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Abstract

This abstract provides a concise overview of a study conducted to assess the Information
Handling Capability, Communication Skills, and Task Performance of Administrative Staff in
Public Polytechnics in Edo State, Nigeria. The research aims to explore the intersection of these
critical factors in the context of educational institutions. Information Handling Capability is
evaluated in terms of the staff's proficiency in processing, managing, and utilizing information
relevant to their roles. Communication Skills are assessed through an examination of verbal and
written communication abilities, interpersonal skills, and the use of modern communication
technologies. Three research questions were raised and two null hypotheses were
level of significance. The study adopted the descriptive survey design. A total tion of 219
staff and administrators in the polytechnics in Edo States were used for the A structured
and validated questionnaire was used to collect data for the study and reliabthity/co-efficient for
the construct is 0.911.Mean and Linear Regression were used to an e research question
and determine the homogeneity of respondents’ responses. The hyp%j@ were tested using P-

Values at 0.05 level of significance. The hypothesis shows tha Information Handling
Capability and Communication skill are significant with T erformance with P-value of
0.0002 and 0.000.The findings also revealed that ther positive correlation between
Information Handling Capability, Communication Skills,¥and Task Performance among
administrative staff. High levels of information litera effective communication positively
influence task performance. The study also explor ential areas for improvement, such as
targeted training programs to enhance informati ndling skills and communication strategies.
This research contributes to the understan the factors influencing the performance of
administrative staff in educational insﬁi% s, providing insights that can inform policies and
interventions to optimize the functioni& blic Polytechnics in Edo State, Nigeria.

Keywords: Administrative S@mmunication Skills, Information Handling Capability,Public
Polytechnics, Task Perfo .

Word Count: 29(@
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Chapter One

Introduction

1.1 Background to the Study

The task performance of administrative staff in public polytechnics has been a topic of
interest in the field of education and management. Public polytechnics are educational
institutions that offer technical and vocational education and training pro Q%’ prepare
students for the workforce. Administrative staff play a critical role in the Sticcess of these
institutions. These institutions provide a critical link between @ion and industry by
producing highly skilled and competent graduates who %the demands of the labor
market. They are responsible for managing and Qating various aspects of the
polytechnics, including admissions, student e%Qﬁnancial management, and facilities
maintenance. The quality of their task rmance can impact the efficiency and
effectiveness of the polytechnic. Ta Xerformance simply refers to the extent to which

an individual performs their {G%dutles effectively and efficiently'. High-quality work

performance in these‘@ requires highly knowledgeable and technically skilled

employees®?. Q
These em&%ﬂust also be in optimal physical and mental states in order to obtain
g

and maintaii high levels of alertness, vigilance and situational awareness, and thus able
to@l their tasks effectively®.Task performance can be defined as the effectiveness
with which an employee performs activities that contribute to the organization’s technical
core, either directly by implementing a part of its technological process, or indirectly by
providing it with needed materials or services®. Authors divided job performance into two

categories: task and contextual performance®. Task performance denotes an



organization’s central technical process to successfully produce services and goods. Thus,
task performance involves the quantity and quality of the output of employees. Task
performance depends on how effective the activities that employees carry out are and
their connection to the organization’s objectives’. When dealing with task performance,
the central consideration is whether workers perform according to the organization’s
expectations depending on what needs to be achieved®. Every activity th tQ&yees do
needs to be related to the organization’s goals. To meet the individual and*6rganizational
goals, all stakeholders, including managers, subordinates, @ggues, vendors, and
customers, must communicate effectively. Effective co %tion allows them to talk
and plan regarding the role played by each individ rds the attainment of common
goals’. When the organization’s goals are e@eholders and individuals associated
with that organization also tend to be “Therefore, for organizations to prosper
through maximum productivity, the >\$need to ensure that employees are performing
N

at their best. \CO\

Performance may den@%ﬁevement, accomplishment, the outcome of an action,
behavior, the tas@ or the use of a method, instrument or abstract concept. In the

literature, g@itions vary depending on the usage and context of study. For example,
r

task p ance can mean the main work tasks (that is, basic or technical) that play a
ce@role and should be performed according to the competence of the worker!?.

There are three measures adapted for task performance which include, Commitment,
Clarity and challenging goals. Regarding commitment to work, individuals must be

dedicated to their task and put in the effort required to achieve their goals. This means

that goals must be seen as important and meaningful to the individual, and they must be



ready to make sacrifices and overcome obstacles in order to achieve them. For clarity,
setting specific goals provides a clear target for individuals to work towards. Goals
should be clearly defined and measurable not ambiguous or vague so that progress can be
tracked. Setting challenging goals can motivate individuals to work harder and strive for
better performance. However, goals should also be achievable, as setting gﬁthat are
too difficult can lead to frustration and a lack of motivation. The three es'for task
performance explained above have been widely researched and ha@ found to be
effective in many settings, including education, sports, and the@c ace. It is often used
by managers to motivate employees and increase pe@&, and by individuals to
achieve personal and organizational goals. Q

The performance of administrative staff is c 'ti@he overall success of the institution,
and any impediment to their commitment rk can have a significant impact on their
productivity, efficiency, and effecti }ess in carrying out their tasks. Factors such as

.

motivation, job satisfaction‘&@k environment, leadership style, and training and
development opporturﬂ'\Q%ﬁ all influence the commitment of administrative staff to
work. If any of m%%tors are lacking or inadequate, it can lead to a decrease in the
staff's m @ and engagement levels, resulting in reduced productivity and
perforndance. Therefore, it is important to understand the factors that contribute to
aﬁ@trative staff's commitment to work and identify any challenges or obstacles that
may hinder their performance. Addressing these challenges and providing a conducive
work environment, proper motivation and job satisfaction, training and development
opportunities, and effective leadership can enhance the commitment of administrative

staff to work, improve their performance, and ultimately contribute to the success of the



public polytechnic. However, probable factors that may influence Task performance of
administrative staff in public polytechnics in Edo State are Information handling
capability and Communication skills.

Information handling capability refers to employee’s ability to effectively collect, process,
analyze, store, and disseminate information. This capability is critical for the smooth
functioning of the organization and the achievement of its objectives. &a studies
have investigated the information handling capability of administfative staff in
polytechnics. A study conducted, assessed the informatio@&dling capability of
administrative staff in a Nigerian polytechnic. The stu und that the staff had
moderate information handling capability, and i 1€d factors such as inadequate
training and poor information infrastructur iers to improving their capability!2.
Another study examined the informat%@fng capability of administrative staff in a
Malaysian polytechnic. The study }kl that the staff had good information handling
capability, but identified the { or further training and development to enhance their
skills and knowledge'?s \AQ

Furthermore, a ‘study™ investigated the impact of information technology on the
informatio @ng capability of administrative staff in polytechnics in Bangladesh.
The st@ und that the use of information technology had a positive impact on the
st@apability, and recommended the adoption of more advanced technologies to
further improve their capability'4. The studies highlight the importance of information
handling capability for administrative staff in polytechnics, and the need for training,
development, and infrastructure improvements to enhance their capability. A recent study

explored the relationship between information handling capability and task performance



among librarians in Nigerian academic libraries. The findings showed that information
handling capability has a significant positive effect on task performance, emphasizing the
importance of developing and improving information handling skills among librarians to
enhance their Task performance!®. Overall, these recent studies confirm the importance of
information handling capability for improving task performance, particularly in
knowledge-intensive industries such as education and the public sector. loping and
improving information handling skills through training and develop&ej rograms can
lead to better task performance outcomes and job satisf@'l among employees.

Measures for Information handling capability will :$pted from Information
1

Processing Theory!s. These includes informatio on, information storage and

information retrieval. Q
O
Information creation refers to the proce which new information is generated or
created. This can happen throu h\a variety of means, including observation,
.

experimentation, and explora{ﬁ%once information is created, it can be stored for later
use. Information storag@ to the process by which information is retained over time.
The capacity and*@%l of memory storage can vary, with short-term memory holding
informatio @ﬂy a few seconds to minutes, while long-term memory can store
info ion for days, months, or even a lifetime. Information can be stored in various
fo@ncluding sensory memory, working memory, and long-term memory. Information
retrieval refers to the process by which stored information is accessed and used. This can
involve recall, recognition, and relearning. Retrieval can be affected by various factors,
including the organization of stored information, the strength of the memory trace, and

the individual's state of mind. Overall, the Information Processing Theory provides a



useful framework for understanding how humans acquire, process, and use information.
By considering how information is created, stored, and retrieved, psychologists can gain
insights into the cognitive processes underlying human behavior. Another factor that may
influence Task performance of administrative staff in public polytechnics in Edo State
aside information handling capability is Communication skills.

