest between two players after@&g early. They got visual information
about the game in this way. The instructor n,m over the nuances of the actions with them.
They also received verbal instructions ge@lg the game in this way. They will be able to relate
to the game and play appropriateh@&%&he support of both spoken and visual instructions. In
order to create a motor progr@ learner takes the information and arranges it in a meaningful

way. The cognitive stag to significant performance improvements.

.
Cognitive skills @opmen‘[ is defined as "the acquisition of general intellectual or cognitive
competenci skills, which if they are not so directly tied to a particular curriculum or course
of stu&,\ﬁre nevertheless thought to be salient outcomes of postsecondary education"?, in
addition to other skill development (such as social, emotional, and physical). Many terms are
used to describe these cognitive abilities, including "critical thinking, reflective judgment,

epistemological development, and so on." Furthermore, a range of concepts and methods,

including intelligence, scientific problem-solving, metacognition, learning motivation, and
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learning styles, are included in the development of cognitive skills. Given its "applicability and
utility in secretarial skills," it becomes evident that the development of cognitive skills is one of
the key objectives for secretaries, even though the concepts and applications of each of those

phrases vary slightly.

The associative stage is the second phase of skill development, awkward move making
changes, taking a long time to finish tasks, conscious performance, mod tnces in the
performance graph, and less verbal information are all essential featu f this stage. After a
great deal of work, the secretary begins to improve his or her perft Q at this point. He links
particular indicators to the issues he encounters and makes %{t to respond appropriately in
order to resolve them. Now is the moment to tweak a@%nd upon the foundation that has
already been constructed. To reduce performance %&ity, the learner actively works to move
their body throughout the associative stage.‘@ the problem is learning how to execute the
skill, the term "motor stage" also refers’&‘thﬁ ssociative stage. It is the learner's responsibility to
modify his movements and Elbi '@&From a cognitive standpoint, the learner is now more

concerned with how to do ing rather than what to do, and he is making positive efforts to

convert declarative ig&atlon into procedural knowledge.
[ ]

Every athlete@t ¢ planet will not be able to score a perfect ten each and every time they
compete. %’ge is no denying that even when you are at your best, you can always do better.
This is true for many kinds of sports; for instance, a tennis player will want to get better at
serving for an ace, a basketball player would attempt to get better at shooting, a softball player
will try to get better at pitching, a swimmer will try to get better at swimming, etc. An indication

of a good player and his trainer is that they are constantly seeking ways to grow and get better.
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Since it is a crucial component of the relearning process, a learner will always go over the
cognitive and associative stages of motor learning and control. No matter how effective or
accomplished you become, every expert in the world has stressed the importance of going over
the first and second stages of motor acquisition again on a regular basis. This also holds true if an
athlete experiences a setback and his performance begins to deteriorate. One of the &1 causes
of this situation is that he is making basic blunders, and the reason for his lack@wth is that
he urgently needs remedial work. Explaining that the athlete will n&«bake significant
adjustments in order to improve his performance is the best course n for a coach. This is
only possible if he is able to let go of his old habits and acquir@v ndamentals by going over
the motor learning and control stages once more. Relea@ entails practicing and learning

during the associative stage®* and gaining additional dge during the cognitive stage.

It is difficult to persuade players to re-learn 1\\\%, it's a real problem, particularly if the athlete

is successful because it will have to T’@is perspective. It's only a negative stage that will

pass. Most players do not warlt t&@ the extra effort required by the new movements, which
feel awkward and uncomft \ Verbal knowledge of the most recent methods and the motor
learning process aig%&eaﬁng a learning plan and provides a clear viewpoint for implementing
and sustainin tthp nge. After that, the coach works with the player in the most basic ways

possible un skill is mastered and integrated into the player's mind and body, becoming an

automatfesind spontaneous part of it.

The independent stage is the third stage of skill development. At this point, the player has
acquired knowledge and diligent practice has become second nature, because it is engrained in

his actions, the student may perform it without giving it any conscious thought. It takes years of
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practice and dedication to reach this step of the motor learning paradigm. It is only available to
top athletes whose motor skills have become second nature and whose mental processes are
minimal. At this point, a player can simultaneously attend and analyze information. the stage
where there is less thought and instinctive responses, which appear to be the result of natural
flow without excessive effort. In the autonomous stage, self-learning is essential sin&oﬁcient
actors are able to recognize mistakes and correct them on their own. The fac@Qfew people
make it to the third stage is a fact. It is the instructions, practice structursqlgme task variables

that help to determine whether a player will be able to achieve the @ous stage or not.

There are both good and bad case scenarios and outcomes a c%i ed with an autonomous stage.

This phase has the advantage of requiring less cognitiv@e ands, effort, and attention, which
allows the player to focus on another task without’s&ng their mental freedom. For instance,
a mathematician can listen to music whih\\Qrking on a challenging problem without it
interfering with either task. The drawgi\sk, this stage is that there is much opportunity for
unnecessary and distracting i%ee&@:se activities are typically routine due to lower cognitive
demands. This occurs becﬁ@e player begins to consider possible outcomes rather than the
task at hand. The %u@ous stage also has the drawback of reinforcing wrong movement due
to automatic eri&g\ahce. The players overlook a crucial point: just because they are proficient
at a particu ion and it has become second nature to them does not imply that it is the right

one. It}\p()ssible for a player to repeatedly do an incorrect action automatically.

Technical, managerial, and inventive skills are among the several aspects of skill development.
The abilities required to create the company's product or service are known as technical skills,

and they include industry-specific operations, communications, design, research and
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development, and environmental observation®!. Technical skills are abilities developed by
application and mastery of digital or physical tasks. People who work in information technology,
computer science, mechanics, and mathematics typically employ a variety of technical talents.
However, a lot more industries now depend on workers with technical expertise. For instance,
employees in the food service and retail industries frequently need to be proficient with point-of-
sale (POS) software. Programming languages, common operating systems, s@ expertise,
technical writing, project management, and data analysis are a few rtgulﬁr examples of
technical abilities. Technical skills differ greatly depending on the ss and type of work.
Understanding several coding languages is regarded as Gﬁal talent for computer
programmers. Technical expertise in telephone systems@ customer management may be
required of customer care agents. Technical abiliti% ing from information monitoring and

implementation to instructional technologi software programs may be required of

secretaries. c—;\\%

Since almost every work requ.ire @&.\se of various tools, programs, and procedures, technical
skills are crucial. Planni%@izing, directing, and controlling a corporation's operations to
achieve predeterrrlig&goal532’33 are all crucial managerial abilities for the day-to-day
management d(@)lnistration of a corporate endeavor. Managers need to employ a wide range
of abilities ccessfully plan, organize, lead, and control. The capacity to perform a task
effectikh/is referred to as a skill. Technical, interpersonal, and conceptual skills are the three
fundamental areas of managerial abilities. Technical skills are those required to manufacture the
company's goods or services, which are industry-specific operations. Technical skills differ
greatly depending on the business and type of work. Understanding several coding languages is

regarded as a technical talent for computer programmers.
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Technical expertise in telephone systems and customer management may be required of
customer care agents. In contrast to conceptual skill, which is the cognitive ability to see the
business as a whole and the relationships among its parts, human relation skill is the capacity to
work with others with empathy and understanding; the willingness to listen to staff issues; and
the ability to inspire cooperation, confidence, and loyalty. The ability to use novel %epts for
the benefit of society or the economy is referred to as innovation skills*. Th@%ty to think
creatively, solve problems, and have functional and/or technical skills,QQ.LVcomponents of
innovation capabilities. To be fair, the capacity to apply a combinati owledge, skills, and
traits in a particular environment is essentially what is mean@%ovation skills. Innovation-
skilled employees are typically identified by their capacitQ think creatively in the face of
difficulties and to mold their own or others' ideas w@&cation and self-action. The ability to
conceive and execute something novel, u (Q’r enhanced that adds unique value to the
organization is known as innovation i\y@sﬂess. It involves modifying or enhancing current
goods, procedures, services, or s&‘(cla\ls either boldly or gradually. An organization must
consistently innovate in orde%@lize its full potential and thrive, but many organizations lack
this vital ability. The go ews is that all members of the organization can become more
capable of being Q.eéq\e. Innovation-skilled employees are typically identified by their capacity
to think crea@y in the face of difficulties and to mold their own or others' ideas with

dedica&%&d self-action.

The ability to conceive and execute something novel, unusual, or enhanced that adds unique
value to the organization is known as innovation in business. It involves modifying or enhancing
current goods, procedures, services, or solutions either boldly or gradually. An organization must

consistently innovate in order to realize its full potential and thrive, but many organizations lack
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this vital ability. The good news is that all members of the organization can become more
capable of being creative. Without relevant information, skill development through seminars
cannot be successful. Effective skill development must be grounded on curriculum and
instructional practices that are likely to impact secretarial duties. As a result, the goal of skills
development activities like seminars should be to: a. Increase secretaries' ICT pr&ency. b.
Develop your secretarial abilities. c. Stay abreast of advancements in bot@specialized
professions and education in general. d. Create and share fresh infox&ti&.}a. Improve the
capacity to keep an eye on students' records so that students can recei ful criticism.

The above issues will therefore have a major impact on secre@% performance if they are
the focus of seminars at higher education institutes. Work s and seminars are comparable;
however, the focus of a workshop is on practical s&ﬁb?laboratory work. An interactive and
participatory group exercise intended to rei &Qg,dﬂprint, and empower participants to apply
and practice the actual concepts and pxog&es is called a workshop. Workshops' primary goal
is to introduce participants to u@QCD\techniques for operating machinery or equipment.
Workshops are typically m(@é&nse and smaller than seminars, and they frequently entail
participants trying out &bilities while the instructors keep an eye on them. Professionals
from within or Q.l%&}e he school are frequently invited to conduct workshops in higher
education ins'@ons, particularly universities and polytechnics. These workshops might span a
few h&{/&ays, or weeks. Higher education institutions must upgrade the abilities of their
secretaries who use new technology whenever it is introduced, such as computerized equipment.
As a result, they can set up training sessions to teach secretaries how to operate these computers.
Professionals (resource persons) are asked to present papers and respond to participant questions

during these programs. Pre-program tests or questionnaires are typically offered by the
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organizers to gauge participants' prior knowledge or abilities, and a post-program test is
administered at the conclusion of the program to gauge participants' knowledge gained. All of
these actions are taken to improve their professional proficiency. It is necessary to ascertain the

effect of workshops on enhancing the skills of tertiary institution secretaries.

A group of scholars discussing and debating an issue or topic on a college ca ight be
referred to as a conference. A conference is "a large official meeting at whi l@p e with the
same work or interests come together to discuss their views," accordin @e Oxford Advanced
Learners Dictionary. A meeting of people who have been summon er to discuss a certain
task in a limited amount of time is termed a conference. It | hought of as a formal way to
validate social programs and influence people to chan%A group of scholars discussing and
debating an issue or topic on a college camp;sb ight be referred to as a conference. A
conference is "a large official meeting at whi eople with the same work or interests come
together to discuss their views," acc %élg o the Oxford Advanced Learners Dictionary. A
meeting of people who have.bxémmoned together to discuss a certain task in a limited
amount of time is termed @rence. It is also thought of as a formal way to validate social
programs and inﬂu.eq&ople to change.

A single subj ct,@ccasionally a single topic within that subject, is the focus of the majority
of academi erences, one of the various conference kinds. The structure allows the scholars
to presenttheir theories and findings, defend them, and then modify or add to them in response
to comments and critiques from their peers. Conferences may be held annually in various cities
and are frequently sponsored by the professional associations of the discipline in question. Many
professors at postsecondary educational institutions belong to professional societies and are

expected to participate in these events. Academic conferences facilitate networking among
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attendees in addition to idea sharing, which fosters cooperation, funding, job opportunities, and
other professional advantages. Conference of Professional Associations. They resemble
academic conferences in certain aspects, but they usually focus on practical topics pertaining to
participants' real work as well as issues like funding, laws, and issues that impact the profession.
State, national, and even international professional societies for secretaries exist in %ria, and
as part of their members' continuing education, they typically host yearly co@%ces. These
conferences typically feature presentations of research findings, discussbngd current issues,
and speeches by prominent experts*¢. O

The chance for members to network and exchange experience '%her professionals is one of
the primary advantages. Professional associations also@ its members stay current by
disseminating ideas and practices in the field througb@%ﬂication of journals, magazines, and
newsletters. Websites are used by several @%nal associations to update their members.
Being a member of a professional body~is\ a requirement for lecturers to advance in higher
education. As a result, secretaries éce?\pected to attend conferences hosted by their respective
professional associations. Tn%@ conferences can be arranged by municipal, state, federal,
industrial, or professio a}éociations. The primary goal is to teach participants new methods
and procedures, é}&t em of new rules, or just facilitate the sharing of knowledge and
approaches b en individuals from various backgrounds. Summit Meeting - Any association,

group,’\{s/%Ation, or government is welcome to organize this meeting.

These conferences could cover everything from education to any social topic. The goal is to
educate and inspire others to address an issue. This kind of seminar is rarely attended by
secretaries’’. Professional associations, governmental organizations, academic institutions,

private organizations, and social activist groups all organize conferences for a variety of
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purposes. This includes addressing an issue and offering fresh data that helps participants stay up
to date on the most recent advancements in their domains, opening doors for fresh research
findings, or information to be exchanged and evaluated, as is the case in universities where
secretaries are expected to attend yearly conferences. The proof of attendance is used to advance
them in their careers and raise an organization's reputation, credibility, or credentia%l higher
education, holding a conference can elevate the status of both the organizers a@institution.
It also provides a forum for both new and returning participants to eng&gdlexchange ideas
and practices®®. Any organization can profit from conferences i mber of ways. They
facilitate the quick spread of fresh information, which helps to@%&reotyped hostilities and
encourage contact across national, international, and disc@ary boundaries. Additionally, it
offers a venue for prompt concept correction, @m%e, and redefinition in front of all
participants. Whether or not a person talks t%’@ the conference process, everyone benefits,
and attending a small conference is a ty}@pprenticeship learning experience. When it comes
to employees' ongoing education,é&aaff department unit of every organization has three
different tasks to play: monit;@{%ource supplier, and enabler. The administration of the school
is supposed to act as an_enabler by putting in place rules and guidelines that facilitate a fair and
efficient allocati .d@ development opportunities. Therefore, the staff development manual
contains the_policies and principles for staff development in higher education. As a resource
providh@d management supports employees' attendance at various development programs,
which may include paying for professional organization dues, educational leave, tuition

reimbursement, and travel expenses to off-the-job staff development programs.

Secretaries may also be granted leave by school administration, which allows them to pursue

further study or research while still getting paid for a maximum of 12 months. The policy in
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higher institutions stipulates that individuals who have been approved to pursue a course of study
would receive fees and allowances each year. b. Funding employees' conference attendance.
Aside from this, a good staff development program also requires the availability of teaching and
learning facilities. It is necessary to give both human and material resources for secretaries to
learn on the job and for administrative effectiveness. Secretaries cannot keep up WNIG latest
developments in their field without access to modern teaching resources s@ textbooks,

journals, workshops, labs, and internet access. Therefore, when lecture}qgumable to access

new and pertinent texts to read and do research, their development is4

Organizations are tasked with preserving employee prod through a variety of tactics
meant to foster their growth. Employee development j@ampered by several issues, though.
According to a survey, instructors cited a nu l& barriers to their interest and active
involvement in staff development trainings. &@)nal workload, lack of time, lack of incentives
in staff development trainings, a heavgégu on theory rather than practice, family obligations,
teachers' conservatism, ignorazu&@e training's value, and conflicts with their work schedules
were the factors that we @}1 to be responsible. Furthermore, it was mentioned that the
following organizgt' problems limit training and development in tertiary institutions:
inadequate fu%@rsonnel, and time to execute the training; a lack of support from upper

managemeﬁf@ he training and development; and a failure to recognize the training needs.

The following issues with staff development in the Nigerian Federal Service have been listed by
a researcher: There is the absence of systematic training despite the various reforms that
emphasise this since late 1960s in Nigeria. Poor funding - This is reflected in the differences

between budgetary provisions and actual funds released for staff training over several years. The
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curricula and methods remain insufficiently attuned to job requirements*®. Poor utilization of
trained workers. Many public servants sent for training hardly utilise their skills and knowledge.
Lack of proper consideration for training needs. Some public officers are sent for training
without consideration of the relevance to present job or future posting. Lack of adequate training
facilities. Use of quack consultants. Most training programmes have not produced the desired
results. The ability of secretaries to acquire and critically develop the know@%, skills, and
emotional intelligence necessary for sound professional thinking, plan%,(aaﬂ practice with
their students and colleagues throughout their teaching careers i ght to be somewhat
impacted by their participation in staff training and develop ﬁrams. Furthermore, staff
development affects teachers' capacity to choose and carry@vorthwhile modifications in their
leadership and teaching styles in order to better edu% ir pupils and strike a balance between
the demands of the individual, the school, a\\ (Quntry. Teacher staff development programs
are crucial practices that improve classs&management, teaching methodology, and subject
mastery. The goal of staff develop@ca}rograms is to address specific demands, keep teachers

up to date on new informat *ﬂhance pedagogical skills, and guarantee the promotion of
p &

professional growth*!. Q

Q)
Employees that @ training and regular, scheduled feedback produce more work overall.
This phen@ is known as the "Pygmalion Effect." Because employees who undergo training
typicamecome more productive in their work, staff development also lowers operating costs.
Additionally, an organization can reap exponential benefits from development strategies that
incorporate train the trainer. Workers who value training may be more likely to stick with the

company and possibly lower employee turnover. Programs for employee development that cover

everything from certifications to reimbursement for educational costs and training in
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fundamental job skills can increase job satisfaction and employee loyalty to the company. The
following are some ways that training influences work performance: Meeting and exceeding
expectations: Because they have the skills to complete the duties, trained personnel are more

likely to enjoy their jobs and provide the intended outcomes.

Employees that receive cross-training may gain more experience and be bette ipped to
implement innovative ideas into their work procedures. Employees who C® training are
better equipped to work at a higher level since they have previous ined the specialized
information and abilities required for the position, which prepa% for promotion. Error
reduction: Well-trained staff members not only make fewer @s but are also able to identify
preventable mistakes while doing their duties. Boost ef%&r and productivity. Increase both
the amount and caliber of work. Improve the atm?sb&within the company and the morale of

the staff. Gain new abilities, information, co\\\@hension, and dispositions. Numerous training

and development strategies and orga@hal success are strongly correlated, according to

research. . é
S

They also confirm that tr@&mproves organizational effectiveness and helps companies reach
their goals. There O@' believe that in order to produce high performance, training needs to
be in line withlergafizational strategy*’. However, many organizations have found it challenging
to ev lua®ff skill development programs based solely on the aforementioned outcomes,
especially when it comes to behavior and results levels. Data gathering is necessary for the
evaluation of development programs in order to give decision makers facts, and there are a
number of ways to gather data for training evaluation. Some of these techniques were mentioned,

including surveys (feedback forms) and tests or exams that are typical in official educational

57



programs, particularly those that lead to certification, like a word processing abilities diploma.
After non-certificate short courses, project work, organized exercises and case studies, trainee
interviews, and the use of archive performance data, end-of-course examinations can also be
used to assess trainee development. Furthermore, it was said that a controlled experiment is the
most effective way to assess how well secretaries are developing their skills. Traini{efﬁcacy
can be measured in academic institutions by conducting evaluations. Therefo@%an be said
that when staff members have received computer literacy training, he(eﬂiciency of the
instruction can be evaluated by assessments. Based on the aforeme , it can be concluded
that public universities in Oyo State, Nigeria, can greatly b m using the training and
development process to create training programs that are o@zed, systematic, and successful®’.
Low competitiveness is linked to a workforce's la%@ining, although it is also noted that
higher productivity and higher wages are lin larger human capital stock40. Furthermore,
according to some academics, skill,&elopment increases employees' dedication and
productivity and inspires them. %{ca\ue that skill development in organizations tends to
significantly increase organiz;&@l competence, which in turn greatly enhances innovativeness.
The majority of recent, r ch backs up the idea that skill development techniques have a
favorable effect .é@nization's success. From the aforementioned, it can be concluded that
skill develo@ helps achieve the objectives of higher education since it improves employee
produc@( organizational performance, and student quality. The importance of staff
development in postsecondary institutions lies in the fact that the knowledge and skills a staff
member gains while still employed increase his efficiency, dedication, and diligence. A school's
teaching and non-teaching staff undoubtedly needs training or development if they exhibit a lack

of enthusiasm in their profession or a bad attitude toward it**.
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A key factor in achieving the objectives of higher education in Nigeria may be employee
development. A well-trained workforce is necessary to accomplish the goal of higher education,
which was created to develop professional and skilled secretaries. Given the tremendous
advances in science and technology as well as the deep breakthrough in information and
communications technology (ICT), the training has grown in importance. Human r@rces are
now highly valued in the creation of products and services, and societies and jzations are
more knowledge-driven than ever before. Their worth is what makes so$<)(q.r/m organization
function better. Employees will thus be able to learn and advance @bilities thanks to skill
development in postsecondary institutions. Additionally, glob tion has made it necessary to
make the best use of newly acquired knowledge, technolc@ and innovations to help tertiary
institutions accomplish their goals by enhancing orgg@%al performance and competitiveness
in the global community. Secretaries, who pl )Q(Ql role in the educational system, might learn
new concepts and ICT techniques thrqﬂill development, which would prevent them from
using antiquated techniques to carr@ga\leir duties.

Public university secretaries @ssen‘[ial to the creation, acceptance, and application of any
innovation. As informa io\sxd communication technology (ICT) is used and incorporated into
secretarial tasks,é}%ﬂ ion becomes increasingly more crucial. It has been demonstrated that
proficiency W@ICT enhances human potential in all spheres of human endeavor, including
corpo%%alings, industrial processes, educational initiatives, and daily living®. Information
and communication technology (ICT) includes the processing and upkeep of information as well
as the transmission of information using all types of computer, communication, network, and
mobile technologies*!. All media used to transmit music, video, data, or multimedia, including

cable satellite, fiber optics, and wireless devices (radio, infrared, Bluetooth, and Wi-Fi), are
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considered communication technologies. Personal Area Networks (PAN), Campus Area

Networks (CAN), intranets, extranets, and the internet are examples of network technology.

Proficiency in ICT has been shown to improve human capacity in every aspect of human activity,
including business transactions, industrial operations, educational programs, and day-to-day
activities. The processing, maintenance, and transfer of information through vari omputer,
communication, network, and mobile technologies are all included i ation and
communication technology (ICT). Communication technologies includ: forms of media that
are used to send data, multimedia, audio, or video, such as ﬁb@ s, cable satellite, and
wireless devices (such as Bluetooth, Wi-Fi, infrared, and etwork technology includes
the internet, intranets, extranets, campus area networlﬁ(c N), and personal area networks
(PAN). Anybody who wants knowledge or inform @@n get it at any time, from any location,
thanks to the technology. Due to the importa?@ ICT programs in educational institutions, the
majority of governments worldwide s\ implemented a number of measures to make ICT
education more accessible, jn&t@& improving ICT training programs and creating an
environment that support @development. The adoption of ICT in Nigerian educational
institutions at all le.vg&las been financed by a number of governmental and non-governmental
organizations bans}and private citizens. Among these are the Tertiary Education Trust Fund
(TET Fu@&hich is targeted at universities and polytechnics, and the Nigerian
Comm}ﬁlations Commission (NCC). ICT has the potential to accelerate, enrich, and deepen
skills, motivate and engage students in learning, help connect school experiences to work
practices, create economic viability for future leaders, contribute to radical changes in education,
strengthen teaching, and create opportunities for connections between the school and the outside

world.
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The benefits of ICT for education cannot be overstated. As a result, it can increase the
effectiveness and productivity of the school. Therefore, ICT literacy is essential for tertiary
institution secretaries in order to investigate the advantages of expanded secretarial
responsibilities. Therefore, in public institutions in Oyo State, Nigeria, a well-trained and
informed ICT secretary will contribute to the provision of the much-needed high-quality
education. Since secretaries are essential to facilitating learning, they are the i@ace to start
when developing a nation's ICT policy. They contend that this is the &(ﬂgﬁuse secretaries
who are successful in integrating ICT into their work processes not p their pupils achieve
better learning outcomes, but they may also gain personally fr@%er productivity, a decrease
in social isolation, and a rise in job satisfaction. In order @wide teachers and students with
the computer technology they need to succeed in the@%ﬁrst century, the federal government
established the National Policy on Computer. &@ at all educational levels in 1987. This has

been done because of the usefulness ,@puter in teaching and learning process. ICT can

provide a convenient technique for &&g@ing and developing a course of instruction.

2.1.2 Concept of Digit%@ﬁn

The advent of the (}ig@vorld as a result of digital technology has greatly advanced all spheres
of life, parti laﬁz>ducation. Digital technologies have advanced quickly in recent years,
altering hu@lﬁ@%teractions and communication as well as how people obtain information. Most
signiﬁm, it has changed a number of occupations, which has benefited society and the
economy. Teaching and learning have surely been impacted in every way by the usage of digital
tools for pedagogical delivery. Teachers and students may be encouraged to acquire and use new
abilities if these technologies are incorporated into the educational system. Digital technologies

have the potential to enhance education and create employment opportunities for citizens,
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according to educational practitioners*’. Nonetheless, it is clear that the conventional approach to
education is ineffective in equipping students to work efficiently in the modern digital
environment. In order to meet changing occupational profiles and skill requirements, educational
institutions must respond to the challenges of automation and digitization by adopting a highly
practical approach and accelerating improvements in vocational training. Furth&lore, as
employees will need to pursue lifelong learning in order to be able to react to@es brought

about by digitization as quickly and efficiently as possible, additional tra&&nﬂ retraining will
also be crucial. &

From using computers to using mobile devices and embe hnologies, digital skills have
changed with time. Although digital skills can be divid®nto three levels-basic, intermediate,
and advanced learning them speeds up develop asic skills, for instance, include entry-
level competency; intermediate skills include\\\@g ICT abilities in beneficial and useful ways;
and advanced skills are necessary to c%%m specific ICT and professional duties. In order to
participate and achieve the obj.ec&%’%f the organization, it is necessary to take into account the
kind and degree of digi%'\that are needed. One of the five pillars of the World Bank's
Digital Economy f@rica program is digital technology skills, which are essential for
transforming @ economies, society, and governments and for mobilizing digital
innovatioQ@§[al technology platforms, digital technology infrastructure, digital technology
ﬁnanc%Mervices, and digital technology entrepreneurship44 are the other fundamental

foundations. For African economies to profit from the advantages of the digital society, they

need both a workforce with digital skills and citizens who are literate in the technology.
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The ability to use digital devices, communication apps, and networks to acquire and handle
information from simple web searches to specialized programming and development is referred
to as digital skills. Digital skills are a range of abilities to solve problems, communicate, and
work together for efficient and innovative self-fulfillment in social, professional, educational,
and life activities. The term "digital technologies" refers to a broad category of to%ervices,

applications, and technologies that use different kinds of hardware and @re. Digital

technology, on the other hand, refers to electronic tools, resources, and &gnﬁht that produce,
process, or store data. Anywhere in the world, these abilities @ ate problem-solving,
communication, teamwork, and sharing of digital content. The ke it easier to generate, store,
process, send, and display information through electroni@ans. Furthermore, these are the
abilities required to learn and work in our ever-c@%digital environment*®, It entails the
ability to efficiently locate, examine, arran istribute information using digital devices,
apps, and software. Additionally, thesg g&{es are required for daily tasks including online job
applications, online banking, onli v$a\k, online research, online e-mailing, online chat, and
online shopping, among othe .$ impossible to overstate how crucial digital technology skills
are to the growth of bot Qiduals and the country since they provide efficient communication,
boost productivi@te creativity, enhance security, and assess information, among other
things. One's @ﬁdence in using technology for business, education, and everyday tasks can be
increaS\d/Q?(h digital skills. Having digital skills entails having a mix of digital competency,

knowledge, research skills, practical aptitude, inventiveness, digital learning, and communication.

The ability to use a variety of devices for activities, obtain information online, connect
professionally and socially via email and social media platforms, bank, shop, access services,

and apply for jobs online are all examples of essential digital skills. Because of the speed at
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which technology is developing, digital technology is present everywhere, and the education
sector must determine how digital skills may be learned within the teaching and learning process.
The teaching and learning processes as well as job patterns have been profoundly altered by
digital technology. Digital technology integration in the classroom can enhance instruction and
learning and facilitate productive teacher-student interactions and making spade for the
development of digital knowledge and abilities. In a similar vein, the use of dig@hnology in
the classroom promotes autonomous learning and serves as a catalyst J‘anaﬁge in the area,
guaranteeing successful individual and group learning. Technology i tudy, creation, usage,
and application of equipment for productive purposes. In ord@%complish desired goals, it
entails the use of tools, machines, and procedures. Q

Technology is the application of machines to accon@?asks. The use of scientific knowledge
and instruments to address real-world issues &Q@n as technology in education. Furthermore,
and making space for the development ital knowledge and abilities. In a similar vein, the
use of digital technology in the clas@&ga\promotes autonomous learning and serves as a catalyst
for change in the area, guara { % successful individual and group learning. Technology is the
study, creation, usage,,k ahd/application of equipment for productive purposes. In order to
accomplish desir@t entails the use of tools, machines, and procedures.

Technology i@ application of machines to accomplish tasks. The use of scientific knowledge
and in&&n‘[s to address real-world issues is known as technology in education. Therefore,
skill acquisition is the ability an individual acquires through training, education or experience,
which enables individual to function effectively for the benefit of all and sundry. Acquisition of
skills in any learning environment requires various training which invariably enables students to

learn by improving their knowledge, skills and attitudes.
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Lecturers do not adequately care if their students are actually learning new relevant skills and
behaviours rather, they laid emphasis on theory instead of practical. This implies that lecturers
should inculcate the knowledge and skills required of students by employers of labour in today’s
digital world rather than concentrating on theory. Office Technology and Management (OTM) is
a recent nomenclature for Secretarial Studies programme in Nigeria*. As the na%uggests,
using new technology in the workplace has become more important than using@onal tools.
The program is a thorough, activity-based training program that focgﬁg/developing the
information technology skills, knowledge, attitudes, work habits, an @etencies necessary for
success in office management and secretarial careers. As a re@%& students' maximal skill
acquisition tends to support both economic and personal growth. A database is a structured set of
information pertaining to a specific field. It is a co&%e grouping of files or information that

make sense together and are combined int ~@te pool that may be used for one or more

purposes. It is an inherently meaningfu] s&data that makes sense.

S

A database is created, constrqct&&%% filled with information with a specific goal in mind. A
functional database mu@@be able to be rapidly and easily accessed in addition to
appropriately storigs&lge number of records. A general-purpose program called a database
management syst BMS) makes it easier for different users and applications to define, build,
manipulat &hare databases. It is a group of applications that let users build and manage
database$¢’Additionally, database digital skills are technical knowledge or the capacity to store,
retrieve, and access structured data collections relevant to a specific field. Convenient, fast, and
efficient storage, maintenance, and retrieval of database data is the core objective of a DBMS.

The ability to recognize fields, records, and data attributes; to insert, delete, and update records;

to use structured query language; to program web databases; to recognize primary and foreign
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keys; to establish relationships; to extract database objects; and to understand disk storage, file
systems, and file structures are just a few of the digital skills needed to succeed in the digital

world.

Any process that combines traditional manual procedures with computer and communication
technology is referred to as digital adoption. All of the distinct office infomatQ%gocessing
technologies, such as word processing, data processing, micrographics, Qaphics, and
telecommunications, are combined into digital adoption. Additionallbt&ﬁfers to the different
automated electronic techniques used to collect, process, reproduc@municate, store, protect,
and retrieve information. This encompasses more than just fice data is processed via the
tools used to gather, process, distribute, and/or store @e data. Secretaries are essential to
improving the achievement of organizational obje é@oday's secretaries are expected to have
some understanding of the importance arﬁ\\gwient handling of the letters, reports, and
instructions that typically pass throug?%%ﬂ'r desks, even though they may not be expected to
N

know as much about the bus‘ini@ hand as their executives. Despite the current economic
challenges in Nigeria, i‘%@l\\mpated that the skilled secretaries equipped with cutting-edge
tools and materials S&nd profitable employment in the labor markets, or possibly start their
own business a@come self-sufficient.

The goal %&ﬂ adoption is to increase the productivity and efficiency of an organization by
using e}ﬁﬁent and effective management techniques, such as electronic correspondence at the
organizational level, easy data searching, prompt and timely client responses, eliminating paper
from the administrative correspondence cycle, and appropriate user control. maintaining and
recording data efficiently and improving communications within the organization; increasing

non-productive activities such as physical document archiving; maintaining operation records in
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smaller volumes; producing necessary reports with various diagrams; reducing the
responsibilities of office managers, secretaries, and typists; allowing for telephone supervision of
tasks and activities at any time; controlling classified data; being precise in conducting
operations and recording all affairs; eliminating paper entirely from work processes; providing

facilities and speed in operation flow; and having high security in maintaining docum& and the

ability to access them quickly?°. OQ

Modern offices today place a strong emphasis on paperless offices aé\eans of streamlining
operations and handling correspondence. For example, datal%nanagement and other
accessories are being utilized more and more in offices ate and organize documents.
These days, secretaries must be able to utilize a comp with Dbase, Excel, Corel Draw, and
word processing programs like Word Perfect, %@QWOM, Power Point, and Adobe Page
Maker. Dexterity in utilizing the majority o}}\gapplication packages is especially important.
Information may now be sent and retriéié&fr m anywhere in the world with relative ease thanks
to computer internet. Many gr@xons have completely shifted their operations to digital
skills Electronic switch bo Qomputers, electronic typewriters, photocopiers, teleprinters, fax
recorders, phones yv&llular and GSM/mobile attachments, laminating machines, scanners,
dictaphones, a&@wtic and non-magnetic tapes are examples of educational institutions that
have a VQ@; of electronic equipment. The secretarial function of the secretaries48 is not

replac% any of these devices; rather, they are employed to expedite the processing of letters.

Digital technology use is viewed as a means of advancing educational reform, enhancing
secretaries' abilities, and preparing them for the information age and global market. The usage of
digital skills enhances the delivery of and access to efficient office and organizational
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administration. Focusing on digital skills for secretaries tends to enhance their comprehension of
secretarial practices and functions, improve the caliber of their work attitude, and boost their
influence on office management. Although advances based on digital skills can essentially

improve secretarial activities, their connection to office management is crucial to achieving an

organization's goals>!. \
The rapid and constant improvement in secretarial performance of bot@uting and

communications, the explosion of bandwidth capacity in fixed and mngQﬁtworks, and the
emergence and development of the internet and internet-based a 0ns49 are the digital
developments rather than specific breakthrough technol . From the standpoint of
development, digital technology is a vital tool for achieving ‘thg Millennium Development Goals
(MDGs), which are associated with efficient sewic@gy. In this regard, the growing use of
digital technology by both the public and M@%sectors in developing nations' educational
institutions has been a positive trend m@ryone must follow in order to stay relevant in the
fast-paced economic world. In or % facilitate management, streamline surveillance, and

improve service delivery, go@ents worldwide are dedicating and combining an increasing

amount of their resourc s\b\e development of digital tools and systems.

.

X

One of the 21 cg,[,}y's wealthiest resources and sources of success is digital proficiency. Every
part of 0% is dominated by digitalization, which has a significant effect on businesses,
worke&onomies, and societies. Understanding media, doing information searches, and using
a range of digital tools and applications to interact with people are all examples of 21st century
digital skills. In order to fulfill evolving market and consumer expectations, digital skills refer to
the ability to use digital technology to create new business processes and services and to

transform old traditional and non-digital ones. In this sense, 21st century digital skills are the
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abilities required to use modern technologies successfully and efficiently for both personal and
professional duties in a digital setting. Accordingly, any ability associated with digital literacy is
considered a digital skill. Working remotely has become commonplace thanks to digital abilities,

which are also improving corporate quality and efficiency.

All jobs, from entry-level jobs to managerial roles, as well as workers and job see@oking to
enter the workforce, require digital capabilities. For job searchers, it serves (}@ction against

the growing demand in the workplace. Secretaries with digital skills will haye access to a wealth

of information and be able to manage, integrate, and assess it. owledge development
and growing reliance on automation, big data analytics, a terization were transforming
the developed world's economy to become less reliant he manufacturing process and more
reliant on skills and intellectual capital. Organizat@lround the world are starting to digitize
their services, which is upsetting the public s}a\@wy feel left out. Digital skills are essential for
secretaries in the modern workplace &Q s¢ of the emergence of new tasks rather than the
evolution of old ones. Despite.ﬂ&@Xﬁcance of digital skills, secretaries continue to face a skill

gap that, if left unchecked, evelop into a full-blown problem exclusion of secretaries from

digital economy an.d@tion of the profession from global trends.

O
The capacity @etermine information needs from digital technology sources, as well as the
ability%%ropriately use digital tools and facilities for input, access, organization, integration,
and assessment of digital resources, as well as for creating new knowledge, are all examples of
digital skills. The ability to comprehend, use, locate, assess, navigate, share, and produce content
while utilizing digital technology and the Internet with minimal help is known as digital skills.

Digital abilities are crucial in today's contemporary business climate and the workplace of the
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future. To get the most out of technology, digital skills encompass not only learning and
improving technical abilities but also gaining knowledge, values, attitudes, rules, and ethics
related to ICT. They also entail critical thinking and the wise application of data gathered via
technological means. Tasks or communications carried out on digital devices where information
is accessed and managed’! are referred to as digital skills. \
Secretaries urgently need to improve and expand their technological abilities in@to enhance
work quality, foster creativity, and maintain employability as the di% lution changes
traditional office functions and creates new positions. With a gro @ ude, a secretary may
bridge the skills gap and open up more new career prosp or* themselves in the future.
Increased revenue, improved client interactions, a compe@ advantage over rivals, and the
development of innovative working methods are@&ons why digital skills are crucial.
increasing efficiency and productivity, fost ﬂ@yroved communication, and advancing the
careers of those who wish to take advag@of the freedom of freelancing by developing both
professional and personal skills tha@%e employment opportunities.

Since 2 1st-century digital ski 1 mpass much more than just technology, generalizations may
not be applicable in so ntexts. Digital competencies encompass more than just abilities;
they also focus OQ.h;\So&g\itive, social, and emotional elements of working and living in a digital
world. Digita@lls are the abilities required to access and handle information using digital
devices\nl%orks, and communication apps from simple emailing and web surfing to complex
programming and development®2. One's ability to communicate digitally depends on the level of

digital skills they have learned. Therefore, a secretary with digital abilities will be able to handle

problems anywhere in the world and generate, communicate, collaborate, and share digital
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content. Digital skills in the twenty-first century are mostly focused on computers, but with the

advent of the internet and social media, some of that concentration has shifted to mobile devices.

Modern educational technology must be used and adopted in order to enhance secretary
performance and equip them to handle the significant problems that lie ahead. These tools would
assist users in communicating with one another, keeping track of updates, eceiving
organized notifications by automatically sending information via text, email, Q@ial networks
on their behalf based on voice commands, gestures, and other indica &.Qigital illiteracy will
prevent secretaries from embracing new technology, which will limititheir ability to participate
in the digital economy. However, digitization is opening job prospects for secretaries
through the gig labor market. Due to the automation OQ(dlnary activities, the digitization of
markets has resulted in a shortage of labor, a rise %@fbdemand for highly trained people, and a
decrease in the demand for low-skilled worké)&he new technologies have a lot of potential to
open up new doors and prospects fi 5 re successful future. Voice software is already
showing promise in its use, and i&%&oming years, computers will be wearable, keyboard less,
and smaller. persons wit%@ skills can virtually connect instantly with persons who speak
different languages, wng voice translation tools. Digital skills for the twenty-first century are
essential for ot&wsing the digital divide and obtaining or retaining employment. Adaptive
continuouQ&gent systems may eventually replace humans in the workplace, posing a threat
to hun%/existence. Because secretaries may now employ algorithms to make knowledgeable
decisions in a matter of seconds, the way office workers make decisions has changed.™.

The behavioral intention to utilize a particular technology is directly and strongly influenced by
an individual's mindset. How well digital skills are applied in administration, teaching, and

learning is greatly influenced by the mindset of the implementers. Therefore, it was concluded
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that a negative attitude toward the use of digital skills was the primary obstacle to the successful
implementation of an e-learning project. Furthermore, it is critical to investigate and ascertain the
extent to which user attitudes impact the usage of digital skills in learning, teaching, and
administration. The adoption and use of computers in the workplace and in the classroom to

manage work is significantly influenced by the administrators' attitudes. \

The degree to which individuals believe they have control over endorsing th@red behavior
is known as perceived behavioral control. Therefore, the person has the &rtunity to participate
in activities they believe they have control over as well as to reftauizfrom behaviors they feel
they have no control over. As a result, someone who feels capable of exhibiting a given
behavior will act in a manner consistent with their beha | intention to do so. The intention of
an individual's behavioral intention to use or e technology may be determined and
predicted by their perception of behavioral c}}\g. Secretaries’ acceptance of using digital skill
for secretarial duties is seen behavioraggéﬁr 34 The perceived behavioral control is reported to
be a good predictor of digital 2@1 and use. A user will display a comparable behavioral
intention to adopt and u 'Qﬁ\e aforementioned technology if they feel they can use the

application®®. One .og&elements affecting secretaries’ decisions to utilize digital skill is their

perception of ‘&h@al control.

Digita%% encompass the ability to identify information needs from digital technology sources,
as well as the knowledge and skills to use digital tools and facilities to construct new knowledge,
create media expressions, and communicate, as well as to input, access, organize, integrate, and
evaluate digital resources. The critical and safe use of information technology for
communication, business, and play is a component of digital skills. They cover a range of
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abilities, know-how, dispositions, and tactics necessary for utilizing digital media, information,
and communication. It is impossible to overstate the importance of digital skills. Teachers with
digital abilities can offer a variety of learning methods and the chance to work together virtually
with people from all over the world. The issue of digital skills has emerged as a societal dilemma
as the digital transition continues. In order to effectively utilize the new technology ir&ir work,
secretaries should possess the necessary abilities. This is because technologi(@%ancements
are causing labor markets to shift55. To improve secretaries' active pa&&dn, digital skills
include understanding how to use digital technology for sional development,
communication, and teamwork. Digital tools for secretarial include locating, producing,
and disseminating digital materials; they also improve eva@on by empowering secretaries to
utilize digital tools ethically and creatively for info% , communication, content production,

wellbeing, and problem solving>?. \Q(b

One of the digital talents employed b%@aries is word processing, which is the electronic
processing of alphanumeric gn&@\betic data. A keyboard, electronic memory, a display
device, and a printer ma@ord processor. Due to their versatility, word processors can be
helpful to anyone .\A@ishes to create any kind of word-based document, including novels,
letters, scientific &uﬂrs, advertising copy, term papers, legal briefs, and more. According to their
list, word @g
and del\eM

i6n of text, highlighting with different fonts, moving text, page numbering, and saving

sors can be used for storing, altering, and retrieving text, as well as for insertion

and retrieving texts. However, the unique features of the application software determine a word
processor's capabilities. The ability to use word processing software has added appeal to
secretaries' employment. Significant changes have also occurred in the status and working

conditions of secretaries. To achieve good results in office operations, today's secretaries need to
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possess the necessary knowledge, abilities, attitude, and word processing capabilities. Secretaries
benefit from word processing in the following ways: the position of the secretary is no longer
determined by the success or failure, status or lack thereof, of a manager or boss. It makes
document production less tiresome by relieving secretaries of the strain of repetitive typing. It

allows secretaries to contribute more significantly to office duties’®. \

The manipulation or computation of numerical data (numbers) in order Q@ln a desired
outcome56 is known as data processing. Alpha numeric data can be filed, and arranged
for later use. It can also be edited, subtracted, and recorded. In% or secretaries to plan,
oversee, manage, and facilitate organizational activities, d ssing is the conversion of all
types of data used in an organization into informatio ere are two ways to process data:
manually and automatically. Input, manipulatiov,béfboutput are the three processes of data
processing, regardless of the approach take@ge amounts of accounting data pertaining to
repetitive, normal tasks like payrollét'«;\sen ry, accounts payable, accounts receivable, and
posting to huge accounts are_ p&@’xd by computers. The type of activities an organization
conducts depends on the@@ocessing abilities that organization employs. They also listed

batch processing, .ds&l processing, interactive processing, real-time processing, and time-

stating procesz’n@ata processing methods.

The t%@gy of transmitting signals, pictures, and messages over large distances via
satellite57, television, radio, and telephone is known as telecommunication. Telecommunication
is becoming an essential part of office information systems due to the convergence of
information technology and technology. Meeting or conversing with persons who live far away
is known as telecommunication. Electronic mail, teleconferencing, video conferencing, word
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processors, telex machines, televisions, public address systems, internet and intranet services,
satellite radios and satellite phones, electronic organizers, global positioning systems, and
computer voice recognition are a few examples of telecommunications equipment. Obtaining the
appropriate information in the appropriate quantity at the appropriate moment is a challenging
undertaking in this information-explosion era. The only organizations that will endWre those
that have managed information well. Any means of communicating by phor@elegraph is
referred to as telecommunication. Telecommunication is the pr esg\.df meeting or
communicating with people who reside far away. Examples of tel @unications equipment
include satellite radios and satellite phones, electronic organ@%bal positioning systems,
word processors, telex machines, televisions, public ad systems, internet and intranet

services, electronic mail, teleconferencing, video corferéncing, and computer voice recognition.