Communication plays a very important role in creating mutual understa Q*o change
perceptions and behaviors. It also, determines how effectively admifiistrative staff
perform their task efficiently and effectively. When Q&ows to improving
communication, as it relates to task performance, it_i %ﬂant to make sure that
communication to attend promptly to stakeholders Qhat expectations are properly
set up front, and that any changes or devia 'owb% communicated as soon as possible.
All communications should reflect an standing of the customer’s needs and
expectations and consider the servi éﬁovider’s ability to perform according to those

.

expectations'’. As long as ad:&ébrxa'tive staff members of public polytechnics are able to
properly understand the&% of the students’, perform according to those expectations
and communicatés@?ively, it is likely to find that the stakeholders’ perception of the
performa E@ned with the expectations and that stakeholders are therefore satisfied
with t r(ef{ormance of the administrative staff. Effective communication skill is an
es@’gl skill for administrative staff in public polytechnics. It enables them to interact
with students, faculty, and other stakeholders effectively. Communication also plays a
vital role in enhancing the productivity and performance of administrative staff. The

ability to communicate well has a significant impact on the success of administrative staff

in completing their tasks and responsibilities'®.



Measures for communication skills will be adopted from Communication
Accommodation Theory (CAT). These includes, written andoral communication. Written
communication refers to any form of communication that is written, such as email, text
messaging, or social media. Written communication can be more formal or informal than
oral communication, depending on the context. When individuals use written
communication, they may adapt their communication styles to ac Q&mate the
recipient's communication style. For instance, if an individual is comnitinicating with
someone who is more formal, they may use more formal ge in their written
communication to accommodate the other person %nunication style. Oral
communication refers to any form of communicati@ 1s spoken, such as face-to-face
conversations, telephone calls, or video con r% . In oral communication, individuals
can use nonverbal cues, such as bod age and tone of voice, to adjust their
communication styles to accommodﬁt)he recipient's communication style. For instance,
.
if an individual is communi@ with someone who is soft-spoken, they may adjust
their own volume and Po{e&%atch the other person’s communication style.
N

1.2 State e@:e Problem

Task p@r ance is a demonstration of competencies determined by whether employees
ac@ way that is expected of them on their jobs. Administrative staff in public
polytechnics are responsible for managing a wide range of tasks, including handling and
disseminating information, communicating with students, faculty, and staff, and ensuring
that tasks are completed in a timely and accurate manner. However, there is a concern

regarding the task performance of administrative staff members at public polytechnics,



specifically in relation to their willingness to work, achievement of specific goals, and
ability to meet challenging goals. Despite the availability of resources and training
programs, the level of performance among the administrative staff is not meeting the
expected standards. This issue can potentially affect the overall efficiency and
effectiveness of the institution's operations, as well as its reputation among stakeholders.

However, task performance of administrative staff can be enhanced t Q%dequate
information handling capability and communication skill, which will rgsult in overall
performance of the institutions under study. Although, @t literature reviewed
indicated that quite a number of studies have been carri $ features that influences
task performance of administrative staff in publi €chnics!'?2%2!, However, study
focusing on information handling capabilityg@»&%nication skills and task performance

of administrative staff in public polerclﬁa;

thereby suggesting a gap worth@mvestigation. Therefore, this study seeks to

n Edo State has received less attention,

°
investigate the influence of i@aﬁon handling capability and communication on task

performance in public p@ nics in Edo State, Nigeria.
1.3 Aim a @ctives of the Study
The aiéﬂ(

C nication skills on task performance of administrative staff in public polytechnics

e study is to investigate the influence of information handling capability and

Edo State, Nigeria while the objectives are to:
1. identify the level of task performance of administrative staff in public

polytechnics in Edo State, Nigeria.



il. identifythe level of information handling capability of administrative staff in
public polytechnics in Edo State, Nigeria.

iil. identify various communication skills displayed by administrative staff in public
polytechnics in Edo State, Nigeria.

iv. examinethe influence of information handling capability on task performance of
administrative staff in public polytechnics in Edo State, Nigeria. Q

V. determine the influence of communication skills on Ta formance of
administrative staff in public polytechnics Edo State, N.

vi. examinethe influence of information handling cz@%nd communication

skills on task performance of administrati in public polytechnics in Edo

State, Nigeria. ber
®%

The following research questi(ﬁs}cere used in the study.

1.4 Research Questions

1. What is the 'lquf task performance of administrative staff in public

polytechn o State, Nigeria?

2. Wi;\@e level of information handling capability of administrative staff in
blic

polytechnics in Edo State, Nigeria?
% hat are the various communication skills displayed by administrative staff in

public polytechnics in Edo State, Nigeria?

1.5 Hypotheses



Hol: There will be no significant influence of information handling capability on task
performance of administrative staff in public polytechnics Edo State, Nigeria.
Ho2: There will be no significant influence of communication skills on task
performance of administrative staff in public polytechnics Edo State, Nigeria.
Ho3: There will be no significant combined influence of information handling
capability and communication skills on task performance of admi 'in staff in
public polytechnics Edo State, Nigeria. ij
¢\
O
1.6 Significance of the Study %
The findings of this study upon completion wil of immense significance to the
following stakeholders, Management of p l@r\echnics, Administrative staff, and
researchers. This research work will contri o the expansion of strategies and policies
by management of public polyte hhss that would promote task performance of
administrative staff in pul{ﬁ‘j\mlytechnics, Edo State, Nigeria. This will help
management of public’ @hnics understand the importance of information handling
capability and ¢emmbumnication skills towards improving the task performance of
administr E\z}%ﬂThe findings of this study will provide insights into the relationship
between, information handling capability, communication skills, and task performance
a@administrative staff in public polytechnics. It will also identify the specific skills
>g competencies that are necessary for effective communication and task performance
in this context. Thereby, bringing to fore the role of continuous and adequate training and
development programmes which will enhance task performance of administrative staff.

This study will further enlighten the administrative staff on the essence of proper

10



handling of information and effective communication skills which will enhance their
administrative capacity and better support their academic mission. The finding of this
study is an entry point for other researchers who may be interested in further analyzing

information handling capability, communication skills and task performance of

S\

This study will no doubt augment existing literature and bring to the W insights

administrative staff.

particularly on information handling capability, communication ill&nﬂ its relation to
task performance which gives the polytechnics under study petitive advantage by
increasing and sustaining high performance. Finally, thi §ﬂl contribute to the body

of knowledge and serve as a repository hub of Qledge of Lead City University,

Ibadan, Oyo State, Nigeria. 6’§
O

N
1.7 Scope of the Study &EO\’&

This study focuses on ir@ating the influence of information handling capability and
communication S% task performance of administrative staff in public polytechnics
in Edo Sta@geria. The dependent variable, task performance is measured by
comm e(it,/clarity, and challenging goals. The independent variables are Information
haélég capability and Communication skills. Information handling capability will be
\mésured by information creation, information storage and information retrieval, while
communication skill will be measured by written communication and oral
communication. The scope covers all public polytechnics in Edo State, Nigeria, which
isAuchi Polytechnic, Auchi and Edo State Polytechnic, Usen. The respondents are

administrative staff of the public polytechnics under study.

11



1.8 Limitation of the Study

The major limitation experienced in the course of this study is the rd&ance of
secretaries to fill the questionnaire also, insincerity of the respon Qin getting
sufficient information for accurate data analysis and time factQr retrieval of

information. Nevertheless, the study was successfully concludeQ

1.9 Operational Definition of Terms QQ
Task Performance: This is the effec .V?@ and efficiency with which the
administrative staff in public polytec nicﬁb§do State perform his or her job, activities
to contribute to the organization’s % to execute

Commitment:This entails th Gg;%ual dedication, preservation and determination to

complete a specific tas@%f)al. preparedness to put in effort required to achieve set

goals by adminis%%aff in public polytechnics in Edo State, Nigeria.

Clarity:T X@slearly defined, specific and measurable goals which provides a clear
target 6a ministrative staff in public polytechnics in Edo State, Nigeria to work
ool

\Ch/allenging Goals:This are goals which motivate administrative staff in public

polytechnics in Edo State, Nigeria to work harder and strive for better performance.

12



Information Handling Capability: refers to the ability of administrative staff in public
polytechnics in Edo State, Nigeria to effectively collect, process, analyze, store, and
disseminate information.

Information Creationrefers to the process by which new information is generated or
created by administrative staff in public polytechnics in Edo State, Nigeria.

Information Storagerefers to the process by which information is retai&Q’e time by
administrative staff in public polytechnics, Edo State, Nigeria. QJ

Information Retrievalrefers to the process by which stored iion is accessed and
used by administrative staff in public polytechnics, Edo a@geria.