)

In this age of information explosion, it might fficult to get the right information in the right
amount at the right time. Organizatio@ave effectively managed information are the only
ones that will survive. Telqcc& ication is the term used to describe any method of
communication by teleph%@ﬁc\legraph. Inadequate or nonexistent contemporary facilities and
equipment: The au.tqj&d office makes use of advanced equipment that delivers information
more quickly@er, because to the high cost, many public organizations are unable to

purchase @g

printers, sfthartphones, and other technological devices are utilized. These require a power source

of the facilities. 2. Erratic power supply: Computers, projectors, scanners,

to operate. For those technologies to be used to their full potential, a steady power source is
therefore required. In Nigeria, electricity power has been inconsistent, making it difficult for

equipment to operate as intended. 3. A lack of financing is another issue that prevents some
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governmental agencies from purchasing new technology equipment, making full digitalization

impractical 4.

Insufficient instruction and retraining: A large number of business educators lack sufficient
instruction in the use of digital tools. The acquisition of new skills and competences required for
operating modern equipment will be hampered by the inability of many businesQﬁqctors to
start self-development programs. Therefore, learning new abilities is neces@ developing
new technologies. As a result, refresher courses are crucial for using n ﬁ{hnology. 5. Lack of
understanding of new technologies: Secretaries' ability to effecti cquire new technologies
may be impacted by their lack of understanding of the Q@ﬁon of new technology into
secretarial tasks>®. Q

The phrase "perceived usefulness" refers to the es’ perceptions of whether or not they
believe a particular system can improve the@formance. It was discovered that the element
known as perceived usefulness had a é\%{’\%nt impact on behavioral intention to use. Another
important factor that has been i \to influence end users' happiness with ERP (enterprise
resource planning) syste%@rceived usefulness. The ability of digital technology to make
technology equiprqe@ily accessible to secretaries is linked to its perceived usefulness. The
tools offer th a(i.u}y to analyze information at any time and from any location, frequently
offering o@unities for customized performance. The advantages of technological equipment
extend\boyond improved access to educational services; they can also help alter performance
modalities, which can improve secretarial procedures. Secretaries benefit from technological
tools because they enable them to make efficient use of "dead time." Therefore, waiting for a bus,
meeting to begin, or information can offer opportunities for meaningful engagement with

information content while traveling.
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The phrase "perceived ease of use" describes secretaries' perceptions of how simple or effortless
a particular system is to use. This phrase describes the secretaries' opinions about using this
system, which can improve their performance and experiences with information processing.
According to the argument, information technology has an operating system that is simple to use
and controls both its hardware and software. The operating systems are made to be&ntive to
use and operate through experience. To utilize the interface, the user doesn't @ny official

training. A user can easily navigate through the graphical user interfa&l(e.wund thirty (30)

minutes of operation. O

The term "behavioral intention to use" refers to the secretarie@ﬁn over whether or not to
continue using the technology, and it is seen to be a det@ﬁng element in technology use.
Therefore, it is presumed that behavioral intention 1 in connection with digital systems to
enhance a secretary's secretarial performa@ause digital systems are essential to the
development of technology usage models&r application in this study is considered significant.
All of these ideas and models are s%{cra\mve their roots in the fundamentals of the technology
acceptance model, which hol I attitudes about using information technology are influenced
by subjective standards anthiddividual behaviors. It was discovered that the most likely outcomes
of both perceive(ﬂ}é&l ess and simplicity of use were high levels of user satisfaction and
continuance i@tion. Additionally, secretaries have been observed to exhibit high levels of
behavlh&/%ﬁted to information technology use and high levels of contact with the system
because they find it enjoyable.

2.1.3 Concept of Self-Efficacy

From the second half of the 20th century, when educators and researchers turned their focus from

curricula and the teaching process to more learner-centered programs, learners were examined in
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light of their individual differences in personality, cognition, and affect, and human
characteristics and considerations were given more weight in order to support the learning
process. Since then, the interpretation of human learning in general and language learning in
particular has been greatly influenced by individual variances. The social constructivism school
of thought, which emphasizes the value of socializing and the individual production of
knowledge, is where the present trend toward socialization originated an Qing of the
cognition (knowledge) with the peers thereby making learning more ef}&‘u&dnd more social
rather than a cognition-based individualistic struggle as the cognitivi gest. The creation of
significant factors of human functioning® is a major factor in t@%eration and dependence of
scientific advancements. Q

"Belief in one's own ability to succeed in a given sw@n is known as self-efficacy." It dictates
how people feel, act, and think. Motivation, be@r, and psychological states are all impacted
by self-efficacy. In education, self-efﬁcg&eliefs have also drawn more attention. Numerous
studies demonstrate that self-effica cfﬂcts learning, academic motivation, and achievement59.
Given the importance of efﬁc@liefs in people's lives, it is essential to have a solid grasp and
assessment of this corn&‘ﬁét in order to comprehend and forecast highly contextualized and

conditionally maﬁ.fis{%d

of functionin reveal patterns of perceived capability limitations and strengths.

uman behavior. Self-efficacy is reliant on task demands and domains

The in%&e of perceived collective efficacy on group functioning is supported by an increasing
amount of research. Using experimental manipulations to induce varying levels of perceived
collective efficacy, several of this research have evaluated the behavioral and motivational
implications of perceived collective efficacy. Self-efficacy has a significant impact on how

people approach tasks, goals, and obstacles. Individuals who have a high sense of self-efficacy
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see difficult difficulties as tasks that they can master; they become more interested in the
activities they engage in; they become more committed to their interests and activities; and they
bounce back from setbacks and disappointments fast. On the contrary, people who lack self-
efficacy shy away from tough activities, think that they are incapable of handling them,
concentrate on their own shortcomings and unfavorable results, and rapidly lose %in their
own talents®2, OQ

Self-efficacy, gender, and information and communication technology ){g.;lser profiles are
related. The use of computers, software, and applications has made i @ to monitor, evaluate,
and resource oneself and one's peers as well as to interact on@%generally acknowledged
that new discoveries in learning science and information @ology offer chances to establish
well-designed, learner-centered, interactive, cost-e%ﬁb&effective, and adaptable e-learning
environments. Additional criteria for organi@riences are provided by understanding how
to create a sense of efficacy in recently, ﬂshed learning contexts, aided by proficiency in the
use of digital media and its operati c&ople can then achieve the social and personal changes
they have always wanted, w@osts their self-efficacy in the online and digital world. In an
online learning envir% , students must conduct research on the topic and build their

foundational kno@

and forums, theywwill discuss the freshly taught subject with their classmates. Because various

se. Later, when the learners participate in the virtual discussion rooms

studen%gy have used different digital resources and hyperlinks, their input data may differ.
This diversity in the input data's reference system may result in the acquisition of more advanced
knowledge and information from peers that is disseminated via social networking to a wider
audience of interested parties, improving cognition sharing through web-based media and

promoting further learning.

79



The goal of this study was to determine whether proficiency with computers and networks may
improve language acquisition, which is primarily computer and web supported and heavily
influenced by technology. Self-efficacy is the belief in one's own ability to plan and carry out the
actions necessary to achieve a particular result®'. By this definition, one's choice of conduct is
influenced by their level of self-efficacy. If one believes that he or she is incapable owforming

a particular action, then he or she may not attempt to carry out said action. Q&maﬂson to

other countries, Australian have high levels of access to digital technc&giggj)oth inside and
outside of the academic environment. Nevertheless, it appears that sim % ccess to technology is
not sufficient to improve digital literacy. Instead, “digital lit@s eed to be taught”. Digital
skills of vocational education graduates were lacking, and tthir training was only addressing
basic digital literacy and skills that are not current e&@ meet industry requirements. This is
mirrored in Australian schools, with report@%ystem failing to provide the required ICT
learning needed by students to progre further education or into the workforce®?. Within
today’s context, remote learning du g?le COVID-19 pandemic is expected to exacerbate these

deficiencies, with many studm&‘&ely unable to use technology without guidance, and therefore

suffering from further i}gts to both their digital skill development and general learning

capacity due to tl@‘}&bi ity to engage.

Computer@%cacy examines users’ beliefs regarding their ability to perform specific tasks
using Ntware package. Computer self-efficacy is “a judgment of one’s capability to use a
computer”®. It has a major impact on individual’s expectations of the outcomes of using
computers, their emotional reactions to computers (affect and anxiety), as well as their actual
computer use. Computer self-efficacy provides an important psychological construct that is

specially related to computer usage and is a belief in one’s capability to use computer and
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participants with little confidence in their ability to use computers might perform more poorly on

computer—based tasks.

Self-efficacy is one’s belief of his/her capabilities in organizing, handling and executing tasks.
Self-efficacy belief for long term goals is a promising construct being recently used in the extant
employee and entrepreneurial performance literature. Self-efficacy has been studi variety
of research areas, including the acceptance of technology learning, mobile ce, health, e-
learning, banking systems, and health. Self-efficacy has therefore bee é@rched from several
perspectives, but more research is required to determine how i cts lecturers' behavioral
intentions with regard to the usage of ICT. Whether tools o ies are required to complete a
job depends on one's level of self-efficacy. Furtherm@,sthe theoretical perspective on ICT
adoption has acknowledged that users' perceive%@tgﬁcacy is influenced by their computer
knowledge, experience, and skill. Users' &Qlal opinions collide with their professional
expertise and related skills, and these &%ﬂs lead to unintentional or habitual acts. Personal
habits influence learners' self-gfﬁ«@&nd show competence. Therefore, when a secretary's self-
efficacy rises, so do their iples and behaviors, as well as their confidence and associated
proficiency when yg’&echnology for secretarial tasks. Consequently, studies indicate that a

secretary's begg;}intention to use digital skills may be influenced by their level of self-

efﬁcacy\.%’b

Examining the variables that influence self-efficacy and desired behaviors is valuable in
upholding this idea of self-efficacy and understanding its predictive effect on behavior.
Therefore, knowing the secretary's self-efficacy in relation to different digital skills is important
from an educational standpoint. However, examining secretary self-efficacy broadly might not
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give educators and decision-makers the knowledge they need to make informed choices. Since
people with high levels of self-efficacy are more likely to embrace change and select the best
option64, it is necessary to concentrate on particular facets of the secretary's self-efficacy, such
as the secretary's technology self-efficacy. The focus of secretary's overall ideas about their
ability to execute any of a variety of jobs can be narrowed to their beliefs about theif ability to
perform specific types of tasks by particularly analyzing their technol %lf-efﬁcacy.
Educational stakeholders can learn about elements that can help instru rs(uwance along the
technology integration continuum if specific characteristics inﬂg@ secretaries' levels of

technology self-efficacy can be discovered. O

Self-efficacy is determined by a number of factors, s@ as verbal persuasion and enactive
mastering abilities. These two variables are op ’glized as support and prior experience,
respectively, based on an analysis of the IS li@e. It is hypothesized that computer experience
has a favorable impact on self-efﬁcac@aﬁons, with perceived task performance successes
elevating mastery expectatiqnm@failures reducing them. He claims that experience's
immediate, intimate cha%é@nakes it especially powerful. Additionally, he postulated that
self-efficacy is po.sig& impacted by social persuasion, whereby efficacy expectations are

raised by pe;ei(gdl support and encouragement from others. Additionally, he claims that

expectatio elf-efficacy that are influenced by social pressure are probably going to be lower
than those’that come from firsthand experience. According to the self-efficacy paradigm, verbal
persuasion does not offer a direct, experiential basis, which explains why social persuasion has a
smaller influence on self-efficacy. These two elements might also have a direct bearing on

motivation and conduct. In particular, past experience is thought to influence motivation and

conduct to the degree that the person can judge the amount of ability displayed in completing the
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activity. Self-efficacy, computer anxiety, perceived utility, and ease of use have all been linked
to computer experience. Experience with computers is likely to improve a person's views and
beliefs about using the technology by lowering any worries they may have and boosting their
confidence in their ability to overcome the obstacle. Furthermore, self-efficacy and other

mediator variables are likely to be the only ways in which experience inﬂuences{ﬁlization

indirectly. OQ

Experiences of mastery are the primary source of self-efficacy. To bo f-efficacy, however,
nothing is more potent than directly experiencing mastery. A failufe=will erode that effectiveness
belief, but a success for instance, mastering a task or managi nvironment—will strengthen

self-confidence in that area. It takes experience conqyésing challenges with hard work and
persistence to develop a robust sense of self-ef%b%he interpreted outcome of secretaries'
prior performance or mastery experience is th t significant source. When discussing mastery
experiences, this refers to the experi@at one has after successfully overcoming a new
difficulty. Since mastery expegi@ffer the most genuine proof of a person's ability to muster
the necessary resources %@ess, they are the most significant source of efficacy data. A
strong belief in opé,'&vn abilities is cultivated via success. It is undermined by failures,
particularly w en(hpy take place before a sense of efficacy is well established. Practice is one of
the best-t@@
particm

ask.

trategies for picking up new skills or for enhancing one's proficiency in a

How can one be certain that learning new abilities and practice would result in largely positive
experiences? Most of the time, people are teaching themselves that they can learn new abilities
without even realizing it. This is one of the reasons this works so well. This positive mindset,

which holds that one can accomplish the goals they set for oneself, is beneficial because part of
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the challenge of improving at anything or learning anything new is ensuring that one believes
one can complete the work at hand.

Observing those around us, particularly those we view as role models, is the second source of
self-efficacy. When individuals who are similar to us achieve success through perseverance, it
strengthens our conviction that we are capable of mastering the skills required for sucéess in that
field. The vicarious experiences that social models offer are the second signific %rce of self-
efficacy. Seeing others who are similar to oneself succeed through perse@gejhakes observers
think that they, too, are capable of mastering similar tasks to achie e@cess. Seeing someone
else finish a task effectively is known as a vicarious e@'e%e. Positive role models,
particularly those who exhibit a healthy degree of self-eff@g increase the likelihood that an
individual will internalize at least some of these self@&g ideas.

elder siblings, elder friends, parents, grandp (ths and uncles, camp counselors, teachers,
coaches, and employers are examples of 1 role models.

Our conviction that we possess the &%ary skills for success can be reinforced by significant
others in our lives, such as p@% instructors, supervisors, or coaches. We are more inclined to
put in the effort and ke§ ing when issues arise if we believe that we are capable of mastering

particular tasks. < &90

when they r@ve encouraging verbal feedback while working on a challenging task.

is more likely to believe they have the ability and skills to succeed

Encou\q&/&bnt and discouragement regarding one's performance or capacity to perform have an
impact on self-efficacy. Verbal persuasion would be demonstrated, for instance, by telling an
elementary school student that they are capable of greatness and should set out to achieve
anything they set their minds to. At any age, verbal persuasion is effective but the earlier it is

administered, the more likely it is to encourage the building of self-efficacy.
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Beliefs, attitudes, and conduct were also thought to be influenced by social persuasion, or
encouragement and support®®. When making assessments of their own abilities, people partially
rely on the opinions of others as well as the encouragement and support they receive.
Furthermore, it is anticipated that greater organizational support would lead to higher
assessments of self-efficacy on the part of individuals as they require more resou& to help
them become more proficient. The ability of people to complete a task is likely@rove when

help is available to them. Furthermore, it was thought that support was Q&M organizational

norms around use, which would have a beneficial impact on self-¢ @. as well as outcome

expectancies and beliefs. Management support has an impact @er eived utility and perceived

usability. While a lack of organizational support has been @or obstacle to the efficient use of

computers, organizational support has been linked tgzhigher system usage. Perceived ease of use

is favorably correlated with management s@‘, whereas computer anxiety is adversely
N

correlated. .
)

Anxiety is defined as "generalized @c&nal distress" that a person experiences. Bandura asserts
that anxiety or emotional aro ) as a detrimental effect on self-efficacy. Users who have less
anxiety typically feel foective. However, fears are typically classified into two groups:
state anxiety, wh@\xt mporary reaction to a particular event, and trait-based anxiety, which
is characteriz@y personality traits that remain constant over time and situations. State anxiety
is mos%gay brought on by low self-efficacy, even though trait-based anxiety may be thought of
as an antecedent to it. When someone uses or considers using computer technology, they may

experience illogical emotional anguish known as computer anxiety, which is a type of state

anxiety. When people try to accomplish actions they don't feel capable of performing, they get
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anxious. Self-efficacy beliefs serve as proximal predictors of motivation (perceived utility and

perceived ease of use) and behavior (in this case, computer usage).

2.2 Theoretical Framework

2.2.1 Skill Development Theory (Anderson, 1985) \

John R. Anderson’s Act Theory of Skill Development describes how peo%@n and refine
skills through a series of stages: The three learning stages @cepmal -motor skill
development—cognitive, associative, and autonomous—were fu ined by a researcher in
1985. The initial stage of learning was believed to be ﬂQ tive stage, during which the

learner tries to create a representation of "what to do" bngba izing the content of what is p

racticed and trying out various ways. A stud%% oyed evaluative techniques to contrast the
intended movement with the actual reg{&ing the associative stage, which included some of
the same processes as the cognitiv&gg}e. The purpose of this evaluation is to make small
changes to the tactics employ'e& well as to enhance and change the task representation. The
emphasis in this phase is\btow to do" the task. The last step of skill development is thought to
be the autonom@%,g Following the establishment of what needs to be done and how,
adjustments t%place, resulting in increased stability and efficiency. Non-conscious, extremely
autom te@ocesses are what define the autonomous stage. Implicit, procedural information
takes the role of explicit knowledge about the skill, and the attention requirement is reduced,
enabling multitasking.

It seems that there needs to be an intentional component to the learning process in order to
achieve the best performance of a skill. In an early investigation on learning telegraphic skills, a
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researcher found that performance plateaus could be identified following extended durations of
practice. These same scientists showed that learning could be resumed and performance could be
enhanced given sufficient motivation. By proving that the plateaus might be avoided with the
right learning tactics, learning was shown to be accompanied by them. The plateaus seen in this
early study seem to have been a result of the system "settling for" a satisfactory wion and
moving toward a more stable state where performance improvements were liv@ exchange
for increased reliability and decreased variability. Learners' traits throwguhe performance
plateaus are similar to those of the previously mentioned autono age. As performance
stabilizes in a non-maximal condition, an early transition to @u nomous stage of learning
encourages halted development. The learning curve freque flattens out well in advance of
any physiological boundaries. As a result, it is clea% erformance does not always reach its
maximum when learning phases change; rat é\@quently stabilizes before peaking. However,
human skill development is also inﬂupry@)y will and intention, thus these elements may be
crucial for high performance and s@g&tion.

The main contention is that ; of the phenomena seen in skill growth may be related to
increased cognitive stra'r%erefore, cognitive effort may act as a mediator for effects observed
in contextual int(%ei&%t the function of augmented feedback, and observational learning. By
encouragin%_sb@ger and more adaptable memory representations that enable improved retention
and tr&@of the activities being done, it follows that increases in cognitive effort may aid
learning®’. What likely occurs during this early transition to the independent stage is further
shown by analogies to reading and walking. Long-term reading frequently causes the process to
become so habitual that one reads words, sentences, and occasionally even paragraphs or pages

without being aware of what they have read. Despite being read, the words don't seem to have
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any conscious meaning. Automaticity may occur similarly in skill development. The learner is
unlikely to make any significant performance corrections after the process becomes automatic
because they are no longer conscious of what they are doing. A good illustration of this is
walking. Few people need to consider their options before starting a walking pattern. For the
majority, walking has become so instinctive that the mere intention to start walking ws to set
off a consistent and dependable walking pattern. This does not, however, me@& we are all

skilled walkers. It is 'good enough' for our purposes, though most wal&&ﬂd definitely do

better. O

Considering that maintaining a high level of cognitive effort (®o$cern that comes up is why
elite motor performance is frequently linked to automaticit@l effortless execution, even if the
extension of the cognitive and associative phases % ing promotes superior performances.
The difference between performance and praéti (Qly hold the key to the solution. The goal of
practicing is to get better over time, whi le help you retain and transmit your skills over time.
This contrasts with exhibiting enh@&ce%;)erformance right away during the practicing period.
Thus, it is best to employ ta&%at encourage long-term transfer and retention. The ultimate
goal is to give outstan '&rformances in competitive settings, like athletics, and in real-life

scenarios, like SL@ hich should showcase the performer's full potential.

Based on Q@emenﬁoned, studies have demonstrated that skill development validates various
aspectMeaming, including the cognitive stage, the associative stage, the autonomous stage,
and the adaptation while performing the task. As a result, the theory gained relevance to the
study since it clarifies the many phases of digital skill development that secretaries need to
undergo. As the most important tactic to close the skills gap, educational establishments like

public colleges in Oyo State, Nigeria, should concentrate on helping their secretaries go through
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the cognitive, associative, and autonomous phases of utilizing cutting-edge digitals and
information technology. Oyo State's public universities might spend money on education and
training to hire secretaries’ skills gaps by following the following strategies cognitive,
associative and autonomous stages in digital skills. Emerging technologies are creating such a
disruptive movement that it will impact the labour market by the need for n%skills to

implement and use these technologies, on the one hand, and skills that are no lo@levant due

to the introduction of these technologies. &QJ

2.2.2 Technology Acceptance Model (TAM, 1989) O$

The Technological Acceptance Model (TAM) which was@munded by Davis Fred in 1989
version 2 is a behavioural and cognitive psycholog6 | that predicts how likely a group or
organization is to adopt new technology. It 'N@‘on the idea that a person’s beliefs, attitudes
and intentions can explain their use and a@on of technology.

The Technology Acceptance Modeé&'f@\\/l) was created to forecast and explain how users will
behave when using technolo .‘&AM is a commonly used model that examines how people's
beliefs and biases affect t}éuse of technology. It is derived from the psychological theories of
reasoned action (&/@d behavior. According to the Technology Acceptance Model (TAM),
a person's de@to use technology is primarily determined by perceived usefulness (PU) and
perceiVKd/Qa'se of use (PEU). They have an impact on how attitudes and behavioral intentions
about the adoption of technological breakthroughs evolve. The degree to which a person feels
that utilizing a tool would improve his or her performance is known as perceived usefulness.

Both PU and PEU are known to be impacted by prior information, bias, and anxiety.
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The possible demands of users should be taken into account when producing technical gadgets.
Perceived utility Gender, education level, experience, support/training services, peer pressure,
organizational rules, perceived risk, job relevance, perceived enjoyment, subjective norms, social
pressure, and system characteristics69 are some of the external factors that affect PU.

The degree to which a person feels that utilizing a system would require little effort t&nown as
perceived ease of use. PU is significantly impacted by perceived sim@ of usage.
Furthermore, it has been demonstrated to have a greater impact on attitu&&hin PU. Benefits,
educational views, and other external variables on PEU have been ed in earlier research.
delight, subjective norm, self-efficacy, experience, and topic®w dge. The researcher uses
indicators of information technology, such as work spegd, job performance, increased
productivity, effectiveness, ease of use, controllability,(Clarity and understandability, flexibility,
ease of skill development, and ease of use®’ (bleveloping measurement scales for PU and

O

PEU. A person's favorable or negativg ij&mﬁons toward a concept, an item, or a symbol are
referred to as their attitude, and @Cﬁve a direct impact on how consumers perceive and
behave. Human relationships 2 ior experiences have a significant impact on how an attitude
about an object70 is fo gThere are behavioral, cognitive, and emotional aspects to attitude.
Emotional, cogniéi\xﬂ behavioral components are involved in an object's tendencies, beliefs,
and reaction%espectively. Another element influencing behavior is intention, which is
inﬂueﬁ%&r attitude. Sometimes people may make bad decisions as a result of their intention
combined with their mindset.

TAM is a behavior-focused paradigm that examines the connections between PU, PEU, attitude,
and behavioral intention to use a certain technology. Numerous research have been carried out to

determine how people react to information and communication technologies. For technology
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developers, assessing services and products from the viewpoint of users is a crucial prerequisite.
An underpinning foundation for these user trend investigations can be the Technology
Acceptance Model. For instance, a researcher recently investigated how secretaries' personalities
affected their use of tablet PCs’!. The findings lead the authors to the conclusion that
encouraging secretaries to use tablet PCs may be accomplished by emphasizing th%leﬁts of
doing so and providing them with the necessary skills. OQ
The Technology Acceptance Model is pertinent to the study because, as pqgudy mentioned, it
would improve administrative and secretarial efficacy if it is effect'@pplied to account for
the adoption of information technology among secretaries in @s public universities. For
instance, tertiary schools that make a favorable technical ronment to do away with paper
secretarial practices have shown an improvement %%%arial performance as a result of the
deployment of TAM. Their success was (Qt on matching incentive systems, such as
awarding continuing education credits tonterested secretaries and rolling out the new system in
tiny pilots to improve performanc%\&laﬂy, the theory would also encourage an examination
of digital adoption initiative& mbine information technology and administrative services
among secretaries in publidwaiversities in Oyo State, Nigeria.

e
2.2.3 Bandl@ﬁelf — Efficacy Theory (1977)
Self-E‘SQ%} theory by Bandura 1977 is the theory (SET) is a theory that focuses on the
importance of personal agency and cognition in shaping behavior. It suggests that a person’s
belief in their ability to perform a task is a key factor in their motivation and decision-making,
Bandura theory has had a significant impact on research, education, and clinical practice. For

example, in the field of health psychology, self-efficacy has been applied to behaviours like
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smoking cessation, exercise and paid control. In 1977, Albert Bandura, a Canadian American
psychologist, first introduced the term ‘self-efficacy’ in his paper. Self-efficacy theory implies
that individuals tend to engage in tasks or activities to an extent to which they perceive
themselves to be capable.”

The idea of self-efficacy then refers to a person's conviction that he or she has con%over the
circumstances that impact his or her life’’. Four distinct methods are used to a@% these self-
efficacy beliefs. These include behavioral (the perceived efficiency of ing), cognitive
(thinking about goals), motivational (deciding on goals and striving achieving them), and
selective (preference and setting up surroundings and activit@%elf-efﬁcacy compares an
individual's needed performance and capacity to ascertair@r thinking styles, emotions, and
motivating states. People who have higher levelﬁgb%f-efﬁcacy and efficiency are more
determined to succeed and view challenges %nities to manage and overcome rather than
avoid. On the other hand, it can be challs@f for those who lack sufficient self-efficacy to deal
with failure. They are prone to depré&lca\and stress. People's beliefs in their own abilities can be
impacted by a variety of circ y \élces. These sources include the individual's prior experiences
with the behavior (me&\ perience), observing the experiences of others with the behavior

[ ]
(vicarious expe(en%f

psychological@e with regard to the behavior (social persuasion).

e environment's support for the behavior, and the individual's

The c%&bn that one can do a specific activity is known as self-efficacy. Self-efficacy is the
belief in one's ability to control and execute the steps required to achieve a particular goal. It then
dictates the actions a person can take to accomplish the objectives. A higher performance rank
might be attained via self-efficacy, which could also affect individual performance, encourage

participation more quickly, and endure longer periods of time. Decisions on what actions to take
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are often influenced by beliefs of self-efficacy. Because computers are so common, there has
been a recent surge in interest in computer self-efficacy. The capacity to use particular computer
skills to complete computer-related tasks is known as computer self-efficacy. Positive learning
outcomes and processes, such as training effectiveness, perceived ease of use, and computer-use
intentions, are linked to computer self-efficacy. 102 music teacher candidates' views %t digital
technology and computer self-efficacy were examined by a researcher’. The dﬁ@Qf computer
self-efficacy was found to be significantly correlated with both general ayQ ialized computer
expertise. Additionally, it was shown that computer self-efficacy itudes toward digital
technology were substantially connected. To increase educ@a efficacy and foster good
attitudes toward digital technology, the author advises ed@rs to design classes that include
technology. b’bQ

The self-efficacy hypothesis is relevant to thi (Qy since it compares an individual's needed
performance and capacity to ascertain thefsthinking patterns, emotions, and motivational states.
People who have higher levels of Qakfwa\‘ﬁcacy and efficiency are more determined to succeed
and view challenges as Op@ties to manage and overcome rather than avoid. Building
secretaries' computer %@cacy could boost their usage of digital skills in the most efficient

ways. From thei(p i

number of el%nts, such as secretaries' computer self-efficacy views, digital skill levels, past

view, computer self-efficacy is linked to technology integration. A

experi&%/&men‘[ion, and technological pedagogical subject knowledge, are linked to their usage
of technology. Additionally, there is proof that well-planned professional development can raise
secretaries' computer self-efficacy and pedagogical proficiency with digital tools. Research has
demonstrated a substantial correlation between secretaries' computer self-efficacy and their

ability to integrate technology into their administrative skills’>. Previous studies indicate that pre-
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service secretaries with higher levels of technology self-efficacy are more confident about
integrating technology in their future administrative work. Therefore, public universities in Oyo
State, Nigeria with higher self — efficacy could also improve the confidence in the use of digital

skills by learning more about digital skills and getting used to the skills in accordance with

administrative work while on duty. \

O
2.3 Review of Empirical Studies &QJ
2.3.1 Digital Adoption and Skill Development O
Forty contemporary business organizations in Port-Harcourt, @%,and the surrounding area
were chosen at random by a scholar. For the study, 40 se@ies were used. Three tools were
created and utilized for the study: the Modern 06 echnology Availability (MOTA), the
Modern Office Technology and Secretary' tivity (MOTSP), and the Modern Office
Technology and Secretary's Usage (M.O;K' . The acquired data was analyzed using the mean

and chi-square. The study's conclus@.&cs?howed that contemporary office technology devices are

available in private companieb@secretaries' usage of them boosts productivity.

The equipment in ag&mated office and how it has truly guaranteed the secretary76's high-

quality perforg&g)ere severely reviewed by a scholar. The study's population consisted of

360 Ofﬁce% nology and Management graduates who were chosen from both public and
commerdigl organizations in the Delta South Senatorial District. 108 Office Technology and
Management grads made up the study's sample. Simple percentages were used for a meaningful
analysis of the data after the information gathered from the respondents was pooled together. The

greatest way for an Office Technology and Management graduate to benefit from an automated

office was suggested. 67 middle- and upper-level corporate managers in Durban, KwaZulu-Natal,
94



were given questionnaires as part of a quantitative study. They found that contemporary office
technology has a big impact on the workplace. Only after the office is outfitted with pertinent
and necessary technologies can one observe how office technologies improve performance. They
also emphasized that effective usage of office technology is strongly associated with improved
managerial performance. \

One study looked at how office automation affected the productivity of set@es in Ogun
State's state-owned universities. In keeping with the study's goal, four r ch issues were
addressed. A verified structured questionnaire was created. Regr analysis was used to
examine the acquired data at the 0.05 level of signiﬁcancﬂ%esults showed that office
automation had no discernible impact on secretaries' profe@xal behavior, interpersonal skills,
personal qualities, or job-related abilities. Among o&gbhmgs, it was suggested that secretaries
should go to conferences, seminars, and %ps to learn more about Microsoft Office
products and information technology. A ger and his team are the source of value, according
to a study on the subject of tec%cgtraining's worth. The influence of collective vision,

knowledge, and skill sets is @s\é than that of any single technology. Because managers must

development rol@%@

Today's mana can handle time management and resource problems using a range of tools

be ready to use technol&& the fullest extent that it helps their organization, the training and

ing more and more crucial for enterprises.

and st%&s. To manage the business within the boundaries of job quality, timing, and resource
usage, these tools must be completely linked with the management system as a whole.
According to a survey, the pace and scope of technological advancements and changes in
management practices over the past several years have been astounding’®. The key problem is to

use this newly emerging technology for business purposes since technology management can
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make a difference and there is no reason to think that the current rate of development will slow
down. Our quality of life is positively impacted by technological advancements, and this
tendency is predicted to continue growing. It was stated that new technology advancement is
reshaping business industries where every business will need technology to compete successfully.
In recent years, we have seen many of these technological changes; some & merely
evolutionary, while others are more revolutionary becoming firmly entrenche@'%w way our
organisations will need to deal with the social world. A researcher fou@ggsﬂany secretaries
lack the communication technology skills required in the various and this has greatly
affected their performance’. The effect of office automat@% increase organisational

productivity by redefining the office work and improve the @ty and accuracy of output.

A scholar submit that administrative efficiency @’Q performance of secretaries and other
office personnel rely heavily on the availabi modern technologies and user’s competence
and expertise, recent development in @n@ gical innovations is characterized by reliance on
fast-growing capabilities andjr&@%g use of ICT tools for organisational performance and
service delivery’s. Hence, @srate organisations and government sectors are acquiring and
incorporating digit.ag&d technological devices for providing services and there is growing
interest in te ngggical innovations for secretarial functions and office management related
activities. Digifal competency not only deals with technical skills, but also involves cognitive
and sch&l' and emotional attributes to use technologies for working and living in a digital

environment.

The indicators of digital competence include mastery and proficiency in information processing
and data literacy, communication and collaboration, creation of digital content, safety skills in
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the use of ICT and problem-solving abilities. Information processing and data literacy involves
“browsing, searching and filtering data, information and digital content; evaluating data,
information and digital content; and managing data, information and digital content”.
Communication and collaboration imply “abilities to interact, sharing, engaging in citizenship
and collaborating through digital technologies as well as managing digital identit§’. Digital
content creation involves “developing digital content, integrating and re-e@ing digital
content”. Safety skill component includes “protecting devices, personal %&dprivacy, health
and well-being as well as the environment” while problem solvi ns “solving technical

problems, identifying needs and technological responses, ar@ fying digital competence

gaps™’’. Q
\

A scholar that dealt on ICT and sustainable d;,b rgent in Nigeria, it has been observed
globally that ICT is essential both to erad&goveﬂy and improving human capacity, ICT
advances economic, social, cultural a y Aiﬁcal initiatives in ways that affect all stakeholders
positively when done correc‘[l.y78 @efore, it is the aim of this study to determine how ICT
assist in sustainable dev@n}t This paper used the secondary method of data collection.
Many literatures vyfq&wiewed. It was concluded that ICT can create cost competitiveness
among nation I@s to bring technology to remote areas where traditional technology would
S

have bee %

sustainabl€ development, it must encourage its citizens on the use of ICT to advance innovation

It was therefore recommended that if Nigeria intends to meet up with

and eco-friendly solutions to on-going problems. During the investigation of the effects of
information technology on organisational Performance in Nigerian Banking Industries Nigerian
banks have benefited from global technology innovation’. Introduction of Information and

Communication Technologies (ICT) have affected employee performance and customers’
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responses .This thesis examined customer’s and employee’s responses to technology innovation,
and their effects on the performance of the Nigerian banks. Fifteen (20) major banks were
selected for the research. Two null hypotheses based on sets of questionnaires distributed to
selected banks’ employees and customers were formulated to test whether there is no significant
relationship between technology innovation and customer’s satisfaction; and|, between
technological innovation and Nigerian banks employee’s performance. Four @d and fifty
(450) questionnaires were distributed to customers to test the first hypo}%goﬁt of which 400
were collected which is 88.88% of the distributed questionnaires, Chi ¢ was used to test the
hypothesis. Findings revealed that technological innovatk@n enced banks employee’s
performance, customer’s satisfaction and improvement banks profitability. The study
recommends effective management of technolo%%%lovation for improved employees
performance, customer’s satisfaction, sustain\@ﬁt, increased return on investment, returns

on equity, and to promote competitiven,es@he Nigerian banking industry.

o

A study investigated the inﬂue.na%‘%formation and communication technology skills on office
managers’ performance in industries in Port Harcourt Metropolis®’. The study adopted a
descriptive survey.d& The population for the study consisted of 134 oil and Gas private
industries in g&ﬂarcourt Metropolis, in River State. The sample for the study was 145

responder@a

industries” from the population to get the sample size, purposive simple random sample

¢ and female office managers, 30% was used to select one hundred (100) private

techniques was used to get 145 office managers as sample size. Two research questions were
posed while four null hypotheses were formulated. The instrument used for data collection in the
study was titled "Influence of Information and Communication Technology Skills on Office

Managers’ Performance in Private Industries in Port Harcourt. (ICTOMP)”. A test re-test method
98



was used to obtain and to establish coefficient of stability of 0.77. The data collected for the
study were analyzed using frequency, percentage, mean and standard deviation to answer the
responses of the research questions, while the null hypotheses were tested using z-test. The
findings revealed that computer appreciation skills, database management skills greatly influence
office managers’ performance in private industries in Port Harcourt. Based on the findings; some
recommendation were made: Training in the use of office equipment should b@éd out on a
quarterly basis to increase the knowledge level of managers and subsequsQl)(&hlir performance;
There is need for equipping and keeping other staff of the industry “know” of the use of

modern technological gadgets for easy communication with m ement staffs.

A scholar examined the impact of information t ng on corporate organisations
performance in Nigeria®!. The research explores %&iﬁcance of information technology on
corporate organisation effectiveness and efﬁ@r. The study is empirical as questionnaire was
the primary source of data while res re presented on average, variance and standard
deviation. The target respondent @I\titute specialist in the field of information technology,
specifically Lagos state.%Q}eve the primary aim of this research, forty-five questionnaires
were administered QQ&T specialist, forty was received which were analyzed with the one-way
ANOVA tec i&i‘J\Findings from the research depicted information technology have a
signiﬁcan@f&t on corporate organisations performance in Nigeria. It was recommended;
corpork%)rganisations must prioritize training of personnel and invest massively on IT for
efficiency in operations. Information Communication Technology has been acknowledged as the
building block for any organisation in order to maximize profit, ensure customer satisfaction and
minimize cost®?. This study was aimed to determine the impact of information communication

technology on organisational productivity in the Nigeria banking industry. Questionnaire was
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employed as a method of data collection of the study, while multiple regression analysis was
used to test the hypotheses under study. The result of the study indicates that hardware
component, software component and network have significant and positive impact on
organisational productivity in the Nigeria banking industry. The study recommends that banks
should acquire or make use of modernized and 21th century software, hardware, and fetwork in
order to increase organisational productivity and customer satisfaction whic‘@Q eventually

resulted to diversification of the organisation. &QJ

A scholar assessed technological innovation and digital compe%of secretaries and their
impact on job performance of the secretaries in public institutions in Ogun State,
Nigeria®. A survey of secretaries in public tertiary insti@ns selected from the three senatorial
districts in the State was conducted. Data were cted with the use of questionnaire and
analysed with descriptive and inferential sﬁ\&s. The result indicated remarkable level of
technological innovations and digital ég\slpe nce of secretaries in the surveyed institutions. It
was found that technological i&@%‘[ions and digital competence of the secretaries have
significant bearings on the é%fmance of the secretaries in the face of technology-driven office
and secretarial fuqa@ Thus, it was concluded that effective and efficient functioning of
secretaries an oggwadministrators requires the availability of technological tools, adoption and
use of in&@e technologies and essentially, the competence and up-skilling of the secretaries
for the “ever-changing secretarial functions, office methods, approaches and tools. It is
recommended, among others, that public tertiary institutions in Ogun State and similar
organisations should make the acquisition and adoption of technological innovation a policy and

culture issue to enhance the performance.
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A researcher examined holistically the effects of Information Communication Technology on
employee performance in an organisation®®. This paper reviews some related literature alongside
theoretical framework which have bearing on the subject matter. This paper adopts the
descriptive survey design in achieving the stated objective. The population of this study consists
of 50 staff of the study organisation with the sample size of 34 drawn via simple random
sampling technique. The questionnaire method was used in collecting the data. %ta obtained
was analyzed with particular reference to the research questions using deﬁm\igw statistical tools
such as tables and frequencies. The findings show that out that Info and Communication
Technology has improved the skills of workers in the bank @b improving the employee's
performance, that Information and Communication Technoldgy'has bought new techniques in all
Areas of the Banks by improving the banking ope%@ased on the findings, the researcher
recommended that banks should improve mo@%information technology so as to enhance its
productivity, the use of (ICT) in the banking sector should not only be restricted to the cities

i \ d upon.
b&éﬁéﬁve

In a research on the use o in private universities in Nigeria, it was found that practically all

alone, rural banking should also

of the private inst.i@ employed ICT to manage administrative activities’. The research

found that I(‘i gw.lsed for student enrollment, student record keeping, accounting, general

administr@

reasons Sa#id it was dependable, convenient, and efficient. On the other side, a researcher looked

nd library upkeep. It was claimed that those who used ICT for administrative

at the elements that influence faculty members at tertiary institutions to use ICTs in their
instruction®. They are greatly influenced by factors including computer self-efficacy, relative
benefit, compatibility, and past experience when determining how easy a technology is to use

and how it will be received. In a study on the use of ICT for facilitating teaching and learning in
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Nigerian universities, it was observed that a variety of internet-based applications can be used by
students to complete tasks like course applications, course and examination registration, viewing
exam results, accessing the timetable, and paying university fees®¢. The usage of ICT by staff
employees for services like leave requests, e-forms for different purposes, and personal financial

information pertaining to the institution was also noted. \

O

2.3.2 Self — Efficacy and Skill Development &Q}

A scholar investigated the link between technology adoption a @siness success. They
conducted a survey on 161 business enterprises in Lagos, @rm% The results indicated a
promising relationship between adopting technology and success of micro-entrepreneurs.
Thus, higher technology use increases the chances@?epreneurial businesses to succeed. In
another study, it was examined that succes f@ for online business in Bangkok, Thailand.
The respondents consisted of 180 onlj,ng\' izens®. This prior study indicated that advertising
using social media as the platform stca\l for business success. Furthermore, they also revealed
that the relationship betweer@ology adoption and business success would be mediated by

self-efficacy. A scholar,p med a study to identify the elements that small business owners

will find succes@‘ﬁh gathered information via questionnaires from 199 small business
owners who cipated in the Federal Land Development Authority (FELDA) scheme in
Malayb%gQUtilising the partial least square (PLS) technique, the findings showed that the usage
of technology is associated with small-business success. Additionally, earlier studies showed that

self-efficacy mediates the relationship between technology adoption and firm success.

In a study of the adoption of data-driven decision-making technologies find that

complementarities matter for technology choice, with firms with better educated workers being
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more likely to adopt the new technology®’. However, in an analysis of Spanish manufacturing
firms, it was observed that firms that are more skill-intensive ex ante are less likely to introduce
robots than less skill-intensive firms®!. The difference across these two papers suggests that no
universal patterns can be draw, but that the relationship between human capital and technology
adoption might depend institutional settings that differ across countries or on the n% of new
technologies. In fact, there is a recent literature that argues that the effects@hnological
change are heterogeneous across tasks, and thus across workers’ o&piﬁdns, and across
industrial sectors. It was also stressed that technology is the syste @plication of scientific
knowledge in order to achieve practical results. It entails a co@% of different approaches
to solve a problem. It implies that technology is all abou@thods and the way people apply
them in order to get results. Therefore, we live in 6@%&&% environment where things are
changing fast and for the better technologic ﬂ& due to the growing complexity of modern
day management, the office is also cha,pg{%Secretarial functions such as tying, mailing a letter
that usually takes minutes or hour%ésa\o be carried out in seconds with high speed, accuracy
and perfection. The adve@ information and communication technology which has
revolutionized secretari l\btions and the office. The secretary has to be well equipped to meet

the present challﬁé}%ﬂ the challenges of the future in a contemporary office.

Many exp the Secretarial profession have concluded that there will be changes, dramatic
chanth will reshape the office, and work environment with information and communication
technology, work habits, impact on the personal lives of professionals and the way they work®2.
The information and communication technology has revolutionized the work of the office,
changing work patterns and attitudes of employees and this people are now working towards an

acceptance of change. The objective of this study therefore, is to examine the effect of
103



information and communication technology on secretaries in contemporary organisations. To
achieve this objective, the paper is divided into five interconnected sections. The next section
presents the review of relevant literature. Section three examines the materials and methods used
in the study. Section four presents the results and discussion and the final section examines the
conclusion and recommendations. \

A scholar also examined the extent of use of IT in various small and business
organisations in Brunei Darussalam®3. Their study attempted to assess ty\dgﬂh' and breadth of

IT usage in business. They concluded that the chief executiver @ puter knowledge is

positively associated with the use of IT and that businesses @f rent sectors have different
information processing needs. Calhoun et al. also studim@e impact of national culture on
information technology usage in organisations agbgrted the association between some

organisational characteristics and use of IT. G@ther hand, culture, control and competition

as the constitution of subjectivity, detea@le locus of IT application in organisations®®. These
studies do not consider the relation&"&tween types of software used in organisations and their
internal operations. It is evid m previous studies that types of IT tools in HRM functions

were given due conside a\b. Elliott and Tevavichulada bring some data that shed light on the

types of software@\at ns taking place in HRM and their integration to HRM activities.

Digital co@gcy not only deals with technical skills, but also involves cognitive and social
and erkﬁﬁnal attributes to use technologies for working and living in a digital environment!®,
The indicators of digital competence include mastery and proficiency in information processing
and data literacy, communication and collaboration, creation of digital content, safety skills in
the use of ICT and problem solving abilities. Information processing and data literacy involves

“browsing, searching and filtering data, information and digital content; evaluating data,
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information and digital content; and managing data, information and digital content”.
Communication and collaboration imply “abilities to interact, sharing, engaging in citizenship
and collaborating through digital technologies as well as managing digital identity”. Digital
content creation involves “developing digital content, integrating and re-claborating digital

content”?