Communication Skills: This is the ability of admi@l e staff in public polytechnics,
Edo State, to convey or share ideas and feeli v@vively.

Oral Communication:This refers to an of communication used by administrative
staff in public polytechnics, Edo State, Nigeria that is spoken, such as face-to-face
conversations, telephone calls‘&ﬁr;%eo conferencing.

Writing Communicatie\n&s is any form of communication that is written, such as
email, text messagi r social media used by administrative staff in public polytechnics,
Edo State @

Admir@ghlve Staff: This refers to a group of individual within the public polytechnic
in@gtate responsible for performing various Administrative and clerical task for the

growth of the Institutions.
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Chapter Two

Literature Review @

This chapter reviews the literature relevant to this @ The theories relevant to the
study area are also reviewed. The chapter dwel Q\e concept and empirical studies
that discuss the connection between Infom& Handling Capability, Communication
Skills and Task Performance of Adrh@ative Staff in Public Polytechnics Edo State,
Nigeria. This chapter is organiz%c@llows:

2.1 Conceptual Re.vieAvQ‘&co

N\

2.1.1 Task rmance
2.1 .Qi\ﬁrmation Handling Capability
8. Communication Skills
{/Q heoretical Framework
2.2.1 Goal Setting Theory
2.2.2 Information Processing Theory

2.2.3 Communication Accommodation Theory

2.3 Review of Empirical Studies
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2.3.1 Information Handling Capability and Task Performance
2.3.2 Communication Skills and Task Performance

2.4 Conceptual Model

2.5 Summary of Gap in Literature Reviewed

Endnotes Q\

2.1 Conceptual Review Q/O

2.1.1 Task Performance é

The overall expected value that employees bring to the company through their behaviour
is known as employee performance'. In response Q&mands from the internal and/or

external organisational environment, it is ieﬁ@as the capacity to recognise, want,
t

recall, plan, and carry out responsibiliti !,60 ines, tasks, and subtasks for the goal of
self-maintenance and productivit&y\}eveloping this line of reasoning, academics have
argued that an individual's pe&ﬁ?hance is correlated with the tasks that the organisation
employs them to compl %cessfully? Any work-related activity that is observable and
quantifiable, in tb%%w, qualifies as performance. Congruent with this perspective,
some aca %'gsrnphasised it as the degree to which a person fulfils the necessary
respon%ih ies in a role that they take on within an organization*. Although it was stated
{/&aviour relating to the workplace should be used to measure performance’.

Performance is defined as the quantity and quality of work completed by people or

groups after completing a task®’. It is a record of the outcomes after employees have

practiced a job for a specific amount of time. Measures of an employee's work

performance after a given amount of time may be used as a basis for assessments,
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incentives, penalties, promotions, and pay modifications. Academics classified job

performance into three categories: efficacy, quality, and efficiency®.

According to some scholars, job performance consists of a task or in-role behavior, and
contextual or extra-role behavior’.The definition of task performance emphasizes the
instrumentality of performance for organizational goals. It refers to th(%equired
outcomes and behaviors that directly serve the goals of the organiza@lt includes
meeting company objectives; effective sales presentations and QL‘* between jobs
within the same organization. In role performance behav' contribute directly or
indirectly to individual and organizational perform@”. Contextual or extra-role
performance is defined as discretionary behaviorsghe part of an employee that are
believed to directly promote the effectiVB tioning of an organization without
necessarily directly influencing an ’s productivity!2. Contextual or extra-role
performance is defined as disqrq&ry behaviors on the part of an employee that are
believed to directly pron&t&cv\w effective functioning of an organization without

necessarily directly @@ncing an employee’s productivity. Contextual activities,

organizat@\b

Beh é such as volunteering, helping, persisting and so on are probably better

however, are c@to many (or all) jobs and are less role-prescribed. They support the

al and psychological environment in which task performance occurs.

\@bted by volitional variables related to individual differences in motivational
characteristics and predisposition or person-organization fit'!° According to some
scholars' conceptualizations, task performance is an aspect of employee performance that

consists of behaviours directed towards carrying out essential job duties outlined in the
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job description and has a direct bearing on the actions that make up the reward

system.!+15,

Task performance is the outcome of personnel input in terms of actions and behaviours
that enables the achievement of overall organization goals and objectives'é.Task
performance is defined as an employee's behaviour related to their capacitm convert
raw materials into job-specific products and services and fundamental @cal skills!'”,
Knowledge, skills, ability, attitude, the work itself, and dedig@gﬂe the essential
components of the task performance concept!®. The completi sks that are under the
job description of an incumbent is known as task perf % Additional components
were added to their taxonomies of job perform@, such as non-job-specific task
competence, job-specific task proﬁciency,&@?al soldiering proficiency, and core
technical competency?’. Accordingly, took a more practical stance and defined it
as "the behaviours that employ@iisplay at work that amount to the delivery of
outcomes desired by the or%@m in terms of job quality, job quantity, and job time."?2.
As a process control @Jality determinant in activities related to quality control and
inspection, job uag is defined as the extent to which an employee satisfies established
criteria aq‘isﬂ%r

delivilbf goods and services?>?. In contrast, job time refers to the amount of time

ds regarding the procurement, production, quality inspection, and

\&byees spend on work-related tasks in relation to the tasks' difficulty. Job quantity, on
the other hand, is an objective measure of the units of output produced by employees and
includes product quantity, waste quantity, and sales figure?*?!. The extent to which job
tasks satisfy organisational requirements in terms of number, quality, and deadline is

known as task performance.
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Task performance is an understanding under contractual terms between an employerand
an employee or a manager and a subordinate to perform an assigned task'4. Task
performance can be defined as an employee’s fulfillment of the duties andresponsibilities
of the relevant role in the job descriptionand dependson the employee’s efficiency to
fulfill the duties andresponsibilities®. In other words, it is abouthow effectively and
efficiently the employees fulfill their responsibilities. Hence, _cmployees’task
performance contributes directly or indirectly to all camp activities,

includingproduction and the efficiency and productivity of the @y%.

Task performance, as seen by the employee, is deﬁnec@ﬁioms that are "expected,
evaluated, and rewarded"?’. A precise and trustwor@ob description will raise, and an
unclear job description will lower, the 6{@% of the performance assessment.
Professional competence, clear job d S@us, a good working environment, and moral
traits are crucial for high tas \xrformancez& 2 Workers' perceptions of their
performance are constant. %%ughout the day, they do a wide range of duties within
the company in addit@he ones included in their Key Performance Indicators (KPIs),

the majority ot@are not. Employee perception thus distinguishes between two task
performa‘ce@

Peroébé general task performance includes the perception of how the person performs

neral and specific task performance’®.

m e activities in the company, whether directly related to KPIs or not, such as coming
to work on time, helping teammates, the general quality of the service produced, and the
contribution to company activities other than the tasks defined in the job description and
KPIs. Perceived specific task performance is the perception of the employees towards

their performance related to main activities in their job description, which are often listed
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in KPIs. Moreover, all employees know what is in their KPIs what is evaluated formally

or informally.

Task performance includes two classes of behavior'. One consists of activities that
directly transform raw materials into the goods and services that the organization
produces. It includes such activities as selling merchandise in a retail store&rating a
production machine in a manufacturing plant, teaching in a school, perf@ surgery in
a hospital, and cashing checks in a bank. The other class consists Q&hﬂties that service
and maintain the technical core by replenishing its supply aterials; distributing
its finished products; and providing important plannir@oo dination, supervising, and
staff functions that enable it to function effe@ly and efficiently. Thus, task
performance behaviors bear a direct relationg@ganization's technical core, either by
executing its technical processes O(& maintaining and servicing its technical
N
requirements. Task Performanqe,'\' working process which occurs when an assigned

person or group of persons @‘&ates a task's plan; this refers to a manner in which they

realize the work whic@proj ected for a task.

Previous reseq@s demonstrated that employee performance, particularly in the
[ ]
tertia e@on sector, is a key indicator of an organization's growth?!: 32. Thus,
mai g an attractive position in any organisation requires careful consideration of
Mloyee performance. As studies on academic job performance appear to have been
overflogged, research on task performance in other sectors has been understudied, and
administrative staff task performance in polytechnics has received minimal attention.It is
vital to emphasise that administration is an essential part of every institution in a nation,

and this necessity is shown whenever a work requires the participation of two or more
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persons. Therefore, the two main types of employees in the polytechnic system are
academics and administrative staff, and the institutions' advertising and promotion efforts

take into account their work.

Performance is defined as behaviour directed towards an organization's mission and
objectives®®. In a similar vein, performance is defined as goal-directed acw that is
controlled by the individual and supports organisational 0bjectives34§ggests that
workers make decisions about whether or not to complete ta&(&.lesponse to the
conditions that exist inside an organisation. Task performa always contingent on
what is seen to be expected in terms of effort put @1 reaching the goal®>. Task
performance assesses an individual's ability to ﬁnis@ask or work. It has a critical role
in determining the outcomes and performa\@ organisations. Task performance is a
variable at the individual level, or ti\@of a single person®®. This sets it apart from
higher-level variables that ar.e,&e comprehensive constructs like organisational
performance or national pe@ca\lce”. Enhancing individual work performance has been

an essential compone@ll organisations. Employers must have a precise definition of

metrics t(< as‘:és
rﬁsémpletion of tasks, and the calibre of output3®.

what constitutx?ptable employee performance. Organisations use a variety of

ployee performance, such as the accomplishment of objectives, the

pro
\When it comes to demonstrating competences, employee task performance is evaluated
based on how well employees behave in accordance with job expectations. Reaching
company objectives is a result of the competences employees exhibit at work, which are
based on their abilities and other characteristics*. Task performance refers to the actions

that workers do on the job that are important to the objectives of the company®. In the
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past, an employee's ability to accomplish the duties outlined in their job description was
used to gauge how well they performed their work. The conventional understanding of
job performance, however, is under threat due to the evolving nature of work and
organizations*!. A number of taxonomies that have been constructed to investigate the
field of work performance were introduced by scholars in 19932, A key differentiation
found in these taxonomies is that of in-role performance, or actions direc &d to job

responsibilities or requirements, and extra-role performance, or actigns Ufirelated to job

duties but nevertheless contributing to organisational outcomes@

Task and contextual performance, which differentia@%een behaviours that are

directly related to the job and behaviours that contn@ to organisational goals in ways
unrelated to core job duties, were separate%gby from the performance domain®’. In
today's intensely competitive busineS\\@\mem, it has been discovered that employee
task performance and contex,tl.& erformance are essential elements in achieving
organisational performanceég%tquently, managers are much more preoccupied with
monitoring the task 2 ontextual performance of their employees. A variety of
elements that r%gact job performance have been found. A few factors that influence

task and @

job é&ity, leader behaviour, group processes, individual traits, motivation,

performance are experience, aptitude, performance feedback, pay rise,

\q}gﬁsational culture, effort, organisational structure, leadership, organisational
commitment, job involvement, personality, emotional intelligence, and job

satisfaction?*45:46:47:48

According to a two-factor view of work performance, task performance and contextual

performance make up the majority of jobs*?. Task performance was defined by them as

23



the actions that are directly related to finishing the task. Task-related behaviours support
the organization's technical core. Task performance behaviour is typically acknowledged
as a formal requirement of an individual's employment. It is frequently stated clearly in
job descriptions that employees are required to carry out these tasks. Task performance is
the ability of a worker to contribute to the technical core of the organisation, either
directly via the execution of its technical process or indirectly through Qﬂision of
necessary goods or services.!?. The term of "technical core" relates t@ tral aspect of
the activity, namely the components of the work that are relate@hain responsibilities
and tasks. Task performance can be defined as an em@z 'S ability to carry out their

given duties within an organisation with proﬁcienC)Q

Task performance is split into two categ@%%e indirect part, which consists of
operations that provide raw material\\@rganization's technological core in order to
maintain and support it. Activit&lt directly convert products and services into the
product make up the secon&%n. Stated differently, the technical core process of the
work that is carried o@efened to as the direct portion of the term, and the supply of
services for the wo referred to as the indirect part. A common method for assessing an
employee{})é’ rformance is task performance*>*’. Task performance, contextual
perf(}g@ce, adaptive performance, and unproductive work behaviorS1 are the
\Q/%bries into which academics divided individual work performance. A survey of the
literature reveals that many phrases were employed to characterise task performance.
These include technical proficiency, in-role performance, and task competency related to

a given employment.
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An organization's capacity to guarantee staff performance is a key factor in determining
its long-term success®?. A variety of literary works emphasise the significance of
individual work performance and its evaluation!*¥¢33, The extent to which a worker
fundamentally contributes to the accomplishment of an organization's objectives is
known as individual work performance’®. The focus is on individual-controllable
behaviours that have an impact on an organization's objectives>. Accor 'Q&esearch,
task performance or competence and job performance are equiyalefit56,57. Broad
performance components could be used to characterise &erformance: Task
Performance or Proficiency; Proactivity or Counterprod t@ork Behaviour; Adaptive
Performance; Organisational Citizenship BehavioQ ontextual Performance®. An
individual's actions affect not just the effici q@heir own work but also that of other
employees in the organisation, includin m members, and the organisation as a
whole>®. The performance model s\eﬁned by academics, who also identified three

°
cross-classified levels at wh@?wdual behaviour might influence an organization's

success: (1) an individu&‘ﬁ member of a team, and (3) an organisation.

N
Task performan e\budes operations that support and preserve the technological core by
restockin@ material supply, shipping its completed goods, or offering crucial
staf%blanning, coordinating, and overseeing duties that make it possible for it to run
\%&thly. Because these task activities help produce organisational goods and services,
when they are carried out well, they are behavioural episodes with positive predicted
organisational value. However, if they are carried out inefficiently, they may have a
negative expected value since they may make it more difficult to produce organisational

goods and services. Therefore, with commensurate heterogeneity in their predicted
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organisational value, the domain of task performance contains behavioural episodes that
reflect task activities that are completed poorly and behavioural episodes that indicate
task activities that are performed well.The entire expected value of a person's behaviours
over a predetermined amount of time for the creation of organisational goods and

services is known as task performance.

S\
Task performance refers to the primary technical procedure used by a@&nisation to
generate commodities and services. As a result, task performanc@gdpasses both the
volume and calibre of workers' output. Task performance is ent upon the efficacy
of the tasks performed by employees and its ali ent with the goals of the
organization®®. When it comes to task performance,@host important factor to take into
account is whether employees perform in ac@& with the organization's expectations
in light of the objectives®. Every tas@wd by staff members must be connected to
the objectives of the company.,Esl&ve communication is essential for all stakeholders,

including managers, emploég?\endors, and customers, to achieve both individual and
organisational goals. @they communicate well, they may discuss and make plans on
how each perso bhontribute to the achievement of shared objectives.61. Stakeholders
and thos c‘ohq%d to the organisation typically gain when its objectives are achieved.

Cons @nﬂy, in order for businesses to thrive through optimal productivity, they must

\dintee that their workforce is operating at peak efficiency.

For managers of corporate organisations, task performance is crucial. The performance of
its members determines whether an organisation succeeds or fails.Task performance
could be described as the record of an individual's

accomplishment on the job. Employee task performance consists of observable behaviors
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that people do in their jobs relevant to their goals®?. Performance is reaching the target
both for the institution and the individual®’. Task performance is the level of an
individual's work achievement after exerting effort®*. Employees' task performance in
terms ofproductivity and efficiency is a primary concern of managers of organizations,
the educationinstitution inclusive worldwide. In the 21st century, management of

%‘n at any

organizations demandsmore efficiency and productivity from their emplo Q

other time in history. Theystrive to improve theirperformance to<be ead of their

competitors. é

Task performance has always been the central p %mganization operations,
and management literature discussions compri competitiveness, effectiveness,
efficiency®. Organizationsset or expandeb’belr objectives to achieve the best
organizational task performance and Hﬁ%ir operational processes to align with these
corporate objectives®>. However,@cant changes in the higher education environment
have forced organizations @ca\ngethe way of managing their daily activities due to

rapid changes in thQ t of the internet,globalization, and the diversity of the

workforce®®. @

When en@es use technical skills and knowledge to produce goods or services
thro e organization's core technical processes, or when they accomplish specialized
Ns that support these core functions, they are engaging in task performance. When
employees voluntarily help coworkers who are getting behind, act in ways that maintain
good working relationships, or put in extra effort to complete an assignment on time, they
are engaging in contextual performance.Task performance refers to individuals’

behaviors that contribute to organizational goals3?. Task performance also refers to the
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adequate fulfillment of technical requirements and includes task-specific efforts or
behavior associated with the execution or completion of a required function or unit of

work®?.