. Safety skill component includes “protecting devices, personal data and privacy,
health and well-being as well as the environment” while problem solving@%s “solving

technical problems, identifying needs and technological responses, &dcdehtifying digital
competence gaps”. &

A scholar examined the extent to which programme on ski uisition could enhance youth
employability in Anambra State while another investigdtion on the impact of ICT skills on
graduates on secretarial studies employability in %\éﬁgate%. Likewise, a scholar reviewed the
extent to which acquisition of OTM skills cc%\®ct of predictors towards graduate self-reliance
in Nigeria using content analysis. A @ er look into how secretarial skills and education
could enhance graduates’ self—r%@ for the solving the challenges of unemployment in the
country. However, the au opted content analysis. A scholar examined the inclusion and

relationship betwee

@oyability competencies and OTM curriculum in Nigeria. They authors
based the stu &)ontent analysis. In an examination on the interaction between secretarial
studies or and graduates job demands for self-employment in Ekiti-State. However, despite
those related studies have received significant attention from the body of literature, most of these
studies were based on contents analysis which failed to capture individual opinions on the issues
discussed and that studies on the relationship between secretarial skills and the challenges of

youth unemployment among tertiary institutions in Ogun State have received less attention.
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In a research, the lecturers' attitudes about the use of ICT in the classroom were examined'?®. The
results demonstrate that the lecturers' attitudes have a favorable impact on ICT. Similar research
was conducted on the variables that influence teachers' attitudes about using ICT in teaching and
learning”’. The authors discovered that attitude is the greatest predictor of the teacher's adoption
of ICT and that attitude has a favorable impact on the teacher's decision to utilize&. It was
discovered that a favorable and substantial link between attitude and behaviora@[ion to use.
Therefore, in order to create a new method of management and lecture délivéry to students,
attitude would have a good impact on the behavioral intention o@rs and administrative

personnel to utilize ICT in Bayelsa state tertiary institutions. O

A scholar attempted to determine the relationships bet mathematics teachers’ self-efficacy
in technology integration and TPACK®. They@tnistered a survey questionnaire to 66
secondary school mathematics teachers, and sults indicated that the mathematics teacher’s
self-efficacy with technology integr@& d TPACK were strongly associated. A study
examined the correlation betvzea%%aers’ self-efficacy and ICT infrastructure in schools with
400 teachers from 100 sc @1 India®. The findings showed that teachers’ overall ICT self-
efficacy in three .c@ls identified as technological efficacy, pedagogical efficacy, and
integration ef%gwas moderately low. It was also found that teachers’ perceptions about ICT
infrastmc&@n schools identified as training, ICT equipment, and management were also low.
Signif&of and positive correlations were detected between all three domains of self-efficacy and
three domains of ICT infrastructure. The authors suggested that training and ICT infrastructure
play a vital role in improving teachers’ ICT self-efficacy. A study involved 928 high school
teachers to explore predictors that independently contribute to the technology used for different

teaching purposes, either teacher-led presentations or student-centered teaching!®®. A series of
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multilevel models were used to determine the independent effect of teachers’ pedagogical beliefs,
teachers’ attitudes and beliefs towards technology and teachers’ perceived teaching effectiveness.
The results indicated that teachers’ technology self-efficacy was significantly related to teachers’

use of technology.

2.4 Conceptual Model

Independent Variables Dependent Variables
Digital Adopti
— 2pton Skill Development
Perceived Usefulness Hol
Perceived Ease of Use o
Behavioral Intention to Use Cognitive Stage
Ho3 Associative Stage
Autonomous Stage
Self-efficacy
Mastery Experience Ho2
Vicarious Experience
Social Persuasion

Fig. 2.1: Conceptual Model: Digital Adoption, Self-Efficacy and Skill Development of
Secretaries in Public Universities in Oyo State Nigeria.

Source: Resedreher, 2024

It is pertinént to explain the conceptual model given for this study so as to ensure a crystal and a

precise reading that will lead to a consequent deeper comprehension of the utility of the research

under study. The model proposed links or interactions between the independent and dependent

variables of the study. Digital adoption and self - efficacy are the independent variables while

skill development is the dependent variable. The model suggests that Cognitive stage, associative
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stage and autonomous stage (adopted from Anderson Skill Development Theory, 1985) are the
measures that could determine skill development of secretaries in public universities in Oyo
State, Nigeria. The components of digital adoption are perceived usefulness, perceived ease of
use, behavioral intention to use, while the components of self — efficacy are mastery experience,
vicarious experience and social persuasion. \
The conceptual framework also illustrates the combine influence of digital a@ and self-
efficacy on skill development of secretaries of public universities in Oyo Stat geria. With the
variables this study will look at the influence of digital adoptio ill development; the
hypothesis two will examine the influence of self-efficacy on@ velopment while the third
hypothesis will examine the combined influence of digital ‘adoption and self-efficacy on skills
development of secretaries in public universities in %@%‘te The conceptual model of the study
will be anchored on Skill Development Th o@ch was used to explain skill development;
Technology Acceptance Model used tq&g&jn digital adoption and Bandura self-efficacy theory
was used for self-efficacy. Q\CO\

N

N\

2.5 Summary of Revi &iterature
The review shovs@%!h ¢ have been a number of studies conducted on digital adoption, self -
efficacy and skilhdevelopment of secretaries in public universities in Oyo State, Nigeria. Factors
that hih{e/zkill development of secretaries in Africa, most especially Nigeria have also received
attention. Some of the literature that was revealed that some of the problems of skill development
are lack of motivation, non — availability of digital infrastructure, poor incentive among others.
Some of the literature that were reviewed revealed that the skill development of secretaries could

be poor if the organisations are not ready to encourage the secretaries.
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One significant literature gap is the limited amount of empirical research specifically focusing on
the skill development of secretaries in public universities in Nigeria. While there is a substantial
body of literature on skill development and administration in Nigeria, few studies have directly
examined this specific group. The influence of contextual factors on the skill development of
secretaries in universities, such as institutional policies, management practices, wesource
availability, remains understudied. Understanding how these factors affect skill@gppment can
help in designing effective interventions. With the increasing integray'q{idechnology into
education, there is a gap in research exploring how the use of logy and innovative
administrative methodologies impact the skill development (@ﬁaries in universities. This

includes the assessment of e-learning platforms and their ef@'eness.

QO

Some of the literature that were reviewed may 1 ecific studies that focus exclusively on
secretaries in universities in Nigeria. Man;&@ies may be generalized to various academic
disciplines, and there may be a need fc?t\’éee ch that specifically examines this group. Nigerian
universities may have unique go&e@%l factors that affect digital adoption and skill development
among secretaries, such @equate technological resources, poor incentives, government
policies, funding Cl.l llenges, or regional differences. Research may not adequately address these
specific cont tLQﬁctors. The literature may lack standardized and validated measures for
assessing t tal adoption in Nigerian universities. Developing and validating such measures
could MValuable contribution to the field. There may be variability in how skill development
is measured in different studies, with some relying on training and retraining of secretaries.
Identifying a standardized and reliable metric for assessing skill development in this context
could be a gap in the literature. Many existing studies may be cross-sectional, providing a

snapshot of the relationship between digital adoption and skill development at a single point in
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time. Longitudinal studies that track changes over time could offer deeper insights. Comparative
studies that assess the digital adoption and skill development of secretaries in Nigerian public

universities relative to other countries or academic settings may be limited.

The literature suggests a significant gap in comprehensive studies focusing specifically on
secretaries in Nigerian universities. Most research on self - efficacy in administrati ds to be
broader in scope, making it challenging to draw specific conclusions about ths cular group.
While there is research on self - efficacy in administrative sector of ac é(ic institutions, there
is a need for more detailed studies identifying digital self @y specifically among
secretaries. These self — efficacy might differ from those in ademic disciplines and could
require unique strategies. The literature often highlightsfthe importance of coping mechanisms
for acquiring more skills in digital sector, but few &delve into the specific skills strategies

that secretaries use or need. Understanding W@strategies are most effective for this group is

sl \é.;\&

Technology Acceptance Mode&%ura self-efficacy and Anderson Skill Development theory
were used as theoreticﬁ%&work for this study for the three variables. Anderson Skill
Development the *&lsed to anchor the study for the dependent variable (skill development);
Technology eptance Model backed up the independent variable (digital adoption), and
bandura @ﬁcacy was used to back up the second independent variable (self-efficacy).
However, while some researchers have conducted many studies on skill development among
secretaries, few, in a systematic way, have investigated the impact of digital adoption, self-
efficacy and skill development of secretaries in public universities in Oyo State, Nigeria. From

the available literature, it is apparent that majority of the studies were conducted outside Africa.
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A few of these studies were carried out in Nigeria but not specifically in the public universities in

Oyo State, Nigeria. This is the gap to be filled in this study.

10.
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Chapter Three

Methodology OQ

This chapter presents the method employed in carrying out this study. It g'q tailed research

description of design, the study location and population, the samplig hnique employed, the

sample size, the research instrument, validity and reliability résearch instrument, method
of data collection and the method of data analysis. Q
3.1 Research Design rbb

Descriptive research design survey was lﬁw the study. This is considered useful for this

°
study as it accurately and systematica@s

N

design specifies types and VOIUIQ%data to be collected, methods of data collections, sampling

ibed a population, or phenomenon. This research

methods to be used and % ical tools of analysis to be adopted and generalize the findings on
the population. The @ptive research design was considered suitable in carrying out the study

as it tends to % igate the influence of digital adoption and self-efficacy on skill development

of secreta@ public universities, Oyo State, Nigeria.

N

3.2 Population of the Study
The population of this study comprised of two hundred and twenty-seven (227) secretaries in

Public Universities in Oyo State, Nigeria. The Universities include; University of Ibadan, Ibadan;
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First Technical University, Ibadan; Emmanuel Alayande University of Education, Oyo; and
Ladoke Akintola University, Ogbomoso.
The table below presents the population distribution based on the Public Universities in Oyo

State, Nigeria.

Table 3.1: Population of study OQ

S/N Name of the Public Universities in Oyo State, Nigeria Po?.éiqn of Secretaries

N4
1 University of Ibadan, Ibadan % 91
2 First Technical University, Ibadan QQ 54
3 Emmanuel Alayande University of Education 19

4 Ladoke Akintola University, Ogbomoso b 63

Total @ 227
Sources: &éo\

3.3 Sample and Sampling Te.le S

The sample size for the @as 227. Since the population is moderate in size and relatively
small, the total enu ion sample size was used in the study. The population remains the
sample size, etarles in Public Universities in Oyo State, Nigeria was used. One of the
main ben@ this method is that it allows the researcher to prevent sampling errors. When the
sample ulation is not too large, the complete enumeration or census method is used, which
helps the researcher to conduct a thorough population study, collect data with high precision, and

eradicate errors and bias in sampling'.

3.4 Description of the Research Instrument
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The instrument that was used for data collection in this study is structured questionnaire because
of the high literacy level of the study population. Questionnaire is chosen as the instrument
because it is appropriate in getting to large number of respondents and their dispersion time and
this was adapted and was modified to suit the study. The questionnaire is tagged “Digital
Adoption, Self — Efficacy and Skill Development Questionnaire” (DASESDQ). The study
follows the likert scale design to measure the various constructs of the rese@%odel. The
instrument will be divided into four (4) sections with focus on the Vari'ﬁgw the study. The
sections are: A, B, C and D. Q

Section A: this section elicited information on demographic@ﬁistics of the respondents
which includes; name of institution, gender, age, highe@ademic qualification and work
experience. b’bQ

Section B: this is information on skill devel %f secretaries using standardized scale which
was adapted for the study??. This sect@g&three (3) sub-scales representing each measure for
the variable with a total of eleveé‘é% items. The first sub-scale will be used to measure
Cognitive Stage and it conta'. &:éur (4) items. The second sub-scale will be used to measure
Associative Stage and 'tgains three (3) items. The third sub-scale will be used to measure
Autonomous Staéé:éﬁt onsists of four (4) items. The scale has a four-point Likert scale with
ranked option§: 4= Very High; 3 = High; 2 = Low; 1 = Very Low. Example of the questions are:
(1) the*@a for digital experiment motivates me to participate, (ii) ability to adapt smoothly to
new technology, (iii) ability to apply digital tools to enhance secretarial work.

Section C: this section contained information on digital adoption using standardized scale
adapted for this study*>. This section has three (3) sub-scales with a total of twelve (12) items.

The first sub-scale will be used to measure Perceived Usefulness and it contains four (4) items.
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The second sub-scale will be used to measure Perceived Ease of Use and it contains four (4)
items. The third sub-scale will be used to measure Behavioural Intention to Use and it consists of
four (4) items. The scale has a four-point Likert scale with ranked options: 4 = Very High; 3 =
High; 2 = Low; 1 = Very Low. Example of the questions are: (i) Using digital tool reduces the
time I spend on unproductive secretarial activities, (ii)lt iseasy for me to remember how to

perform tasks using digital tools, (iii)) The knowledge I acquire using dig@%ols remain

superficial. &QJ

Section D: this section elicited information on self-efficacy whic% adapted for the study®’.
This section has three (3) sub-scales. The first sub-scale d mastery experience and it
contains four (4) items. The second sub scale measured \‘@ious experience and it contains three
(3) items while the third sub scale measured socia@:asion and it contains four (4) items. The
scale has a four-point Likert scale with ranke}\\gions: 4 = Very High; 3 = High; 2 = Low; | =
Very Low. Example of the questions &a\éi Confidence in using digital tools to improve my
administrative skills, (ii) Observ@ boss boosts my ability to use web database programming

effectively, (iii) Aid fro@ﬂanager has made the use of digital tools easy to retrieved

document. C:\\%

3.5 Validity @e Research Instrument

To es@%e validity of the instrument that was used for the study, the face and content
validity structures of the questionnaire was established by the Thesis supervisor and two other
experts from Osun State University. Copies of the instrument was given to the project supervisor
and to two other experts who are in the fields of Information Management and Measurement and
Evaluation. These experts examined the instrument in order to point out the researcher’s
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statement that are poorly worded and those that do not agree with the purpose of the study. They
examined the instrument for comprehensiveness, relevance of contents, clarity of instructions
and statements, possible ambiguities, errors and/or omission. The project supervisor and the two
experts also examined the instrument to ensure that the data to be collected using the
questionnaire is useful in answering the research questions and in testing the hypothesw{[hat was
employed for this study. Comments and all the observations made was@%orated in

constructing the final draft of the questionnaire. &QJ

3.6 Reliability of the Research Instrument Q
The reliability of the measuring instrument was don%@h a pilot study. The pilot study helps
to ensure consistency and dependability of tla\\@%and the ability to elicit data that answer the
research question of the study. This wg&ried out by using 20 copies of the questionnaire
which was administered on secretart g?l Osun State University, Osogbo, who are outside the
scope of the study. The dat .@ined was subjected to Cronbach’s alpha test to establish the
internal consistency of Qtems in each of the scale. The result of the Cronbach alpha
coefficient value é%iﬁ'd velopment; 0.843, digital adoption; 0.743 and self-efficacy; 0.712.
O

3.7 M&%g:? Data Collection

An introductory letter was collected from the Head of Department of Information Management,
Lead City University, which was addressed to the authorities of the Public Universities where the
secretaries are working by introducing the survey and the researcher. The letter also described

the reasons for the survey and soliciting the secretaries’ help in promptly filling and returning the
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questionnaire. The promise of anonymity of the respondents and confidentiality of the results
was the content of the questionnaire cover page. The secretaries were properly informed on the
essence of the study, as the data to be collected from them was only to be used for academic
purpose. The two hundred and twenty-seven copies of the questionnaire were administered by
the researcher and with the help of two trained research assistants to the secretaries &e public
universities in Oyo State, Nigeria, that were selected for the study. Foﬁy-@out of the

questionnaire were not returned and one hundred and eighty (180) out &LMO hundred and

twenty-seven were returned. @

3.8 Method of Data Analysis &Q

The data collected for this study was anal g Statistical Package for Social Sciences
(SPSS) version 29. Descriptive statis,tig& frequency counts and percentages was used to
analyze the demographic infomat%%espondents. Frequency counts, percentages, mean and
standard deviation was used yze data to answer research questions 1-3. For the testing of
the null hypotheses, 1nf§ 1 statistics of simple linear regression was used to test hypotheses

1-2, while mult1< ﬁ-{

tested at 0.05 @1 of significance.

\*

ession analysis was used to test hypothesis 3. All the hypotheses was
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Chapter F@Q
Results and Dﬁ@fgn of Findings
This chapter dealt with data presenté@nalysis and the interpretation of the results. The
analysis is guided by the speciﬁc&%&ives and the hypotheses that were formulated in the study.
The first section show%Q\(esentation of the descriptive analysis using tables showing
percentages and im@tion below the tables. Section two presents inferential statistics and
discussion of n@ comes at the later end of the chapter. The results presented were based on

the resear@estions and hypotheses, which the study set out to answer and examine. Data was

analyz%(sing SPSS version 29.

4.1 Data Presentation
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A total of two hundred and twenty - seven (227) copies of questionnaire were administered, and
two hundred and one (201) copies were returned. After sorting the questionnaires one hundred
and eighty (180) copies were certified as duly filled and considered usable. The useable
questionnaire represented 79.30% response rate. The high response rate was recorded as the
researcher administered 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 stu@%e response

results are presented in Table 4.1. &

Table 4.1: Response Rate @

2 S0
Response Rate: CO\ ) Frequency Per cent (%)
Returned and used N A{/‘ 180 79.30%
Not Returned/Returned but Qsed 47 20.70%
No of distributed @naire 227 100%

Source: Fiel rﬁ; Data (2024)

Table{l.Z@fc;Qographic Characteristics of Respondents

Variable,/ Category Frequency Percentage
Gender Male 59 32.5%
Female 121 67.5%
Age 20-25 5 2.8%
26-30 19 10.8%
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31-35 49 27.4%

36-40 43 24.1%

41-45 31 17.0%

46 and above 33 17.9%
Qualification HND/BSc 106 58.9%

MSc. 22 12.2% \

PhD. 30 16.7% Q

Others. 22 12&&/
Work Experience <lyr 35
N

1 —10yr 67
11 —20yr 64 QO 35.6%

21yr and above 14 7.8%

Source: Field Survey Results (2024) ’b&

This section consists of background an@mndents’ information that describes basic
characteristics such as gender of the reégésde ts, age of the respondents, academic qualification,
and years of experience. Table.t 4. %’gents the demographic and personal profile of respondents
used for this study. Dem 1c and personal profile of respondents as shown in table 4.2.
Profile of gender.iq&ed that 59 respondents representing 32.5% were male while 121
respondents T rggtmg 67.5% were female, indicating that most of the respondents were
female. D phic and personal profile of respondents as shown in table 4.2 by age revealed
that SMondents representing 2.8% were between the ages of 20-25years, 19 respondents
representing 10.8% were between 26-30 years, 49 respondents representing 27.4% were between
31-35years, 43 respondents representing 24.1% were between 36-40years, 31 respondents

representing 17.0% were between the ages of 41-45years, and 33 respondents representing
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17.9% were between 46 years and above, indicating that most of the respondents were between

31-35years.

Also, 106 respondents representing 58.9% had HND/BSc. for their education level, 22
respondents representing 12.2% had MSc, 30 respondents representing 16.7% had PhD while 22
others respondents had 12.2%. Furthermore, 35 respondents representing 19.4%Q~AL€SS than
lyears of work experience, 67 respondents representing 37.2% had 1-10 yea(/@perience, 64

respondents representing 35.6% had 11-20 years of experience ile 14 respondents

representing 7.8% had 21years and above experience. %

2
®%
S

Research Question One: W%%the level of skill development of secretaries in public

universities in Oyo State@

Table 4.3: Descri:{(e'\nalysis of Responses on the level of skill development of secretaries

4.2 Research Question

in public uni\& i€s in Oyo State

A -
Cogni@age VH H L VL MEAN
The design of digital skills motivate me 97 66 15 2 3.43
to participate well as a secretary (53.8%) (36.8%) (8.5%) (0.9%)
Digital skills facilitate my 70 87 21 2 3.25

understanding of my duties as a (38.7%) (48.6%) (11.8%) (0.9%)

secretary
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There are enough tools for instructor’s

feedback, on digital skills as a

secretary

There are enough options to improve

my digital skills as a secretary.
Associative Stage

Ability to adapt smoothly to new

technology and to integrate it into

secretarial work

104 67 7 2
(58.0%) (37.3%) (3.8%) (0.9%)
133 40 7 -

(74.1%)  (22.2%) (3.8%)
VH H L VL

3.52

3.70

MEAN

101 56 15 8
(56.1%) (31.1%) (8.5%) (4.2@

Ability to build meaningful knowledge 104 38 17 Sﬁ 3.26
through interaction with digitally (58.0%) (21.2%) (9.4& 1.3%)
available resources O
Technological potentials to solve 37 7 Q 25 111 1.83
information processing problems (20.3%) 8@ (14.2%) (61.8%)
O
O
)
N
Autonomous Stage Aéc)VH H L VL MEAN
Ability to apply digital too ®hance 73 76 20 11 3.17
secretarial work 6 (40.6%) (42.0%) (11.3%) (6.1%)
Ability to use digj\:{%is to enhance 121 49 10 - 3.61
secretaries’ prefessiohal development  (67.0%) (27.4%) (5.7%)
Ability to& digital skills to 98 75 5 2 3.50
dissenti agdnformation (54.7%) (41.5%) (2.8%)  (0.9%)
Ability to wuse digital skills to 106 56 8 - 3.59
implement communication within the (64.2%) (31.1%) (4.7%)
university system
Weighted for Skill Development 3.35
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Decision rule 1.00 — 1.49= Very Low, 1.50 — 2.49= Low, 2.50 — 3.49 = High, 3.50-4.00= Very
High.
Source: Field Survey Data (2024)

According to results in Table 4.3. 53.8% of the respondents rated very high that the design of
digital skills motivates them to participate well as a secretary, 36.8% high, 8.5% lo%d 0.9%
very low. On average, the respondents indicated that the design for digital ex@t motivate
them to participate well as a secretary has a mean of 3.43. Results also )Qg&d that 38.7% of
the respondents rated very high that digital skills facilitate the unde g of their duties as a
secretary, 48.6% high, 11.8% low, and 0.9% very low. On a@&m respondents indicated
that digital skills facilitate my understanding of my dutie@a secretary has a mean of 3.25.
Results also indicated that 58.0% of the respondent very high that there are enough tools
for instructor’s feedback, on digital skills as A@(éary, 37.3% high, 3.8% low, and 0.9% very
low. On average, the respondents indiqa&at there are enough tools for instructor’s feedback,
on digital skills as a secretary haé%m of 3.52. Results also indicated that 74.1% of the
respondents rated very high 1 ere are enough options to improve their digital skills as a
secretary, 37.3% high, a\bJ.S% low. On average, the respondents indicated that there are

enough options t(nﬁ@ my digital skills as a secretary has a mean of 3.70.