Task performance is acknowledged as a crucial component that determines the success of
an organisation. The culmination of one's efforts is the task performance. Employee task
performance is enhanced when they have a high level of cognitive, emo@Qand bodily
attachment to their assigned work and organisation. This attachg?&dtivates them to
work hard and achieve their goals. Employee involvement to the result-oriented
behavioural phenomena known as task performance76%/ing employees are in a
better position where they utilize their energy and%ire knowledge to perform their
assigned tasks efficiently’?>. Task perfon@ is an in-role behavior, defined as
performing the formal job requirem ollowing the set organizational procedures.
Moreover, it is a nondiscretiona,r)g&that has to be performed efficiently and effectively
since most of the tasks are @u”ed in the routine work of employees’. In line with the
phenomena explain : %out performance efficiency, scholars conceptualized

performance as &ctive way of meeting the organizational expectation of employees
[ ]
at work56’<. ’\\'

2.1. ormation Handling Capability

In"popular usage, the term information refers to facts and opinions provided and received
during the course of daily life: one obtains information directly from other living beings,
from mass media, from electronic data banks, and from all sorts of observable
phenomena in the surrounding environment’>. A person using such facts and opinions

generates more information, some of which is communicated to others during discourse,
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by instructions, in letters and documents, and through other media. Information organized
according to some logical relationships is referred to as a body of knowledge, to be
acquired by systematic exposure or study. Application of knowledge (or skills) yields
expertise, and additional analytic or experiential insights are said to constitute instances
of wisdom. Use of the term information is not restricted exclusively to its communication
via natural language. Information is also registered and communicated th Q&al and by
facial expressions and gestures or by such other physical respanses™as shivering.
Moreover, every living entity is endowed with information in @) of a genetic code.

These information phenomena permeate the physical a@ world, and their variety

is such that it has defied so far, all attempts at a unie inition of information.

Confidentiality and the secure and correct h@%&of personal information is crucial in
all sectors, but no more so than in settings, particularly as they process such
large amounts of special categqrﬂ data such as information concerning students and
other stakeholders76.Educat%%%ttings must look after information properly, protecting
confidentiality, by éﬁ\s&ing information security and records. The potential
repercussions o or unauthorized use of that data are significant.Handling
informati@\ab ut the steps to be taken in order to ensure that any confidential
info n is handled appropriately. Information handling technique is the adoption of
&E%priate information resources to obtain, through whatever channel or medium,
information well fitted to information needs, together with critical awareness of the

importance of wise and ethical use of information in the workplace.

In the Information Age, information has gained widespread recognition as a necessary

component for human survival. It's one of the things that keeps an organization's wheel
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turning. It might be argued that knowledge cannot exist without information. Information
is viewed as an abstract instrument that makes a task possible to finish’’. Utilising
information effectively is essential for a knowledge worker on an individual basis’®.
Academics had the belief that individuals with poor memory are unable to supply the
information required for efficient decision making in universities”. Furthermore, actions
cannot be planned in the absence of useful information. Therefore, it i Q&ary for
employees, including non-academic staff members of an institution, tQ us¢*information in
a methodical manner in order to carry out their task and % the success of an
organisation. While academic staff members are primarily ehgaged in teaching, research,
and community services, non-academic staff me @ovide complementing duties.

The non-academic staff maintains the necesia@orﬁve atmosphere to guarantee that

academic staff members do their respons@ es successfully and that these institutions
function smoothly. Q
o 5\'

The registry staff carry out 'ec&uch as conducting examinations, admission of students,
keeping of archives r@$, preparation/provision of transcripts, verification of results,
producing sche &f classes, course action forms, name changes, prepare graduate
academicé%{\s, mong other duties. On the other hand, the bursary division takes care
of ﬁpb%ﬂl administrative duties of the university, ensuring that university transactions
@omptly executed, etcetera; the human resources department employs and sees to the
welfare of the employees, while the students’ affairs division of the university is
responsible for programs and services that focus on students and their university
experience; ensures accommodation, counseling, etcetera. Scholars argue that regular use

of information is the only way for employees to reach effective and efficient production
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in organizations®’. Adequate information flow was shown to increase human productivity
and eliminate inefficiencies in both individuals and organizations®'. Information, then, is
defined as facts, ideas, opinions, news, messages, symbols, sounds, codes, databases,
images, and processed data that can enhance a user's state of knowledge®. information
also helps people act intelligently when making decisions and carrying out their tasks
successfully and efficiently®>. Managers can utilise information as a stra e@%apon to

accomplish their tasks. This suggests that there is no way to overstafe” the value of

knowledge. Q
The term "information handling capability" was first u®§974 and was later adopted
by academics in 1978 to describe the process of o@ing, analysing, and synthesising
data in support of organisational decision—r@ » 85, Comparable concepts have been
applied in many research contexts ary@’gnerally compatible with this. In the context
of strategic human resource, @gement, for instance, information capabilities
encompass information gat 'g&)rocessing, and distribution, whereas in the context of
an interorganizationa .\\%W chain, information handling capability is defined as "the
level of IT sup (}ér various activities®. Recently,information handling capability is
defined th:\&!a acity to capture, integrate, and analyzedata/information, and utilize
info n and insights in the context of organizationaldecision-making®’. Consistent
\(glstudies on business analytics,scholars showthat inorder for an organization to
develop information handling capability from businessanalytics, it needs to create a data-

driven environment that is characterized by developingexplicit strategy and policy and

designing its structure and processes to enable analyticactivities®®8-90,
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Individual’s capability of information and IT use has been explored with the concept of
user competence®?2, User competence is defined as the user’s potential to apply IT to its
fullest possible extent so as to maximize performance of specific job task. Competence
with IT and subsequent use of information are especially important because of its effect
on workplace productivity. The specific dimensions of the competence should be
measured with the appropriate methodologies, and this practice would Qn icial to
completely understand the determinants of performance®!. The traditi@/gmroach to the
design of informationservices is to design capabilities to su@he organization for
which it is intended. There is the system ofcommuni @within the organization,
includingtelecommunications between geographica Qrsedunits. There are also the
people, equipment, and procedures, as need d/&%lyze, to draw conclusions from,and
to act on, the available information.How ;7if one takes a longer view, the evidence
indicates that the reverse process m&k in effect: the structureof organizations tends to
.
adapt to, and to follow, c sin information handling capabilities. Information

handling capability is® @%{derstanding and set of abilities enabling individuals to

‘recognise when @ﬂion is needed and have the capacity to locate, evaluate and use

effectiveh(t@sled information®.

Hig%@ucaﬁon institutions have adopted ICT to guarantee product fit for the market
%&uality assurance to meet stakeholder demands. Institutions, managers, and staff have
all been greatly impacted by the use of new technologies in the education sector for the
processing and transportation of data and information. Applications for IT are flexible. It
is used to generate desires in a variety of spheres of life. All facets of life are impacted by

information and communication technologies, including education®®. They encourage
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adjustments to working conditions, information management and exchange, teaching-
learning methodologies, etc. The global economy is benefiting greatly from IT, which is
also becoming more intertwined. Technologies are used in the education industry today
to address a variety of difficulties. Academic institutions are using ICT to their advantage
in order to obtain a competitive edge. ICT is used by educational institutions to increase
productivity in both functional and operational domains. ICT helped é from a
variety of backgrounds, including less educated factory workers. Thelwritefs emphasised
that all employees had access to worldwide information send@d receiving through
the Internet, multimedia phones, and other communic '&mologies, offering both

technological and non-technical solutions to their pe @ al"and organisational issues®.

Over the past few decades, organisatiog& made significant investments in

information technology (IT), and a &@\, they are relying more and more on the
deployed IT applications to ,b@operational excellence and long-term growth®®.
Nonetheless, research studi%rcl?anecdotal data from organisations indicate that most IT

applications are still @ing used to their full functional capacity by organisations.

sparingly< an\’k\n

impli @t a significant portion of the potential associated with IT use is yet unrealized”’.

Scholars have @ised that users often utilise a limited range of features, utilise them

quently initiate technological or task-related feature additions. This

@é numerous studies have been carried out to explain the underutilization, avoidance,
and limited scope of IT usage at different stages of the adoption process, i.e., pre- or post-
adoption, with a major focus on IT resistance, habitual IT use, and inhibitors of IT use,
our knowledge of the evolving trends and consequences of IT use over time is

98,99,100,101

lacking
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Moreover, while earlier studies have looked at the employment of a range of technologies,
most academics investigate IT programmes as a black box instead of as a set of particular
features®’. But an improvement in performance results may not always follow a linear
relationship when one only increases the number of features used. People may use
features in ways that are not productive or become overwhelmed by the b ndance of
features, which can make it difficult for them to comprehend all of the re ets that
are accessible or to use them successfully in their work. This means ing degrees
of past familiarity with an IT application and its functiona@ n have significant
differences in how effectively IT features are used'??. % ompleting activities, more
seasoned users are typically better able to take adV ntageof their greater comprehension
of the affordances of the IT features'®. In dgb%elp IT users fully utilise IT feature
use, IT managers can diagnose, des1 plement appropriate IT feature upgrades
and training programmes by haV1n \t orough understanding of how IT feature use

changes over time and hoxﬁs\affects pertinent task performance evaluations and

outcomes. AQ
N
2.1.3 g@éaﬁon SKkills

Tl%@ergence of globalisation and its effects on the political, social, economic, and
Mnological spheres have a significant impact on people's lives in communities and
organisations. Organisational managers must create new management strategies in
tandem with these developments in order to contend with even more difficult competitive
conditions'™. The primary goal of these contemporary management strategies is to

increase worker performance through the use of communication. Communications
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originated at the same time as the universe. There was no beginning that didn't involve
speech. Consequently, communication makes it easier for human civilization to change.
A multifaceted phenomenon, communication can signify different things to different
individuals.It is a method of getting inside someone else's head or thinking.
Communication is an interchange of meanings since it may also be understc&s a way

S

to reduce uncertainty.