Results als@cated that 56.1% of the respondents rated very high that ability to adapt
smootm new technology and to integrate it into secretarial work, 31.1% high, 8.5% low, and
4.2% very low. On average, the respondents indicated that ability to adapt smoothly to new
technology and to integrate it into secretarial work has a mean of 3.39. Results also indicated that
58.0% of the respondents rated very high that ability to build meaningful knowledge through

interaction with digitally available resources, 21.2% high, 9.4% low, and 11.3% very low. On
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average, the respondents indicated that ability to build meaningful knowledge through interaction
with digitally available resources has a mean of 3.26. Results also indicated that 20.3% of the
respondents rated very high that technological potentials to solve information processing
problems, 3.8% high, 14.2% low, and 61.8% very low. On average, the respondents indicated

that technological potentials to solve information processing problems has a mean of&.

According to results in Table 4.3. 40.6% of the respondents rated very high @hty to apply
digital tools to enhance secretarial work, 42.0% high, 11.3% low, 6.1% very high. On
average, the respondents indicated that ability to apply digital too% ance secretarial work
has a mean of 3.17. Results also indicated that 67.0% of ondents rated very high that
ability to use digital tools to enhance secretaries’ prof?{onal development, 27.4% high, and
5.7% low. On average, the respondents indicate’%&bility to use digital tools to enhance
secretaries’ professional development has a@of 3.61. Results also indicated that 54.7% of
the respondents rated very high that ab @se digital skills to disseminate information, 41.5%
high, 2.8% low, and 0.9% VG'WA@&)H average, the respondents indicated that ability to use
digital skills to process an @Tﬂinate information has a mean of 3.50. Results also indicated
that 64.2% of the.rg&dents rated very high that ability to use digital skills to implement

communicatig @ the university system, 31.1% high and 4.7% low. On average, the

respondent ated that ability to use digital skills to implement communication within the

university8ystem has a mean of 3.59.

Overall, the weighted mean for skills development is 3.35 and this suggest that the respondents
agree with many of the statement representing skills development of Secretaries in public

Universities in Oyo State. Despite an overall mean of 3.35 which shows that level of skills
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development of Secretaries in public Universities in Oyo State is moderately high, more effort is
required by the management of public Universities in Oyo State to ensure that the secretaries
operate at an optimum level. This would require consistent training on facilities that would
positively enhance their skills, like present the workers with an enabling environment that allow
for performing increased number of tasks and be responsive to the institutional need.&is should

improve the skills development of Secretaries in public Universities in Oyo StatQQ

Research Question Two: What is the level of digital adoption ecretaries in public

universities in Oyo State? %

&
Table 4.4: Descriptive @ of Responses on the level of digital adoption of secretaries in public

universities in Oyo Stat

€\
Perceived Usefi ew

VH H L VL Mean
Using digit%‘@'saves me time during office 144 25 9 2 3.73
activitie?V 80.2%)  (13.7%)  (5.2%) (0.9%)
Digital tool enables me to accomplish office 49 59 43 29 2.41
tasks more quickly (27.4%) (32.5%) (24.1%) (16.0%)
Using digital tool reduces the time I spend on 79 74 21 6 3.25
unproductive secretarial activities (43.9%) (41.0%) (11.8%) (3.3%)
Using digital tool enhances my job effectiveness 70 62 38 10 3.06

(38.7%)  (344%) (212%)  (5.7%)
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Perceived Ease of Use VH H L VL Mean
The digital tool(s) provide(s) helpful guidance in 28 58 61 33 2.45
performing tasks (15.6%)  (32.1%)  (34.0%)  (18.4%)
It is easy for me to remember how to perform 78 66 24 12 3.17
tasks using digital tools (43.4%) (36.8%) (13.2%) (6.6%)
My interaction with the digital tools is seamless 92 55 28 5 3.30

(50.9%)  (30.7%)  (15.6%) (2.8%)
The digital tool(s) is/are flexible to interact with 112 50 17 1

(62.3%)  (27.8%)  (9.4%) (0.5%
Behavioural Intention to Use VH H L VL @Mean
Digital tools help me to experience things more 95 61 17 x 2.36
actively (52.8%)  (34.0%) (9.4% 03. %)
The knowledge I acquire using digital tools 69 96 1 3.29
remain superficial (38.1%) (53.6% 5%) (0.8%)
The effects of using digital skills are visible in 69 9 13 4 3.27
the short term (38.1%) V) (7.5%) (2.0%)
Using digital skills encourage me to explore 66 %&3 16 5 3.22
situations (3@ (512%)  (9.1%) (2.8%)

VA

Weighted Mean for Digital Adoption {\' D) 3.09

Decision rule: 1.00 — 1.49 = Very Low, 1. 249 = Low, 2.50 — 3.49 = High, 3.50 - 4.00 = Very High.

Source: Field Survey Data (2024) °© A

According to results in %Q4. 80.2% of the respondents rated very high that using digital
tool saves their tim@ng office activities, 13.7% high, 5.2% low, and 0.9% very low. On
average, the r gﬁénts indicated that using digital tool saves their time during office activities
has a me%’biﬁ. Results also indicated that 27.4% of the respondents rated very high that
digital>0/1 enables me to accomplish office tasks more quickly, 32.5% high, 24.1% low, and
16.0% very low. On average, the respondents indicated that digital tool enables me to
accomplish office tasks more quickly has a mean of 2.71. Results also indicated that 43.9% of

the respondents rated very high that using digital tool reduces the time I spend on unproductive
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secretarial activities 41.0% high, 11.8% low, and 3.3% very low. On average, the respondents
indicated that using digital tool reduces the time I spend on unproductive secretarial activities has
a mean of 3.25. Results also indicated that 38.7% of the respondents rated very high that using
digital tool enhances my job effectiveness, 34.4% high, 21.2% low, and 5.7% very low. On

average, the respondents indicated that using digital tool enhances my job effectix@ess has a

mean of 3.06. OQ

According to results in Table 4.4. 15.6% of the respondents rated very that the digital tool(s)
provide(s) helpful guidance in performing tasks, 32.1% high, 34.@ , and 18.4% very low.
On average, the respondents indicated that the digital to ovide(s) helpful guidance in
performing tasks has a mean of 2.45. Results also indic@t at 43.4% of the respondents rated
very high that it is easy for me to remember ho erform tasks using digital tools, 36.8%
high, 13.2% low, and 6.6% very low. On ave he respondents indicated that it is easy for me
to remember how to perform tasks usiég\&g%al tools has a mean of 3.17. Results also indicated
that 50.9% of the responden.ts @Very high that my interaction with the digital tools is
seamless, 30.7% high, 15: 9@/, and 2.8% very low. On average, the respondents indicated
that my interaction. We digital tools is seamless has a mean of 3.30. Results also indicated
that 62.3% o th&e}ondents rated very high that the digital tool(s) is/are flexible to interact
with, 27.8% , 9.4% low, and 0.5% very low. On average, the respondents indicated that the

Q

digital toel(s) is/are flexible to interact with has a mean of 3.52.

Results also indicated that 52.8% of the respondents rated very high that digital tools help me to
experience things more actively, 34.0% high, 9.4% low, and 3.8% very low. On average, the

respondents indicated that digital tools help me to experience things more actively has a mean of
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2.36. Results also indicated that 38.1% of the respondents rated very high that the knowledge I
acquire using digital tools remain superficial, 53.6% high, 7.5% low, and 0.8% very low. On
average, the respondents indicated that the knowledge I acquire using digital tools remain
superficial has a mean of 3.29. Results also indicated that 38.1% of the respondents rated very
high that the effects of using digital skills are visible in the short term 52.4% high, 7.%0% and
2.0% very low. On average, the respondents indicated that the effects of using@%l skills are
visible in the short term has a mean of 3.27. Results also indicated that 3 %(Q.Mhe respondents
rated very high that using digital skills encourage me to explore situati 1.2% high, 9.1% low,
and 2.8% very low. On average, the respondents indicated tha@nﬁgital skills encourage me

to explore situations has a mean of 3.22. Q

QO

In all, the weighted mean for digital adoption is 3 (%t’g this suggest that the respondents rated
high with many of the statement representin@@al adoption that exist in public Universities in

Oyo State. This should improve th&&gl 1 adoption within the public Universities and

consequently affect skills develo@of secretaries in the institutions.

(/\’&
Research Ques@Three: What is the level of self-efficacy of secretaries in public universities in Oyo State?

Table 4.5: scriptive Analysis of Responses on the level of self-efficacy of secretaries in Public
Universitiesin Oyo State

Mastery Experience VH H L VL MEAN
Confidence in using digital tools to improve 74 58 25 24 3.01
my administrative skills (41.0%) (32.1%) (13.7%) (13.2%)
Confidence in using computer effectively 50 58 46 26 2.73
aids multi-tasking (27.8%) (32.1%) (25.5%) (14.6%)
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Knowledge of file security and security 68 38 46 28 2.80
techniques in managing database (37.7%)  (20.8%) (25.5%) (16.0%)
Ability to query different data attributes from 51 62 48 19 2.81
a database (28.3%) (34.9%) (26.4%) (10.4%)
Vicarious Experience VH H L VL MEAN
Observing my boss boosts my ability to use 122 42 16 - 3.59
web database programming effectively (67.9%) (23.6%) (8.5%)
Successful learning from others aids the use 74 46 33 Q&\
of computer storing files (41.0%) (25.5%) (18.4%) (15. /Q
Ability to use MS office effectively through 77 76 23 4(/ 3.25
observation of colleagues (42.9%) (42.0%) ( 12.7%) &4%
Social Persuasion VH H 07 MEAN
Aid from my manager has made the use of 116 53 3.58
digital tools easy to retrieved document. (64.6%)  (29.2%) 1%)
Encouragement from colleagues has made 118 Q 3.60
communication easy with the use of (65.6%) 9‘@ (4.7%) (0.5%)
electronic media 6
People are easily reached in large number 11 3.05
and within a short time using phones, e-mails 5% (50.0%) (13.2%) (6.1%)
etc \(&
Persuasion from supervisors on the val &co 77 10 3 3.42
digital adoption has improves '@: of (50.0%) (42.9%) (5.7%) (1.4%)
digital tools

3.16

Weighted Mean for Self - F‘fMy

Decision rule: 1.00 ery Low, 1.50 — 2.49 = Low, 2.50 — 3.49 = High, 3.50 - 4.00 = Very High.
( Ty g Ty Hig

Source: Fiel é«:y Data (2024)

Accor&'{gﬁ results in Table 4.5. shows that 41.0% of the respondents rated that confidence in
using digital tools to improve their administrative skills, 32.1% high, 13.7% low, and 13.2% very
low. On average, the respondents indicated that confidence in using digital tools to improve their
administrative skills has a mean of 3.01. Results also indicated that 27.8% of the respondents

rated very high that the confidence in using computer effectively aids multi-tasking, 32.1% high,
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25.5% low, and 14.6% very low. On average, the respondents indicated that the confidence in
using computer effectively aids multi-tasking has a mean of 2.73. Results also indicated that
37.7% of the respondents rated very high that knowledge of file security and security techniques
in managing database, 20.8% high, 25.5% low, and 16.0% very low. On average, the respondents
indicated that knowledge of file security and security techniques in managing da&ase has a
mean of 2.80. Results also indicated that 28.3% of the respondents rated very @t ability to
query different data attributes from a database, 34.9% high, 26.4% low, QQQ.A% very low. On
average, the respondents indicated that ability to query different da utes from a database
has a mean of 2.81. Q

According to results in Table 4.5. 67.9% of the responden@ed very high that observing their
boss boosts their ability to use web database prog@&g effectively, 23.6% high, and 8.5%
low. On average, the respondents indicated (Qerving their boss boosts their ability to use
web database programming effectively, %mean of 3.59. Results also indicated that 41.0% of
the respondents rated very high tl%{cla\cessful learning from others aids the use of computer
storing files, 25.5% high, 18. 0 , and 15.1% very low. On average, the respondents indicated

that successful learning others aids the use of computer storing files has a mean of 2.92.

Results also indiﬁe‘}ﬁ 42.9% of the respondents rated very high that ability to use MS office
effectively th@h observation of colleagues, 42.0% high, 12.7% low, and 2.4% very low. On
averag\\t/z)respondents indicated that ability to use MS office effectively through observation

of colleagues has a mean of 3.25.

According to results in Table 4.5. 64.6% of the respondents rated very high that aid from their
manager has made the use of digital tools easy to retrieved document, 29.2% high, and 6.1% low.

On average, the respondents indicated that aid from their manager has made the use of digital
140



tools easy to retrieved document has a mean of 3.58. Results also indicated that 65.6% of the
respondents rated very high that encouragement from colleagues has made communication easy
with the use of electronic media, 29.2% high, 4.7% low, and 0.5% very low. On average, the
respondents indicated that encouragement from colleagues has made communication easy with
the use of electronic media has a mean of 3.60. Results also indicated that 3%‘% of the
respondents rated very high that people are easily reached in large number a@&hin a short
time using phones, e-mails etc, 50.0% high, 13.2% low, and 6.1% ve loggl)n average, the
respondents indicated that people are easily reached in large num e@d within a short time
using phones, e-mails etc has a mean of 3.05. Results a@%ated that 50.0% of the
respondents rated very high that persuasion from superviso@ the value of digital adoption has
improves usage of digital tools, 42.9% high, 5.70/% and 1.4% very low. On average, the

respondents indicated that persuasion fror@sors on the value of digital adoption has

improves usage of digital tools has a W@AZ.

N\
Overall, the weighted mean for @ffzcacy is 3.16 and this suggest that the respondents rated
high with many of the stat representing self - efficacy of secretaries in public Universities
in Oyo State. Aligp@th the issues identified, management should ensure all secretaries go
for regular tr 'ni&}l self - efficacy, provide financial support for the acquisition of skill to
enhance %{Q skills development and guaranty a transparent system that ensure training

opport&es is reflective of the categories of secretaries in the institutions.

4.3 Test of Hypotheses

The null hypothesis one which states that there will be no significant influence of digital

adoption on skills development of secretaries in public universities in Oyo State was tested using
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multiple linear regression analysis. In the analysis, the values of skills development were
regressed on the values of digital adoption sub-measure. The data for digital adoption
(independent variable) was generated by summing responses of all variable items respectively
while that of skills development of Secretaries (dependent) was generated by adding responses of

all items used to measure the variable. The regression test results are presented in Tablgs 4.6a-c

Table !g]6a%Summary of regression analysis for the influence of digital adoption on skills
develop t of secretaries in public universities in Oyo State

a. Model Summary

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

1 5832 339 331 28384
a. Predictors: (Constant), perceived useful, perceived ease of use and behavioural intention to use
b. ANOVA
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Model Sum of Squares df Mean Square F Sig.

1 Regression 6.169 2 3.085 38.287 .000°
Residual 12.004 210 .081
Total 18.173 212

a. Dependent Variable: Skills Development
b. Predictors: (Constant), perceived useful, perceived ease of use and behavioural intention to use
c. Coefficients

Standardized
Unstandardized Coefficients Coefficients
Model B Std. Error Beta t Sig.
1 (Constant) 1.851 .186 9.960 .000
PU
356 .047 .520 7.637 .000
PEU 111 .042 178 2.615 .010
BIU 230 101 201 1.167 .000

a. Dependent Variable: Skills Development Note: PU = Perceived Usefulness, PEU = Perceived Ease
of Use, BIU = Behavioural Intention to Use

Source: Field Survey Data (2024) @0

From the results in Table 4.6a, digitaé}%h%ﬁon has averagely strong-positive and statistically
significant relationship with tpe @ evelopment of Secretaries in public Universities in Oyo
State (R = .583, p<0.05). \efﬁcient of determination (Adj. R?) of 0.331 shows that digital
adoption explains %& of the variation in skills development of Secretaries in public
Universities i @ State, while the remaining 66.9% variation in skills development of
Secretarie@&lained by other extraneous factors other than those examined in this study.
Table Mpresents the results of ANOVA (overall model significance) of regression test which
revealed that digital adoption has a significant influence on skill development of Secretaries in

public Universities in Oyo State. This can be explained by the F-value (38.287) and low p-value

(0.000) which is statistically significant at 95% confidence interval. Hence, the result posited that
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digital adoption in public Universities in Oyo State significantly influenced the skill development

of Secretaries in the institutions.

Furthermore, the results of regression coefficients in table 4.6c, revealed that at 95% confidence
level, a unit change in perceived usefulness will lead to a 0.356 increase in skill development of
Secretaries in public Universities in Oyo State, given that all other factors are held@qnt. Also,
a unit change in the perceived ease of use will lead to a 0.111 increase in sKil elopment of
Secretaries in public Universities in Oyo State, given that all other fa &sqe held constant. Of
all the three measures of digital adoption examined in this study, thi%eived usefulness has the
higher relative influence on skill development of Secretarigs™ lic Universities in Oyo State
and the influence is statistically significant. On the s th of this result (Adj. R? = 0.331,

F(2,210)= 38.287, p= 0.000), this study rejects tb&éﬂ hypothesis one (Hol) which states that
there will be no significant influence of di 1}\&optlon on skill development of Secretaries in

public Universities in Oyo State, Nigeé\'

The null hypothesis two Whic.k@es that there will be no significant influence of self-efficacy
on skills development ofgtaries in public universities in Oyo State was tested using multiple
linear regression Q.JQQSG In the analysis, the values of skills development were regressed on the
values of selféfﬁcacy sub-measure. The data for self - efficacy (independent variable) was
genera{Kd/%y summing responses of all variable items respectively while that of skills
development of Secretaries (dependent) was generated by adding responses of all items used to
measure the variable. The regression test results are presented in Tables 4.7a-c.

Table 4.7a-c: Summary of regression analysis for the influence of self-efficacy on skills
development of secretaries in public universities in Oyo State
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a. Model Summary

Std. Error of the
Model R R Square Adjusted R Square Estimate
1 6912 478 467 25316
a. Predictors: (Constant), Master Experience, Vicarious Experience, Social Persuasion

b. ANOVA?

Model Sum of Squares df Mean Square F Sig.

1 Regression 8.638 3 2.896 45.183 .000°
Residual 9.486 209 064
Total 18.173 212

a. Dependent Variable: Skills Development
b. Predictors: (Constant), Master Experience, Vicarious Experience, Social Persuasion

c. Coefficients

Unstandardized Standardized
Coefficients Coefficients

Model B Std. Error Beta t Sig.

1 (Constant) 1.664 .159 10.449 .000
Master Experience -.026 .031 -.057 -.840 402
Vicarious 230 045 406 5.125 .000
Experience
Social Persuasion 302 056 397 5.375 .000

a. Dependent Variable: Skills Development
Source: Field Survey Data’\2024)

From the results in $fable 4.7a, self - efficacy has strong-positive and statistically significant

relationship with the”Skills Development of Secretaries in public Universities in Oyo State (R =

0.691, p<@08): The coefficient of determination (Adj. R?) of 0.467 shows that self - efficacy

predicts 46.7% of the changes in Skills Development of Secretaries in public Universities in Oyo

State, while the remaining 53.3% variation in skills development of Secretaries is explained by

other external factors other than those examined in this study. Table 4.7b presents the results of

ANOVA (overall model significance) of regression test which revealed that self - efficacy has a
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significant influence on Skills Development of Secretaries in public Universities in Oyo State.
This can be explained by the F-value (45.183) and low p-value (0.000) which is statistically
significant at 95% confidence interval. Hence, the result posited that self - efficacy in public

Universities in Oyo State significantly influenced the Skills Development of Secretaries in the

institutions. \

Furthermore, the results of regression coefficients in table 4.7c, revealed tha@@ confidence
level, a unit change in mentoring will lead to a 0.230 increase 1 ills Development of
Secretaries in public Universities in Oyo State, given that all other%s are held constant. Also,
a unit change in the social persuasion will lead to a 0.2 ase in skills development of
Secretaries in public Universities in Oyo State, given th@l other factors are held constant. Of
all the three measures of self - efficacy examined=inthis study, vicarious experience and social

persuasion has statistically significant infl e@n skills development but mastery experience
has an insignificant relative inﬂuen%& so, social persuasion has the highest relative
influence followed by Vicariqu@rience. On the strength of this result (Adj. R’ = 0.467,
F(3,209)= 45.183, p= 0@%\13 study rejects the null hypothesis two (Ho2) which states that
there will be no sigls&lt influence of self - efficacy on skills development of Secretaries in
public Univer 'tieg.H\Oyo State, Nigeria.

The null ’b%sis three which states that there will be no significant influence of digital
adopti&nd self - efficacy on skill development of Secretaries in public universities in Oyo
State was tested using multiple linear regression analysis. In the analysis, the values of skill

development were regressed on the values of digital adoption and self - efficacy. The data for

digital adoption and self - efficacy (independent variable) were generated by summing responses
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of all variable items respectively while that of skill development of Secretaries (dependent) was

generated by adding responses of all items used to measure the variable. The regression test

results are presented in Tables 4.8a-c.

Table 4.8a-c: Summary of regression analysis for the influence of Digital Adoption and Self
— Efficacy on Skills Development of Secretaries in public Universities in Oyo State

a. Model Summary

Std. Error of the

Model R R Square Adjusted R Square Estimate
1 .625° 391 382 27265
a. Predictors: (Constant), Digital Adoption, Self — Efficacy
b. ANOVA
Sum of
Model Squares df Mean Square F Sig.
1 Regression 7.097 2 3.548 47.733 .000°
Residual 11.076 210 074
Total 18.173 212
a. Dependent Variable: Skills Development
b. Predictors: (Constant), Digital Adoption, Self — Efficacy
c¢. Coefficients
Unstandardized Standardized
Coefficients Coefficients
Model B Std. Error Beta t Sig
1 (Constant) 1.708 183 9.355 .000
Digital Adoption 234 068 279 3451 001
Self - Efficacy 290 057 414 5.113 .000

a. Dependent Variable: Skills Development

Source:\Eield Survey Data (2024)

From the results in Table 4.8a, Digital adoption and self - efficacy has strong-positive and

statistically significant relationship with the skills development of Secretaries in public

Universities in Oyo State (R = 0.691, p<0.05). The coefficient of determination (Adj. R?) of
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0.382 shows that digital adoption and self - efficacy predicts 38.2% of the changes in skills
development of Secretaries in public Universities in Oyo State, while the remaining 61.8%
variation in skills development of Secretaries is explained by other external factors other than
those examined in this study. Table 4.8b presents the results of ANOVA (overall model
significance) of regression test which revealed that digital adoption and self - effigacy has a
significant influence on skills development of Secretaries in public Universit@QOyo State.
This can be explained by the F-value (47.733) and low p-value (0.00 v&uﬁ is statistically
significant at 95% confidence interval. Hence, the result posited al adoption and self -
%

efficacy in public Universities in Oyo State s1gn1ﬁcant1y in

é\

Furthermore, the results of regression coefﬁcient;@ble 4.8c, revealed that at 95% confidence

the skills development of

Secretaries in the institution.

level, a unit change in digital adoption will to a 0.234 increase in skills development of
Secretaries in public Universities in O%’\S\m given that all other factors are held constant. Also,
a unit change in self - efficacy \Q%d to a 0.290 increase in skills development of Secretaries
in public Universities in %Qte given that all other factors are held constant. Further analysis
shows that self - efﬁ‘&has higher contribution to skills development of Secretaries in public
Universities 1 ate than the digital adoption. On the strength of this result (Adj. R>= 0.382,

F(2,210)= l§3 p= 0.000), this study rejects the null hypothesis two (Ho3) which states that
there VMe no significant influence of digital adoption and self — efficacy on skills development

of Secretaries in public Universities in Oyo State, Nigeria.

4.4 Discussion of Findings

This result of the research question one show that despite a weighted mean of 3.35 which shows

that level of skills development of Secretaries in public Universities in Oyo State is moderately
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high, more effort is required by the management of public Universities in Oyo State to ensure
that the secretaries operate at an optimum level. This would require consistent training on
facilities that would positively enhance their work, like present the workers with an enabling
environment that allow for performing increased number of tasks and be responsive to the

institutional need. This should improve the skills development of Secretarie&in public

Universities in Oyo State. 02

This result of the research question two show that that level of digital adoption in public
Universities in Oyo State is moderately high, the underlining iss iScovered suggest a lot of
effort is needed to ensure that within public Universities in ate, they consistently provide
an enabling digital environment that guarantee skills c@o ment improvement. Specifically,
management of public universities in Oyo St %’egd to address issues of technological
utilization for the secretaries, acquire up-t(@ office technology and develop an effective
organisational structure that can effecti’@ cate task to secretaries to avoid overload of work.
This should improve the digi}a@nnment within the public Universities and consequently
affect skills development @taries in the institutions. This result of the research question
three posited that Slgs&a weighted mean of 2.88 which shows that level of self-efficacy of

secretaries in %ubcgy\iversities in Oyo State is fairly high.

The fi di@ng hypothesis one reveal that digital adoption have significant influence on skills
development of Secretaries in public Universities in Oyo State, Nigeria. Hence, the findings of
hypothesis one found support in prior empirical studies. For instance, a scholar covered 40
randomly selected modern business organisations within Port-Harcourt, Nigeria and its environs.

40 secretaries were used for the study'. 3 instruments namely the modern office technology
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availability (MOTA), modern office technology and secretary’s usage (MOTSU) and modern
office technology and secretary’s productivity (MOTSP) were developed and used for the study.
Mean and Chi-square were used to analyzed the data collected. The findings of the study
revealed the availability of modern office technological gadgets in private business organisations,
their use by secretaries cause increase in productivity. A scholar examined critically the
equipment found in an automated office and how it has actually assured the qu Qerformance
of the secretary?. A total of 3600ffice Technology and Management gﬂd selected from
public and private organisations in Delta South Senatorial District f @ the population of the
study. The sample of this study consisted of 108 gradu@o%Ofﬁce Technology and
Management. The information collected from the res@nts was grouped together for
meaningful analysis of the data using simple percen@%ggestions were made as to what the
Office Technology and Management grad@t do in order to get the best out of an
automated office. In a quantitative apprg&m questionnaires were sent to middle and upper-
level business managers in Durb waZulu-Natal. They discovered that modern office
technology makes signiﬁc@fference in a workplace. Office technologies enhance
performance and this ca ly be seen if the office is equipped with relevant and needed
technologies. Th@%ﬂl stressed that there is a strong correlation between the right use of

office technol@s and positive change in management performance.

O

In res%ﬁtﬁ during the examination of the influence of office automation on secretaries’
effectiveness in the state owned universities in Ogun State’. Four (4) research questions were
answered in line with the objective of the study. A structured questionnaire was designed and
validated. Data collected were analyzed using regression analysis at 0.05 level of significance.

The result of the findings indicated that there was no significant influence of office automation
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on secretaries’ interpersonal skills, personal quality, professional behaviour and job-related skills.
It was recommended among others that Secretaries should attend seminars, conferences and
workshops to develop themselves in the area of information technologies and Microsoft office
packages. In a research on the value of technical training mentions that the value lies within a
manager and his team*. Collective vision, knowledge and skills sets have a wider &act than
any technology. The training and development function is becoming increasin@%portant to
have in businesses, because managers need to be prepared to use technol y(a)he extent that it

benefits their organisation. Managers today have a variety of tool chniques for dealing
%

with time management and resource issues. These tools must l@ integrated with the overall
management system in order to manage the business within@ausiness performance parameters

of work quality, timing and resources’ utilization. ’bQ

(o

It was shown in a study that the magnitude\\@peed at which technology has advanced and
changed in management practice OV&G\S years has been stunning’. The management of
technology can make a differgn&%&e is no reason to believe that the current rate of change
will slow down, and there @e big challenge is to harness this newly emerging technology
for the benefit of pn‘&ﬁ Technological advances have positive effect on our quality of life,
and this trendais &pﬂcted to keep on increasing. It was stated that new technology advancement
is reshap@usiness industries where every business will need technology to compete
succes%lfy. In recent years, we have seen many of these technological changes; some are
merely evolutionary, while others are more revolutionary becoming firmly entrenched in the way
our organisations will need to deal with the social world. A researcher found that many

secretaries lack the communication technology skills required in the various offices and this has
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greatly affected their performance®. The effect of office automation is to increase organisational

productivity by redefining the office work and improve the quality and accuracy of output.

A scholar submit that administrative efficiency and job performance of secretaries and other
office personnel rely heavily on the availability of modern technologies and user’s competence
and expertise, recent development in technological innovations is characterized Q‘é&ance on
fast-growing capabilities and increasing use of ICT tools for organisation(/@)rmance and
service delivery’. Hence, corporate organisations and government %Q are acquiring and
incorporating digital-based technological devices for providing es and there is growing
interest in technological innovations for secretarial functj office management related
activities. Digital competency not only deals with tech@l skills, but also involves cognitive
and social and emotional attributes to use techngdlogies for working and living in a digital

o
environment. The indicators of digital (@tence include mastery and proficiency in

information processing and data litera\&o munication and collaboration, creation of digital
content, safety skills in the use @ nd problem-solving abilities. Information processing and
data literacy involves “browsing, searching and filtering data, information and digital content;
evaluating data, inf@on and digital content; and managing data, information and digital
content”. Co mgjyjtion and collaboration imply “abilities to interact, sharing, engaging in
citizenshiQ ollaborating through digital technologies as well as managing digital identity”.
DigitaMtent creation involves “developing digital content, integrating and re-elaborating
digital content”. Safety skill component includes “protecting devices, personal data and privacy,
health and well-being as well as the environment” while problem solving means “solving
technical problems, identifying needs and technological responses, and identifying digital

competence gaps”s.
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A scholar that dealt on ICT and sustainable development in Nigeria, it has been observed
globally that ICT is essential both to eradicate poverty and improving human capacity, ICT
advances economic, social, cultural and political initiatives in ways that affect all stakeholders
positively when done correctly®. Therefore, it is the aim of this study to determine how ICT
assist in sustainable development. This paper used the secondary method of data ‘collection.
Many literatures were reviewed. It was concluded that ICT can create cos@etitiveness
among nations. It helps to bring technology to remote areas where tradiw{@lhnology would
have been costly. It was therefore recommended that if Nigeri ds to meet up with
sustainable development, it must encourage its citizens on the@%T to advance innovation
and eco-friendly solutions to on-going problems. During investigation of the effects of
information technology on organisational Perfoma&%&igerian Banking Industries Nigerian
banks have benefited from global technol ignOvation'?. Introduction of Information and
Communication Technologies (ICT), v&affected employee performance and customers’
responses. This thesis examined cué\‘@%s and employee’s responses to technology innovation,
and their effects on the per&@we of the Nigerian banks. Fifteen (20) major banks were
selected for the resea&%o null hypotheses based on sets of questionnaires distributed to

selected banks’ @

relationship @een technology innovation and customer’s satisfaction; and between

es and customers were formulated to test whether there is no significant

techncﬂ%g/%d innovation and Nigerian banks employee’s performance. Four hundred and fifty
(450) questionnaires were distributed to customers to test the first hypothesis out of which 400
were collected which is 88.88% of the distributed questionnaires, Chi square was used to test the
hypothesis. Findings revealed that technological innovation influenced banks employee’s

performance, customer’s satisfaction and improvement in banks profitability. The study
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recommends effective management of technological innovation for improved employees’
performance, customer’s satisfaction, sustainable profit, increased return on investment, returns

on equity, and to promote competitiveness in the Nigerian banking industry.

A study investigated the influence of information and communication technology skills on office
managers’ performance in private industries in Port Harcourt Metropolis'!. The s opted a
descriptive survey design. The population for the study consisted of 134 (1/@ Gas private
industries in Port Harcourt Metropolis, in River State. The sampl the study was 145
respondent's male and female office managers, 30% was used to Sﬁ%ne hundred (100) private
industries from the population to get the sample size ive simple random sample
techniques was used to get 145 office managers as sar@ size. Two research questions were
posed while four null hypotheses were formulate '@fgstrument used for data collection in the
study was titled "Influence of Information%&ommunication Technology Skills on Office
Managers’ Performance in Private Ind%&&s Port Harcourt. (ICTOMP)”. A test re-test method
was used to obtain and to eszal&@)efﬁcient of stability of 0.77. The data collected for the
study were analyzed usin ency, percentage, mean and standard deviation to answer the
responses of the r.es& questions, while the null hypotheses were tested using z-test. The
findings revea&(&a}:omputer appreciation skills, database management skills greatly influence
office ma@& performance in private industries in Port Harcourt. Based on the findings; some
recomMation were made: Training in the use of office equipment should be carried out on a
quarterly basis to increase the knowledge level of managers and subsequently their performance;
There is need for equipping and keeping other staff of the industry on the “know” of the use of

modern technological gadgets for easy communication with management staffs.
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A scholar examined the impact of information technology on corporate organisations
performance in Nigeria!?2. The research explores the significance of information technology on
corporate organisation effectiveness and efficiency. The study is empirical as questionnaire was
the primary source of data while results were presented on average, variance and standard
deviation. The target respondents constitute specialist in the field of information t&chnology,
specifically Lagos state. To achieve the primary aim of this research, foﬂy-ﬁ@%stionnaires
were administered to the IT specialist, forty was received which were ang(&ﬁith the one way

ANOVA technique. Findings from the research depicted info technology have a
significant impact on corporate organisations performance ®§ It was recommended,
corporate organisations must prioritize training of persor@and invest massively on IT for
efficiency in operations. Information Communicatiob nology has been acknowledged as the
building block for any organisation in order @lile profit, ensure customer satisfaction and
minimize cost!'®. This study was aimed s&termine the impact of information communication
technology on organisational prod@&cxa\y in the Nigeria banking industry. Questionnaire was
employed as a method of de@lection of the study, while multiple regression analysis was
used to test the hypo Q under study. The result of the study indicates that hardware
component, soff(.ai\\c ponent and network have significant and positive impact on
organisational@ductivity in the Nigeria banking industry. The study recommends that banks
shouldx@'e or make use of modernized and 21th century software, hardware, and network in
order to increase organisational productivity and customer satisfaction which will eventually
resulted to diversification of the organisation.

The findings of hypothesis two reveal that self - efficacy have significant influence on skills

development of Secretaries in public Universities in Oyo State, Nigeria. Hence, the findings of
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hypothesis two found support in prior empirical studies. For instance, A scholar investigated the
link between technology adoption and business success. They conducted a survey on 161
business enterprises in Lagos, Nigeria!4. The results indicated a promising relationship between
adopting technology and the success of micro-entrepreneurs. Thus, higher technology use
increases the chances of entrepreneurial businesses to succeed. In another study, it was,examined
that success factors for online business in Bangkok, Thailand. The respondents@&sted of 180
online netizens'. This prior study indicated that advertising using social d the platform is
vital for business success. Furthermore, they also revealed t relatlonshlp between
technology adoption and business success would be medi %self-efﬁcacy A scholar
performed a study to identify the elements that small busine$s gwners will find successful. They
gathered information via questionnaires from 199 s%@ness owners who participated in the
Federal Land Development Authority (FEL @me in Malaysia'®. Utilizing the partial least

square (PLS) technique, the findings ,sls&i that the usage of technology is associated with

small-business success. Additiona c%rlier studies showed that self-efficacy mediates the

relationship between technol@pﬁon and firm success.

In a study of .tb&%ioption of data-driven decision-making technologies find that
complementar'tie(mﬁ ter for technology choice, with firms with better educated workers being
more like dopt the new technology'’. However, in an analysis of Spanish manufacturing
ﬁrms,Ns observed that firms that are more skill-intensive ex ante are less likely to introduce
robots than less skill-intensive firms. The difference across these two papers suggests that no
universal patterns can be draw, but that the relationship between human capital and technology
adoption might depend institutional settings that differ across countries or on the nature of new

technologies. In fact, there is a recent literature that argues that the effects of technological
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change are heterogeneous across tasks, and thus across workers’ occupations, and across
industrial sectors. It was also stressed that technology is the systematic application of scientific
knowledge in order to achieve practical results. It entails a combination of different approaches
to solve a problem. It implies that technology is all about methods and the way people apply
them in order to get results. Therefore, we live in a competitive environment where{hings are
changing fast and for the better technologically and due to the growing comp@of modern-
day management, the office is also changing. Secretarial functions such & mailing a letter
that usually takes minutes or hours has to be carried out in second high speed, accuracy
and perfection. The advent of information and comm %technology which has
revolutionized secretarial functions and the office. The secre@f has to be well equipped to meet

the present challenges and the challenges of the futugb%ntemporary office.

(&

Therefore, many experts in the Secretarial prbfg on have concluded that there will be changes,
dramatic changes that will reshape t?%\ e, and work environment with information and
communication technology, Wo&@%ts, impact on the personal lives of professionals and the
way they work!8. The inf%@\n and communication technology has revolutionized the work of
the office, changing’&pattems and attitudes of employees and this people are now working
towards an a epﬁ,g} of change. The objective of this study therefore, is to examine the effect
of inform &d communication technology on secretaries in contemporary organisations. To
achiev&s objective, the paper is divided into five interconnected sections. The next section
presents the review of relevant literature. Section three examines the materials and methods used

in the study. Section four presents the results and discussion and the final section examines the

conclusion and recommendations.
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A scholar also examined the extent of use of IT in various small and medium business
organisations in Brunei Darussalam!®. Their study attempted to assess the depth and breadth of
IT usage in business. They concluded that the chief executive’s computer knowledge is
positively associated with the use of IT and that businesses in different sectors have different
information processing needs. Calhoun et al. also studied the impact of national{ulture on
information technology usage in organisations and reported the associatio@veen some
organisational characteristics and use of IT. On the other hand, culture, %&Jnd competition
as the constitution of subjectivity, determine the locus of IT applicati organisations. These
studies do not consider the relationship between types of softw, ﬁn organisations and their

internal operations. It is evident from previous studies tha@es of IT tools in HRM functions

were given due consideration. Elliott and Tevavich@%ring some data that shed light on the

types of software applications taking place inh\@nd their integration to HRM activities.

Digital competency not only deals wi@ical skills, but also involves cognitive and social
and emotional attributes to use Q@}logies for working and living in a digital environment?,
The indicators of digital conipetence include mastery and proficiency in information processing
and data literacy, gq&nicaﬁon and collaboration, creation of digital content, safety skills in
the use of IC agl.ptoblem-solving abilities. Information processing and data literacy involves
“browsin%’@'bching and filtering data, information and digital content; evaluating data,
informbhﬁ and digital content; and managing data, information and digital content”.
Communication and collaboration imply “abilities to interact, sharing, engaging in citizenship
and collaborating through digital technologies as well as managing digital identity”. Digital
content creation involves “developing digital content, integrating and re-claborating digital

content”. Safety skill component includes “protecting devices, personal data and privacy, health
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and well-being as well as the environment” while problem solving means “solving technical

problems, identifying needs and technological responses, and identifying digital competence

gaps”.

A scholar examined the extent to which programme on skills acquisition could enhance youth
employability in Anambra State while another investigation on the impact of kills on
graduates on secretarial studies employability in Rivers State?!. Likewise, a @reviewed the
extent to which acquisition of OTM skills could act of predictors towards‘graduate self-reliance
in Nigeria using content analysis?>. A researcher look into how s%nal skills and education
could enhance graduates’ self-reliance for the solving the ges of unemployment in the
country. However, the author adopted content analysisBQ\ scholar examined the inclusion and
relationship between employability competencies @fg M curriculum in Nigeria. They authors
based the study on content analysis?*. In an@inaﬁon on the interaction between secretarial
studies or OTM and graduates job deméj@ self-employment in Ekiti-State. However, despite
those related studies have rece}v&@iﬁcan‘[ attention from the body of literature, most of these
studies were based on con alysis which failed to capture individual opinions on the issues
discussed and that.s;&s on the relationship between secretarial skills and the challenges of

youth unempl among tertiary institutions in Ogun State have received less attention.

Ina re@%e lecturers' attitudes about the use of ICT in the classroom were examined?. The
results demonstrate that the lecturers' attitudes have a favorable impact on ICT. Similar research
was conducted on the variables that influence teachers' attitudes about using ICT in teaching and
learning?®. The authors discovered that attitude is the greatest predictor of the teacher's adoption
of ICT and that attitude has a favorable impact on the teacher's decision to utilize ICT. It was

159



discovered that a favorable and substantial link between attitude and behavioral intention to use.
Therefore, in order to create a new method of management and lecture delivery to students,
attitude would have a good impact on the behavioral intention of lecturers and administrative

personnel to utilize ICT in Bayelsa state tertiary institutions.

The findings of hypothesis three reveal that digital adoption and self - efficacy hqﬂniﬁcant
influence on skills development of Secretaries in public Universities in Q}@ate, Nigeria.
Hence, the findings of hypothesis three found support in prior empiric &Qies. For instance, A
scholar assessed technological innovation and digital competence %retaries and their impact
on job performance of the secretaries in public tertiary ingi in Ogun State, Nigeria®®. A
survey of secretaries in public tertiary institutions selec@sfrom the three senatorial districts in
the State was conducted. Data were collected w%%@’buse of questionnaire and analysed with
descriptive and inferential statistics. The F@indicated remarkable level of technological
innovations and digital competence ofé’&%ﬂes in the surveyed institutions. It was found that
technological innovations and.dg%;\ompetence of the secretaries have significant bearings on
the performance of the ries in the face of technology-driven office and secretarial
functions. Thus, it yvq&lcluded that effective and efficient functioning of secretaries and office
administrator re&u’}s the availability of technological tools, adoption and use of innovative
technolog'@f@sg essentially, the competence and up-skilling of the secretaries for the ever-
changi&*(ﬁcretarial functions, office methods, approaches and tools. It is recommended, among
others, that public tertiary institutions in Ogun State and similar organisations should make the
acquisition and adoption of technological innovation a policy and culture issue to enhance the

performance.
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A researcher examined holistically the effects of Information Communication Technology on
employee performance in an organisation®. This paper reviews some related literature alongside
theoretical framework which have bearing on the subject matter. This paper adopts the
descriptive survey design in achieving the stated objective. The population of this study consists
of 50 staff of the study organisation with the sample size of 34 drawn via simple random
sampling technique. The questionnaire method was used in collecting the data. %ta obtained
was analyzed with particular reference to the research questions using deﬁm\igw statistical tools
such as tables and frequencies. The findings show that out that Info and Communication
Technology has improved the skills of workers in the bank @b improving the employee's
performance, that Information and Communication Technoldgy'has bought new techniques in all
Areas of the Banks by improving the banking ope%@ased on the findings, the researcher
recommended that banks should improve mo@%information technology so as to enhance its
productivity, the use of (ICT) in the banking sector should not only be restricted to the cities

i \ d upon.
b&éﬁéﬁve

In a research on the use o in private universities in Nigeria, it was found that practically all

alone, rural banking should also

of the private inst.i@ employed ICT to manage administrative activities’®. The research

found that I(‘i gw.lsed for student enrollment, student record keeping, accounting, general

administr@

reasons Sa#id it was dependable, convenient, and efficient. On the other side, a researcher looked

nd library upkeep. It was claimed that those who used ICT for administrative

at the elements that influence faculty members at tertiary institutions to use ICTs in their
instruction®!. They are greatly influenced by factors including computer self-efficacy, relative
benefit, compatibility, and past experience when determining how easy a technology is to use

and how it will be received. In a study on the use of ICT for facilitating teaching and learning in
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Nigerian universities, it was observed that a variety of internet-based applications can be used by
students to complete tasks like course applications, course and examination registration, viewing
exam results, accessing the timetable, and paying university fees*?. The usage of ICT by staff
employees for services like leave requests, e-forms for different purposes, and personal financial

information pertaining to the institution was also noted. \

A scholar attempted to determine the relationships between mathematics te@self-efﬁcacy

in technology integration and TPACK*. They administered a su uestionnaire to 66
secondary school mathematics teachers, and the results indicated ¢ mathematics teacher’s
self-efficacy with technology integration and TPACK rongly associated. A study

examined the correlation between teachers’ self-efﬁcaC)qu CT infrastructure in schools with
400 teachers from 100 schools in India**. The ﬁ%@ showed that teachers’ overall ICT self-
efficacy in three domains identified as t 10g1ca1 efficacy, pedagogical efficacy, and
integration efficacy was moderately 1o ms also found that teachers’ perceptions about ICT
infrastructure in schools identifi &%&rammg, ICT equipment, and management were also low.
Significant and positive co ns were detected between all three domains of self-efficacy and
three domains of IC %astructure. The authors suggested that training and ICT infrastructure
play a vital r leg_)nproving teachers’ ICT self-efficacy. A study involved 928 high school
teachers tQQQe predictors that independently contribute to the technology used for different
teachir%rposes, either teacher-led presentations or student-centered teaching®®. A series of
multilevel models were used to determine the independent effect of teachers’ pedagogical beliefs,
teachers’ attitudes and beliefs towards technology and teachers’ perceived teaching effectiveness.
The results indicated that teachers’ technology self-efficacy was significantly related to teachers’

use of technology.
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The findings of this study equally aligned with the expectation of skill development theory where
skill acquisition was explained into three phases of development as cognitive stage which was
thought to represent the earliest phase of learning in which the learner attempts to formulate a
representation of "what to do" by experimenting with different strategies and verbalizing the
content of what is practiced. The associative stage also involved some of the same pr&ses seen
in the cognitive stage, but in this phase a learner used evaluative methods to co@the desired
movement to the actual outcome. This evaluation is carried out to mo&&d strengthen the
representation of the task and make minor adjustments to the strate '@:d. In this phase there
is a focus on "how to do" the task. The autonomous stage is (@% to be the final phase of
skill development. After establishing what to do and ho@ do the task, adaptations occur
leading to more stability and economy of effort. Th omous stage is characterized by non-

conscious, highly automatic processes. @

In addition, the findings aligned wit}g%«o tcome of Badura on the concept of self-efficacy
which is an individual's beliefs @d his/her control on the events that affect his/her life3.
These beliefs about self-e%@re realized by means of four different processes. These include
cognitive (thinking @ purposes), motivational (determining aims and working to realize
them), behavi ra({_}e perceived dealing efficiencies) and selective (preference and creating
environm d activities)*’. Self-efficacy/effectively determines the thinking styles, feelings,
motivmal conditions of individuals by comparing his/her required performance and capacity.
Individuals with higher self-efficacy/efficiency are more persistent to reach their goals, and they
perceive the difficulties as situations to be managed and overcome rather than situations to be
refrained from. Therefore, on the strength of the support found in prior existing studies with this

present study’s result, the study can conclude that digital adoption and self - efficacy have
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positive and significant influence on skills development of secretaries in Public Universities,

Oyo State, Nigeria.
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| &
Chapter Five O’\

Conclusion

This chapter presents and discusses the summary of findin sclusions and provides useful

recommendations, contributions to knowledge and sugge&n or further studies.

b’b
5.1 Summary of Findings fb
\O

The main objective of this study is to ip@te the influence of digital adoption, self — efficacy
on skills development of secretari@&%’ublic Universities in Oyo State. The study has five
chapters so as to achieve its @objective. The chapter one presented the background to the
study which affirms that stment in digital technology and training motivate secretaries of
Public Universitié:RKQy State to be satisfied with their job and eventually to yield seamless
skills develo @t. Several studies have been done on digital adoption, self — efficacy and skills
devel g’ Also, empirical submission has been made about digital adoption and self-efficacy
to enhance skills development of secretaries in tertiary institutions and to be motivated to work
diligently however scholars have recommended the need for more studies on digital adoption and
self-efficacy in tertiary institutions especially to tackle the matters arising from technological

handling of secretaries.
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The data generated were sorted, coded, and analyzed to establish the statistical significance of

the influence of digital adoption and self-efficacy on skills development of secretaries of public

universities in Oyo State, Nigeria, and final acceptance of the 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: \

1.