Good relationships inside the organisation are mostly d@ on effective
communication'?®, Furthermore, when there are conflicts am employees impacted

by the delivery of an imperfect message, the effect@es of communication in an
organisation is diminished. Furthermore, the exchange of messages between two or more
persons in order to comprehend the substanc@ne message to be given is referred to as
communication. Effective communi s crucial in the workplace to guarantee
performance and accomplish orgastisational goals'%. Employee roles and responsibilities
are carried out correctly a@&%h complete dedication when there is communication

amongst coworkers. @tionally, managers utilise information exchange in the

nonverba!y,‘:\&!r

Co cation is the process by which an individual exchanges information with

communicatior@s as a crucial tool to shape employee behaviour, both verbally and

r to attain the desired performance levels for the company.

thher by signs, behaviour, exercise, etc. 7. People can communicate in a wide variety
of verbal and nonverbal ways at work. Verbal communication is defined as oral
communication between peers that takes place over the phone, in person, or face-to-face.
Nonverbal communication refers to the exchange of messages without the use of words.

Examples include body language, gestures, eye and face movements, voice signals, and
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various bodily or distance cues. Employees who receive feedback on their work
performance as quickly as feasible can benefit from a favourable culture that helped the
organisation build excellent communication. Good and constructive communication can
lower complaints and boost job satisfaction!®®. Communicationis a tool used by any
organization to identify appropriate function to obtainprofit organization and progress of
the organization is created. Ineffective communication can lead to mi Q&s&ndings,
lack of information, laziness,and more job rotation. Ineffectivendss managers in
communicating with itsemployees would cause an employee b \usatisﬁed. Thus, this
situationmay cause workers' job satisfaction to be affect .ﬁaﬂy, if employees do not
trust the manager, then the flow ofinformation su@ does not occur and decreased
job satisfaction. Theleader can lead, build t t@nderstanding of continuous learning
andinspire workers through effective munication'”’. Therefore,managers and
employees must work together to &é&stand the principles ofeffective communication
.
and communication barriers‘&G;Qﬁe workplace toachieve the desired goals of the
organization. Managers @%@ extensiveknowledge of communication to be efficient and
effective toward \@kers. Moreover, effective communication is considered as the

capability{:\% ating and knowing how to exchange information in a group
a

orindividu

yo)

\@‘dingly, for organization and human as a social being, communication has a vital

and knowing the right time to communicate.

importance, whether pros or cons are an inseparable piece of life and also it has an
important role on all activities aimed at gaining organizational objectives'?”. Attention
has been given to the study of organizational communication in organizational behaviour

research as a result of the significance of this variable to organizational effectiveness. For
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instance, it has been found that effective communication improves job satisfaction and
which in turn improves productivity!!®!!!, Research has also shown that communication
improves employee job performance, while poor communication results to low employee
commitment to the organization''>!'* Human interaction that forges connections and
builds relationships is called communicationl14. This indicates that communication is
the way by which people relate to one another. It serves as the or@io 's glue,

holding members of the group together.

¢\
Historically, managers have devoted most of their time to rt of communication
(in person meetings, memos, notice boards, staff %ks, public lectures, etc.).
However, as time goes on, an increasing @fwr of employees learn that
communication—which is the fundamental (@&nt of management—is a crucial part
of their jobs. Communication is the %’échange of understanding that starts with the
recipient and results in effectiv.e\&%efﬁcient work performance inside an organisation.
Planning, organising, stafﬁ%\%a\ecting, and controlling are the core management tasks
that cannot be succ S completed without efficient communication. Within an
organisation, th reg several units, and communication is the means through which
these uniﬁ‘i%gxa to achieve shared objectives.Communication is a process of passing
facts aéunderstanding from one person to another. It is a process of conveying and
\Q/&bution of thoughts, feelings, realities, etc., in a way that is apparent and understood
by the receiver of the communication!!>. Communication is any expressive interface
among individuals where the views are conveyed from one person to another. It is the

means by which facts and knowledge is conveyed and the eventual purpose of

communication is to nurture any attitude required for motivation, teamwork and job
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fulfillment and establishes and improves the student lecturer relationships.
Communication is a procedure of conveying a specific evidence or message from an
information source to an anticipated, fixed or a particular terminus and feedback from the

receiver!1®,

Communication is undoubtedly a unique dynamism in the service quality %:ademic
staff in tertiary institutions. Communication in the learning environme@%portant to
promote a mutual understanding of the concepts and perceptlons ft to the learners.
Correspondingly, communication is used by humans to mutual intelligence
through the diffusion of symbolic messages. Besides, ¢ %of communication states
that there are three significant points, namely (a) @mmcatlon consist of people and
that understanding communication embraces@?‘[o comprehend the way which human
beings are unified; (b) before people @‘wate, they must come to an understanding
N
of the meaning of the term they,@d (c) communication take in to account signs, be it
body, voice, letter, numbé\ d words, can only symbolize or approximate the

117

impression they antici&\%) communicate

Similarly, c unication remains a transmission of connotation and indulgent of
signifi an@others in the form of symbols, or assured languages so that persons who
recei §format10n apprehend the tenacity of the information. Respectively, it is
\%ﬂed that communication is a method of transferring information and understanding
via the same signs. Communication between Individuals is one of the necessary

conditions for survival and continuity of social life!'®.

The emergence of new
organizations along with its own special complexities on the one hand and the

widespread use of technology on the other hand, have transformed today’s organizations
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in terms of communication. In fact, without communication, there would be no
organization. This shows the importance of effective communication in organizations and
its impact on the behavior of individuals and groups. It seems that having effective
communication skills is the mystery of managers' success in the field of organization and
a fundamental solution to deal with organization's problems. Effective communication is
a key component of an organization's internal communication system. N us' factors,
such as strengthening communication skills with two compon% transparent

communication and two-way communication (symmetric) aff@x issue and Improve

O

Communication is an inevitable aspect of organ@nal functioning. The functions

employees' extra-role performance.

and importance of communication for orgam@ﬁb%lave been examined byresearchers in
various ways. Communication has %’@racterized as the life “Life blood” of an
organization and miscommunicabj@sas caused the equivalent of cardiovascular damage
in more than one organizat%g%ommunication is the process by which people attempt

to share meaningslzo.@ve communication follows the seven Cs, which apply to both

spoken and writ communication'?!. These are listed in the following order:
Complete{e‘s}ﬁnecessary information must be communicated. It should include all the
info n the audience needs to know. The message sender needs to be aware of the
Y/g(ent's mindset and adjust the message accordingly. An organization's reputation
grows and is improved through complete communication. They also save money because
no important information is omitted, and once the communication is over, there is no

need to pay for new messages to be sent. Additional information is always provided as

needed in a comprehensive correspondence. It answers all of the recipient's questions.
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When all needed information is obtained, complete communication aids in improved
decision-making by the audience, readers, and message recipientsand crucial information.

It convinces the audience.

Wordiness, or saying what you want to say in the fewest words without sacrificing the
other C's of communication, is what is meant by conciseness. Effective con&nication

requires conciseness. The qualities of concise communication are as @(s: It saves

money and time at the same time. While avoiding the use of su&ﬂgqm or superseded
terms, it emphasises and underlines the main point. A concise % age is conveyed to the
audience in a limited number of words. A message th@c cise is more enticing and
understandable to the listener. The message is b@and not repetitious. Thinking -
Thinking entails "putting oneself in other6 ¢'s shoes." The audience's opinions,
experiences, mindset, degree of ed b@@’band other factors must all be taken into
account for communication to ,ng%ctive. Try to imagine your audience, their needs,
and their feelings as well @’ﬁ lems. Make sure the audience's emotions are not hurt
and that their sense @f—respect is upheld. While ensuring that your message is
comprehensive, @e the terms to better meet the demands of the audience. The
followin@isﬁcs of thoughtful communication include: Put a focus on the "you"
appr%éShow interest in the audience and demonstrate empathy for them. This will
\Kh}gla favourable response from the viewers. Be upbeat with whoever you are speaking
to. Instead than focusing on "what is impossible," emphasise "what is possible."

Emphasise using adjectives that are positive, such cheerful, dedicated, grateful, cosy,

healthy, helpful, etc.
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To be clear, one should focus on one message or objective at a time rather than
attempting to accomplish too much at once. The qualities of clear communication include
the following: It facilitates comprehension. The message's meaning is enhanced when
thoughts and concepts are completely clear. Words that are precise, appropriate, and
definite are used in clear messages. Concreteness: Unlike vague and generic
communication, concrete communication is specific and unambiguous Qﬂ ence is
reinforced by concreteness. The characteristics of a concrete message\are as follows: It is
backed up by particular data and statistics. It employs langua @ lucid and enhances
the reputation. There is no misinterpretation of concrete &s. Courtesy: Courtesy in
communication is that the message should respect @e ipient and convey the sender's
feelings.The message's sender should b % entic, considerate, thoughtful, and
passionate. A polite message contain th(& owing characteristics: Being courteous is
keeping the message recipient's s%ti}ents and points of view in mind. A courteous
.

message is upbeat and directq{a&\he recipient. It uses language that is considerate of the
message's recipient. It @gﬁpletely impartial. The absence of grammatical errors in
communication Q?plied by correctness in communication. The following
characteri @ffective communication: The message is precise, accurate, and timely.
The confidence level rises if the communication is accurate. A correct message has a

bi@ ffect on the readers or audience. It verifies that the numbers and data included in
N\

the message are correct and precise. It employs suitable and exact language in the

message.

Communication skills are the cognitive and behavioural competencies of individualsto

establish positive interpersonal relationships!?2.Communication skills include the ability
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to listen and observe in order to truly understand, discuss, effectively convey our
thoughts and ideas orally or in writing, relate and express ideas in a clear and effective
way, utilize strategies and skills to work with others, to persuade or influence, to

encourage participation, to negotiate, to give and to receive!?

. It is frequently accepted
that communication is an essential skill that everybody should have!?*. This&i makes
b

interaction between members of the working team possible. Managers s Q e'the first

to establish bridges between the members of the organization, through careful and

effective communication!?s. Q

The attributes necessary for accomplishing objectives@ﬁsocial and interpersonal
skills and personal traits, are communication skills.@' abilities are those that resemble
feelings or images that let people "read" oth&@y&. These abilities are necessary in the
job because practically all occupatio e some sort of interaction or engagement
with other people!?%127:128 These @des are necessary for all human behaviour. It is true
that some people are born &h\e capacity to communicate, while others must put in
greater effort to do S;Q munication is any meaningful and productive relationship

between people. It\éxuently goes through a few simple steps, such creating the purpose,

[ ]
writing it< eﬁ’@g it, sending it, decoding it, and then having the recipient interpret
it129,1306

\be characteristics of communication include a great deal of information. These specifics
illustrate how communication is two-way and involves both sending and receiving
signals. A two-way process like this is dynamic, energetic, and complex since it changes
depending on how close the intended shared appreciation is reached. In this process,

communicators not only exchange ideas and feelings but also create meaning. Sharing is
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therefore a crucial component of successful communication. Sharing, of course, entails
the use of a code to initiate a communication from a sender to a recipient over a channel.
Noise is totally expected in this place. Without a doubt, communication is irreversible;

once something is stated or expressed nonverbally, it cannot be taken back!3!.

There are various purposes for communication, some of which are directitowards
altering or even changing conduct. In particular, communication is the e of ideas
and sentiments with others with the goal of establishing a conns@&?hese objectives
include inspiring, motivating, giving commands, amusi irecting, controlling,
informing, and educating'3%!3. It is impossible to havct e communication without
the other; verbal and nonverbal communication @ooth vital to having successful
communication. These formats are fuﬂher%@ed into spoken voice and non-verbal
categories, such as emails, meetingg\\gféterviews, and presentations. Paralinguistic
traits such as pace, passion, intqr@ emphasis, and volume frequently transmit several
meanings without the neet@&ca\ords. By using the right sense of posture, gesture, or
facial expression, bo%@guage also adds significant messages. Consistency in both

spoken and nonvergcommunication is necessary 34133,

N

Since this\task links other management duties together, communication is essential to
adv the institution's goals. Institutions are connected to the outside world through
Mzmunication as well. An organization's ability to communicate effectively and
appropriately has always been critical to management success. An organization's mission
typically has errors and flaws as a result of poor organisational communication.
Therefore, without an efficient communication system, coordination, planning,

organisation, control, and other activities are not realised, and managing organisations is
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not possible!3¢. In all human cultures, effective communication is a necessary and binding
activity for individuals, groups, organisations, and communities. Employee motivation is

137 Motivation in the

a direct result of how the company interacts with its workforce

workplace fosters a friendly atmosphere that supports effective performance. Motivation

is a psychological trait that can influence behaviour in the direction of a desired goal. In

contrast, motivation is defined as a state that affects the arousal, course@Qpe sistence
C

¢\

According to the field's current developments, communicati een as a key function

of behaviour 3.

and a dominant activity inside organizations'®. @ elationship develops via
communication as a motivating element, and aftet\that, the organization's ability to
operate and survive depends on an efﬁcient% ing relationship between organisational
management and staff. The sharing of™ ation that is pertinent to an employee's day-
to-day work performance and m@f the worker is expected to perform well is known
as organisational communi@%or management to create and maintain a competitive
advantage for Wo@}\%erformance and organisational development, effective
communication 'sgntialm. By encouraging equality and integration in the workplace,

[ ]
improver@ pervisor-subordinate communication can help organisations achieve

theirrs tive of managing diversity.

Mnber behaviour is influenced by communication in a number of ways. The control
function that enables the employee to maximise performance is communication, for
example, when employees are expected to first address any issues connected to their job
to their immediate boss, on clarification of their job description or compliance with

corporate policies'#!. The relationship between organizational communication, employee
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job motivation and employee job performance are vital in projecting the organization to a
higher pedestal, hence employees tend to perform much better when they are positively
and consistently motivated'*>. Management maintains employees productive relationship
by assisting and guiding employees in their work and progress, and recommending them
for carrier development programmes within and outside the organization. These are

communication strategies aimed at motivating employees to stimulate thle)r ffective

job performance. &<
Communication skills is one of the most important Sl@ as a work tool of
o

educational managers that has a considerable impact (@ ir*success and effectiveness.
One of the property indicators of an organizat@o another organization having

committed workforce!*. Communication @ are the cognitive and behavioural

competencies of individuals to establi@ve interpersonal relationships'?2.

It has been acknowledged that &o@yhe most crucial soft skills is communication!4+14>
146 These abilities pertain t@\ capacity to communicate thoughts, emotions, viewpoints,
and data to two or XGople in a style that guarantees that everyone will understand

7&1@ ability to communicate effectively in a variety of contexts is a

the message'4
[ ]

prereq is@r working with clients. The most often used classification makes a

disti between communication abilities that are verbal and nonverbal. Oral and

\@tten communication skills are the core competencies in communication that studies

focus on the most!48:149:150,

A variety of tasks, including presenting, public speaking, offering and accepting criticism,
bargaining, and modifying the message to the audience while maintaining their interest,

are all part of oral communication skills'>"!>2, Numerous scholars highlight these talents
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as being the most important in today's workforce '3. However, a number of studies
indicate that young employees' oral communication skills appear to be lacking, and it is

154 Even while speaking abilities

strongly advised that they continue to grow in the future
are important, listening skills are equally important and should not be overlooked. Indeed,
it is regarded as the most significant and prevalent kind of communication in the
workplace!>®. Employees that pay attention to their coworkers and clie Q&etter at
solving problems and forming lasting bonds with them!>’. But there@gﬂain abilities

that must be learned in order to listen well. It is necessary to@comprehend, retain,

O

One of the most frequently mentioned skills in liter® is writing communication skills.

understand, assess, and react to the message'°.