5.2

The level of skills development of Secretaries is moderately high in p@lversities in
Oyo State. &

The level of digital adoption in public universities in Oyo iS"oderately high.

The level of the self-efficacy of Secretaries is moc%@in public universities in Oyo
State. Q

Digital adoption (perceived usefulness, per;b ease of use and behavioural intention to

use) used by public universities &Q’o State significantly influenced the skills
tion

development of secretaries in tléi@y .

Self - efficacy (maste&%&erience, vicarious experience and social persuasion) of
secretaries in p&@ niversities in Oyo State significantly influenced the skills
developm T@sretaries in the institutions.

Digita@p 1on (perceived usefulness, perceived ease of use and behavioural intention to
us@a self - efficacy (mastery experience, vicarious experience and social persuasion)
of secretaries in public universities in Oyo State significantly influenced the skills

development of secretaries in the institutions.

Conclusion
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Many institutions regardless of their size have in principle that development of the staff is
important for success and for skill update especially in digital technology. The essence of skills
development is significant when it comes to defining success of an institution, the need to
enhance digital skilling among sectaries and improve their efficacy is critical because it is key to
improved productivity. On the other hand, self-efficacy influence skills development by helping
to enhance employee skills, knowledge and abilities in order to achieve the i\@ons set out
objectives. Improving digital skills make them to be attractive to work a&ngventually result

in improved productivity among secretaries of public universities in ate, Nigeria.

5.3  Recommendations Q

Based on the findings in this study, the following ret:o@dations were made:

1. Management of public universities in Oy \@eed to ensure that all factors that aid quality
of job and timely completion of job&ecretaries should be made available so as for the
secretaries to improve their per@cﬁe.

2. Factors that would enhan .®tal technology skills among secretaries of public universities
in Oyo State, Nigeri Qld be made available by the management.

3. Managementéfi%ﬂ%c universities in Oyo State should encourage secretaries of the
instituti%Qimprove their self-efficacy attributes by orientating them on the importance of
di@{&hnology.

4. Since digital adoption positively and significantly influence skill development of secretaries,

the management of public universities in Oyo State should make their environment digitally

attractive for the secretaries.

170



5. Since self-efficacy positively and significantly influence skill development of secretaries in
public universities in Oyo State, management of these universities should focus on
organizing and sponsoring secretaries for more training on secretarial skills to enhance
administrative performance of the secretaries.

6. With a strong positive of digital adoption and self-efficacy on skill devel&ment of
secretaries, management of public universities in Oyo State must C(@QQ to adopt

appropriate measures towards improving the technological equipnythd also organize

training programmes for them to development their secretarial %@

O

This study offers significant contribution to literature cor@tglly, theoretically, and empirical.

o)

Conceptually, the study focused on identifying literature pertaining to digital adoption,

5.4 Contribution to knowledge

self-efficacy and skill development. The }& tual framework of this study equally offers
conceptual contribution as it was con@by the researcher to analyze the gaps identified in
literature. The model combing \endent variables (digital adoption and self-efficacy) and
dependent variable (ski%%\opment) with measures ranging from dimensions of digital
adoption (perceivedﬁ\{%;lness, perceived ease of use and behavioural intention to use), self -
efficacy meas& astery experience, vicarious experience and social persuasion) and skill

develo ognitive stage, associative stage and autonomous stage). The model also can be
Pm% g g g g

adapteh(suite future studies.

Empirically, the study was able to add to recent literature on the interaction among digital
adoption, self-efficacy and skill development. Though, studies on digital adoption, self — efficacy
and skill development abound in develop economy context, however empirical study from
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developing countries like Nigeria seems to be few in this regard. This mean not much is known
about using training digital adoption and self — efficacy to reinforce skill development of
secretaries in public universities in Oyo State, Nigeria. Hence by the findings of the three null
hypotheses examined, the study become a basis for reference for future study on digital adoption,
self — efficacy and skill development. Moreover, the study provides findings which lgscholars

can use to buttress the empirical submissions in their study. 02

Overall, these above-mentioned points lay emphasis on the fact that thi dy offers significant

contribution to knowledge and has practical implication for& anagement of public
universities in Oyo State, Nigeria. QQ

5.5 Suggestions of Further Research ,bQ
This study focused on influence of digital ado ¢ self — efficacy on skill development of
secretaries in public universities in Oyo%t Nigeria. Nevertheless, to further broaden the

frontiers of knowledge, the following @%G\(') studies are suggested for further research.

Q

1. The present stud}@carried out in only public universities in Oyo State, further

studies in th& of digital adoption, self — efficacy and skill development can as

well Iﬁ:}

t eéowledge gained from this work to all universities in the State and possible the

out in private universities in Oyo State also so as to be able to extend

\/Qéuthwestern part of the country.
2. This study investigated digital adoption and self — efficacy and on development of
secretaries of public universities in Oyo State, Nigeria, a comparative study with
tertiary institutions in Oyo State and among other staff may be considered in the

nearest future.
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3. 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 1

Q
90
N@ RELIABILITY

Hypothesis One
Model Summary
Adjusted R Std. Error of
Model R R Square Square the Estimate
1 5832 339 331 28384

a. Predictors: (Constant), Digital é‘doption B, Digital Adoption P

A\

O

S

D

ANOVA?
Sum of

Model Squares Df Mean Square F Sig.
1 Regression 6.169 2 3.085 38.287 .000°

Residual 12.004 149 .081

Total 18.173 151
a. Dependent Variable: Skill Development
b. Predictors: (Constant), Digital Adoption B, Digital Adoption P

Coefficients?
I Model Unstandardized Coefficients | Standardized t Sig.
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Coefficients
B Std. Error Beta
1 (Constant) 1.851 186 9.960 .000
Digital Adoption B 356 .047 520 7.637 .000
Digital Adoption P A11 .042 178 2.615 .010
a. Dependent Variable: Skill Development
Hypothesis 2 ,\Q
Model Summary
Adjusted R Std. Error of
Model R R Square Square the Estimate
1 6912 478 467 25316
a. Predictors: (Constant), Self-Efficacy T, Self-Efficacy S, Self-
Efficacy M
ANOVA?
Sum of
Model Squares Df Mean Square F Sig.
1 Regression 8.688 3 2.896 45.183 .000°
Residual 9.486 148 .064
Total 18.173 151
a. Dependent Variable: Skill Development
b. Predictors: (Constant), Self-Efficacy T, Self-Efficacy S, Self-Efficacy M
Coefficients®
Standardized
Model Unstandardized Coefficients | Coefficients t Sig.
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B Std. Error Beta
1 (Constant) 1.664 159 10.449 .000
Self-Efficacy S -.026 031 -.057 -.840 402
Self-Efficacy M 230 .045 406 5.125 .000
Self-Efficacy T 302 .056 .397 5.375 .000

a. Dependent Variable: Skill Development

Hypothesis 3

QN
Model Summary
Adjusted R Std. Error of
Model R R Square Square the Estimate
1 .625° 391 382 27265

a. Predictors: (Constant), Digital Ad’({%ion, Self-Efficacy

T
@

ANOVA?
Sum of
Model Squares Df Mean Square F Sig.
1 Regression 7.097 2 3.548 47.733 .000°
Residual 11.076 149 .074
Total 18.173 151

a. Dependent Variable: Skill Development
b. Predictors: (Constant), Digital Adoption, Self-Efficacy

Model

Coefficients?
Standardized
Unstandardized Coefficients [ Coefficients
B Std. Error Beta

Sig.
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1 (Constant) 1.708 183 9.355 .000
Digital Adoption 234 .068 279 3.451 .001
Self-Efficacy .290 .057 414 5.113 .000

a. Dependent Variable: Skill Development

Reliability

Skill Development

Reliability Statistics

Cronbach's
Alpha

N of Items

.843

14

Digital Adoption

Reliability Statistics

Cronbach's
Alpha N of Items
743 9

>V

Self-Efficacy

Reliability Statistics

Cronbach's
Alpha

N of Items

712

16
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Appendix II Q

Lead City Univer %adan
Faculty of Communication an rmation Management

Department of Im@ ion Management
.®ti0nnaire
Dear Respondent, @

I am a student in the Depart % of Information Management of Lead City University, pursuing
the MSc. in Officg Kmﬁlnformation Management. At present, I am conducting research on:

Digital Adoption@

Oyo State, Nigenia. This questionnaire is designed to gather data for the thesis. Be rest assured
that tli\s{ academic exercise and the researcher shall be guided by research ethics of

fficacy and Skill Development of Secretaries in Public Universities in

anonymity and confidentiality. Kindly provide a response that appropriately reflects your

personal opinion about the issues under investigation as it affects your organisation.

Thank you

Abu Helen Bamidele
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Section (A): Demographic Data of Respondents Q

This section intends to gather data on the respondents to d@ Researcher on the varied employees in
the public organisations under study.

Instruction: Please, tick (V) at the appropriate@rs to the questions asked below.

1. Name of institution: 4
2. Gender: a. Male () b. Female ( ’\,
3. Age: a.20-25years ( ) b. 26— \rs ( )c.31-35years ( ) d. 36 —40 years e. 41 -

45 f. 46 and above ( ) Q
4. Qualification: a. HND/B.'S\XX Yb.M.Sc.( )c.Ph.D.( ) d. Other..........
5. Work Experience: a. than 1 year ( ) b. 1-10years ( )c. 11-20years ( ) d. 21 years
and above ()

[ ]
Section (B): Wha<1s’®'el of skill development of secretaries in public universities in Oyo State,

Nigeria? 6

The st en%rg this section concerns Skill Development of secretaries as applicable to your university.
Please%tate the extent to which you agree or disagree with each statement in relation to your
institution. (Answer by selecting one of the alternatives)

4 = Very High; 3 = High; 2 = Low; 1 = Very Low

Cognitive Stage VH H L VL
4 3

The design of digital Skills motivates me to participate well as a
secretary

Digital skills facilitate my understanding of my duties as a
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secretary
3 | There are enough tools for instructor’s feedback, on digital skills
as a secretary
4 | There are enough options to improve my digital skills as a
secretary.
11 Associative Stage VH H L VL
4 3 2 1
5 | Ability to adapt smoothly to new technology as a secretary
6 | Ability to build meaningful knowledge through interaction with
digitally available resources 4
7 | Technological potentials to solve information processing problems L O
I Autonomous Stage VH H N VL
4 3 (N2 1
8 | Ability to apply digital tools to enhance secretarial work L
9 | Ability to use digital tools to enhance secretaries’ professional AN
skill development \§ >
10 | Ability to use digital skills to disseminate information P
11 | Ability to use digital skills to implement communication within U
the university system Q
Section (C): What is the level of digital adoption of secre@ public universities in Oyo State,
Nigeria? 66
The statement in this section concerns digital adopti pplicable to your university. Please indicate the
extent to which you agree or disagree with each\statement in relation to your university. (Answer by
selecting one of the alternatives). ° 5&
4=Very %: High; 2 = Low; 1 = Very Low
2,
I Perceived Usefulness VH H L VL
4 3 1
1 | Using digital tool save 'mevduring office activities
2 | Digital tool enables(ne\Q\!ceomplish office tasks more quickly
3 | Using digital to duces the time I spend on unproductive
secretarial activi
4 | Using d%t enhances my job effectiveness
1 v Perceived Ease of Use VH | H | L | VL
4 3 2 1
5 The digital tool(s) provide a helpful guidance in performing tasks
6 It is easy for me to remember how to perform tasks using digital
tools
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7 My interaction with the digital tools is seamless
8 The digital tool will be flexible to interact with
I Behavioural Intention to Use VH H L VL
4 3 2 1
9 Digital tools help me to experience things more actively.
10 | The knowledge I acquire using digital tools remain superficial
a,
11 | The effects of using digital skills are visible in the short term. Q\
o=\ &
12 | Using digital skills encourage me to explore situations . ( J
&V
Section (D): What is the level of self-efficacy of se&%es in public universities in Oyo State,
Nigeria? @
The statement in this section concerns self - ?Aicy as applicable to your organisations. Please indicate
the extent to which you agree or disagre each statement in relation to your university. (Answer by
selecting one of the alternatives).
4= V\Q h; 3 = High; 2 = Low; 1 = Very Low
Q\‘ VH H L VL
. }\* 4 3 2 1
I ‘ Mastery Experience
AN
1 Confidence in u@digital tools to improve my administrative
skills
2 Confideneg in using computer effectively aids multi-tasking
3 Knowledge of file security helps in managing database
efficiently
4 Ability to query different data attributes from a database
11 Vicarious Experience VH H L VL
4 3 2 1
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5 Observing my boss boosts my ability to use web database
programming effectively
6 Successful learning from others aids the use of computer storing
files
7 Ability to use MS office effectively through observation of
colleagues
I1I Social Persuasion VH H { VL
4 3 Qz 1
Fam\. G
8 Aid from my manager has made the use of digital tools easy to \J
retrieved document. & ( b
9 Encouragement from colleagues has made communication easy N
with the use of electronic media
10 | People are easily reached in large number and within a short »
time using phones, e-mails etc.
N)
11 v

Persuasion from supervisors on the value of digital adoption haQ

improves usage of digital tools i\?’b
P
’@ndix I
i %‘\C’ Biodata

A. Personal Data
1. Full Name:

¢

Q%u HELEN BAMIDELE (NEE EDIBO)

Address: No 11, Adelola Estate,
Arulogun Road, Ajobo, Ojoo, Ibadan.
E-mail address: helenabu68@gmail.com

O

E@Birth and Place of birth:
E

No of Children & their Ages:
Name and Address of Spouse:

2.

3. S Female
4. Marital Status: Married
5. Nationality: Nigerian
6.

7.

Phone no: 08029185588, 08146061791

24 August, 1968, Arigidi Akoko

5 Children, 29, 29, 28, 23, & 19
Abu Adekunle Stephen, Address: No 11, Adelola Estate,

Arulogun Road, Ajobo, Ojoo, Ibadan.

8. Date of Assumption of Duty in
current Establishment:
9. Status on first appointment in current

January, 1998
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Establishment: Confidential Secretary

10. Present Position: Manager

11. Date of Last Promotion: 2021

11. Date of confirmation of appointment: June 1998

12. Faculty: U.l. Ventures Limited, University of Ibadan

13. Department: U.l. Printing Press, University of Ibadan, Ibadan

B. Educational Background
1. Educational Institutions Attended with Dates and Qualification:

i. Primary Education: Baptist Day Primary School, Arigidi Akoko (1976.~1980)
ii. Secondary Education:  (a) Mount Carmel Secondary School Ikare Akoko (1980 -1986)
(b) Okota High School Arigidi Akoko, (1987 -1988)

iiii. Higher Educational Institutions Attended with Dates & Qualifigatioh

The Polytechnic Ibadan, Ibadan 1989-1991 OND Secketarial Administration

Ondo State Polytechnic Owo 1994 — 1996 HNB'Seeretarial Administration

University of Ibadan, Ibadan 2005-2007 Masters in Managerial Psychology

Lead City University Ibadan 2018 -2020,B.S¢’ Office and Information
Management

Lead City University Ibadan 202 LétiN date M.Sc. in view Office and

laformation Management
C. Award and Fellowship

(1.) Fellow, National Institute of Office Administrators and Information Managers (NIOAIM)

(2.) Member International Professignal Managers Association (IPMA) UK

(3.) Graduate member, Institute of Rexrsonality Development and Customer Relationship
Management IPD-CRM

Work Experience with Dates:

(1) Akoko North Local Government Secretariat, Ikare-Akoko (3 months Industrial Attachment 1990)

(2) Ogsaco Steel Construction Company, 107, Fadeyi Bus Stop, Igbobi Yaba Lagos 1991-1992

Position: Secretary/Receptionist

Duties: Typing of Document
Attending to visitors/making and receiving calls
Making arrangement for various meetings in the company
In-charge of the business centres unit of the company

(3) Finance and Communication Ltd 37, Princes Street, Jankara, Lagos January, 1993 — December,

1993
Position: Secretary/Marketing Assistant
Duties: Typing of Document

Receiving visitors/Telephone calls
Sourcing for jobs for the Company
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(4) U.L Consultancy Services Unit, University of Ibadan, (N.Y.S.C.) 1997

(5)  U.lL Consultancy Services Unit, University of Ibadan 2005 - 2008

Position: Confidential Secretary
Status Assistant Manager
Duties: Coordinating of various Seminars/Workshop of the unit

Administering of training programme
Prepare training proposals
Carry out all Secretarial duties among which are Q\
(i) Typing of documents O
(ii) Attending to visitors <
(iii) Filing of documents &
(iv) Receiving Telephone calls Q
(6) U.l. Ventures Ltd, Consultancy Services Unit, University of Ibada$

Position: Manager 2008 — May 2024
Duties: Sourcing for Contract on behalf of the Company,

Coordinating the Activity of Consultancy Servicés Unit
Distributing the Unit’s annual brochure ndar
25( e

Supervising various training program% Unit.

Supervision of various project an t of the Unit
Represent the Company in and o Nigeria
(7) U.l. Printing Press, University of Ik@adan
Position: Manager June 2024 t@te
Duties: Overseeing the irs’of all printing work in the University for quality work and timely
delivery
Coordinatin staff of the factory and ensuring the quality of work done by each staff

Safeglax1 g the Equipment and all the machines in the printing house and coordinating
thg s&q ity’to ensure that no theft of any kind in the factory and in the premises of the
rinting press.

C. Pu@ions:
\Rh/ is/Dissertations

1. The Role of Secretarial Staff in an Organisation, A case study of Akoko North Local Government
Secretariat, lkare Akoko, to the Department of Secretarial Studies in partial fulfilment of
National Diploma in Secretarial Studies. 1991.

2. Factors Influencing Effective Job Performance of Secretaries. A case Study of Institute of
Tropical Agriculture (I | T A), Ibadan. In partial fulfiiment of Higher National Diploma in
Secretarial Administration, 1996.
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3. The Influence of Participatory Management Style and Organizational Communication Climate on
the Performance of Employee in U.l. Ventures Limited. A thesis submitted in partial fulfilment
of the Requirement for the award of the Masters in Managerial Psychology Degree.

4. Secretarial Profession and Career Growth in the Civil Service in Oyo State. A research project
submitted to the Department of Office and Information Management, Lead City University,
Ibadan. October, 2020.

Publications:

(1) Motivational Strategies and Job Performance of Office Managers in Federal P, ﬁmcs in
South West Nigeria

International Journal of Office Administration and Information Manage&? JOAIM) Vol 3,
issues 2, December, 2023 ISSN: 2955-1269 (Print) and ISSN: 2955- (online)

Books/Monographs: %Q
Authored Books:

Edited Books: O\lil
Contribution to Books Q Nil
Published Refereed Conference Proceedings: Nil

Book Reviews and Commentaries in Scholarly Jo:n%Q Nil

Technical Reports Nil
Creative Work Nil
Notable Scholarly or Professional Accom@ents Nil

Major Conference/Workshops l(?ded
1. The Roles of Supervisoré n Organisation, A two-day work shop organized by U.lL

Consultancy Serwcesk‘% . Ventures Limited. 14 - 15 March, 2002
2. 2004 Staff Develo \;1 rogramme in-house training organized by U.l. Ventures Limited
November 30 D er 4, 2004
3. Workshop o ging Consultancy Assignment organized by Centre for Management
Developm ’% ) Nov. 08 — 12, 2010
4, Gener | rvisory Management Workshop organized by Centre for Management
nt (CMD) June 25 - 29, 2007
5. IE PSA Workshop organized by KPMG at Sarova White Sands Hotel Mombasa Kenya
& 21 September, 2012
\K/ fice Technology and Management Curriculum and ICT Human Capacity Building for
Sustainability organized by Institute of Business and Office Administrators of Nigeria 7-8
September, 2016
7. Southwest Business Summit organized by the 100/10 Academy: Theme Personal
Development and Wealth Creation October 1%, 2019
8. National Conference of National Institute of Office Administrators December 2021
9. Mandatory Professional Trainers’ Development Workshop 25 -27 April, 2022

Service in Lead City University Nil
Service within the Faculty Nil
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(3)

Service outside the University (Local, State, National or International)  Nil

Extra-Curricular Activities
Others

Names and Addresses of Referees

Mr. Philip O. Areo,

Former Managing Director,
U.l. Ventures Limited,
University of Ibadan

Mr. C.0. Akinnayajo,
Management Consultant,
University of Ibadan,
Ibadan.

Professor A. Olatunbosun,
Department of Electrical Electronics,
University of Ibadan,

Ibadan.

Abu H. Bamidele
November, 2024
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iversity Compliance Certificate

N

This is to cer@ this thesis written by Helen Bamidele ABU, matric number

LCU/PG/00 @in the department of Information Management, Lead City University, Ibadan is

in full\&ﬂance with the University format and style.
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