These include the capacity to write memos a%%%ments in a clear and succinct manner,
to adhere to a logical order and ensu atical and spelling accuracy, and to modify
the style and message to suit di t document forms and audiences'®’. It should be
mentioned that written (@ga\nication has evolved significantly as a result of
technological breakth .@. Nonetheless, it was stated that traditional writing skills are

still highly valu (Qemployersm. Moreover, some studies show that young employees

[ ]
lack ceﬁa@\m communication skills!?2157,

Whi%%dies on the value of communication skills from a variety of angles are
\mgreasing, there are very few that look at communication skills in relation to message
delivery. The majority of research to far has been on oral and writing communication
abilities 48149157 These abilities are unquestionably the cornerstone of literacy and a
must for any corporate communication, but a researcher emphasises that youthful

employees lack oral communication skills'>®. Several written and oral communication

46



competence scales were created with input from a range of stakeholders and professions.
However, it seems that these abilities are insufficient to meet the demands of
contemporary business, necessitating an expansion of the skill set in communication that
was previously employed.In addition to speaking and writing, listening comprehension is
regarded as one of the key elements of interpersonal communication'>*!¢ Higher
hierarchical levels are thought to raise listening responsibility!®!. Studies Q%‘nat over
80% of managers' workdays are devoted to listening.'®’. In business munication,
listening skills are thought to be the most significant and &hon communication

activity. They involve hearing, interpreting, and reacting to\the message that has been

sent. Because hearing is solely a physical activit Qc 1stening is a mental one that
involves deciphering and comprehendin ?b%sage, listening abilities are still
undervalued'®?. It is believed that listeni iciency is between 25% and 50%, which
means that 50% to 75% of %ﬁken information is ignored, forgotten or

misunderstood'®3. C;\\'
)

Communication styl@i skills are composed of a variety of dimensions and
attributesand inclu multitude of nonverbal elements that complement or change the
meaning @%&‘o 1 message'®*. Even though academics tend to be verbal communicators,
liste%éo what is not being said—that is, observing one's non-verbal communication—
\'{gé most crucial aspect of communication. This type of communication is thought to
make up about 70% of all communication, and it is represented by the communicator's
physical attributes, body language, and communication environment'¢>!%6 Tt is
particularly crucial in the service sector because employees' outward appearance

influences how polite and credible they are perceived to be. One of the most important
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components of human existence is communication, which is still essential for every
organization, including institutions, to achieve its stated goals and objectives'®’.
Improved communication between executives and staff members develops a higher sense

of mutual understanding, which benefits any organisation. Strong communication skills

boost staff dedication and involvement inside the company, which improves output.

Communication is key in the functioning of an establishment and it has@vroven that
employees dedicate a significant part of their daily chores tg%l and distribute
information concerning vital issues that include task i n, role expectation,
performance feedback and policy'®. Essentially, %unication involves an
asynchronous exchange of information and hence @ml communication is that which
occurs among employees and managers'®. %@unication is primal in any association.
Whether that association is with a c@r spouse or an employee, it always comes
back to the transmission of, i@aﬁon, respect, and honesty. Employee/Internal

communication is an inteéblement of advancing transparency in organizations,

particularly in the sit@ of broken trust in business and in the wider world of work

to be COU@'&

ever- @ing, directed by elements that include technology and a range of employment

which is evide@ numerous corporate scandals'’’. Employee communication needs

d clear because the character of organizations and their workforce is

\&acts. Organizations can express their support to their employees by considering their
perspectives. This will help present prospects for employees to exhibit their abilities and

effective communication!”!.

Communication is a formidable reagent for fostering and maintaining trust, the shared

emotional condition between devoted workers and leaders. The foundation for trust is
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built through supervisor communication, which serves as a conduit for employees to
understand behavioural intent. Various managerial communication techniques are used in
organisations with high trust cultures to foster organisational commitment. Institutions
are realising that in today's globally interconnected world, employees can do far more as
a team than they can on their own. The plan cannot be developed and implemented using
current methods in the future. Top-down communication patterns are qui@@gi ing way
to bottom-up, changing top-to-bottom orientations!”2. QJ
¢\
2.2 Theoretical Framework &
The theoretical framework aids the study in findin propriate research approach,
analytical tools and procedures for the propose@gw and it will make this research
findings to be more meaningful and genera@m. Three theories will be used for all
the variables respectively. The theoh\\@ected for Task performance is Goal Setting
Theory, the theory for Informaﬁ%hp dling capability is Information Processing Theory,
while the theory selecfe&@%ommunication skill is Communication Accommodation
Theory. QQ\
Q

221 oalSetting Theory

\G@Cgtting Theory is a motivational theory that was developed in the 1960s'’*. The
theory proposes that setting specific, challenging goals leads to higher performance and
motivation than easy or vague goals. Goal-setting theory was developed because of
several organizational psychology investigations on work-related task performance'”.

The original idea of goal setting states that when two conditions are met, goal setting can
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promote behavioural change: (a) the target (goal) must be conscious and specified; and (b)
the goal must be comparatively demanding (not too simple or too difficult). You know
what you are trying to achieve when your objectives are clear. Accurately measuring
outcomes and determining which activities to reward are also possible. Consequently,
SMART is a very useful acronym. On the other hand, goals that are vague or only stated
as broad directives, like "take initiative," are hard to quantify and demoti Q&ople are
usually motivated by challenging objectives, but it's important to avoid s¢tfing goals that
are too high to reach. To be effective, your team must underst@ agree on the goals;

team members are more likely to “buy into” a goal if tth helped set it.

Goal setting Theory has five measures which &ommitmem, clarity, challenge,
feedback, and task complexity.Individuals r@{erdedicated and willing to put in the
effort required to achieve their goal@leans that goals must be seen as important
and meaningful to the individualfi~and they must be willing to make sacrifices and
overcome obstacles in ord@&@hieve them.Setting clear and specific goals provides
clarity on the job and s %t a clear target for individuals to work towards. Goals should

be clearly defin Qmeasurable so that progress can be tracked.

A goa isg_e:\}t'to present a challenge to an individual, but it should still be attainable.
TI& of challenge should be specific to each person to increase their motivation. The
Me challenging a goal is, the more focused an employee become on the task and the
easier it is to avoid unnecessary distractions, and thus, will be energized to work harder
toward the difficult goal. Setting challenging goals can motivate individuals to work
harder and strive for better performance. However, goals should also be achievable, as

setting goals that are too difficult can lead to frustration and a lack of motivation.
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Fig. 2.1: Goal Setting Model Q
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According to the theory, goal settin \}\Qfective because it provides individuals with a
clear understanding of what is %%et of them, creates a sense of purpose and direction,
and stimulates the devgl@ of strategies to achieve the goals. The theory emphasizes
the importance 0%@( in the goal-setting process, as feedback allows individuals to
evaluate theﬁs&ress toward their goals and make necessary adjustments. The theory
also s g&@t at goals should be specific, measurable, achievable, relevant, and time-
bo MART). Setting SMART goals helps individuals to focus their efforts and
}(Vides a clear path to success. Additionally, the theory proposes that individuals are
more likely to be motivated by goals that they have had a hand in setting.
The development of goals for a person’s or organization’s future success is referred to as
goal setting. According to the originator of goal setting theory, people or organization
perform better when they set more demanding goals. On the other hand, if the goals are
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too simple to fulfill, the performance of an individual or organization suffers. When a
person or organization is committed to achieving their goals and has no competing
ambitions, the achievement of the goal is good. Goal setting will also assist in the
formulation of an action plan to guide people and organizations. Overall, the Goal
Setting Theory has been widely researched and has been found to be effective in many
settings, including education, sports, and the workplace. It is often used %aagers to

motivate employees and increase performance, and by individuals to acHieve personal

goals. O

The goal should be whatever people want to achieve, ac m%o goal-setting theory 7,
As a result, goals have the following effects on Qur. First, focus attention and
efforts on things that the person believes %%lst them achieve the goal. increase
tenacity since the individual devotes moré figic to actions that will help him accomplish
his objectives mobilise the effort sin&%\e individual strives more to attain his objectives.

.

mobilise the hunt for advan@ capacity-building strategies that can be applied to
achieve the goals. Sec&o@ ere are challenging objectives. Employee performance
increases with dif@&)f goals because employees are able to exert greater effort. The
term "tar ﬁ,@fnomenon" describes an increase in output in proportion to the degree
of cha@ge atthe employee was supposed to attain.

Si allenging goals are associated with higher levels of self-sufficiency and increase
an individual's sense of self-satisfaction, they enhance performance. The third objective is
acceptance. Stated differently, not all targeting strategies are always successful as long as

the anticipated outcomes are not met'’’. The employee must get along with the

employee's personality and ideals in order for them to accept him and show them that he
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is committed to them through his actions. In addition, they have to be awarded equitably
(distributive justice) and in accordance with fair procedures (procedural justice). When it
comes to achieving personal goals, employees work harder than those established by
management or superiors. Additionally, the goals must match the skill levels of the
staff. The "targeting phenomenon" is therefore subject to different limitations. Finally,
two further strategies for improving employee task performance are e@enﬁves
(bonuses, prizes), and feedback. QJ

People get feedback to find out if their actions and efforts the goal-outcome,
which could act as a catalyst to increase their effort. ittenally, complimenting other
staff members on their achievements could encournal mobilisation.Goal-setting
theory is beneficial to the workplace b a@ promotes a more efficient work
environment where employees strive to re% eir goals, giving them a sense of purpose
around their work. The addition of %ﬁ\Qsitive feedback that the managers provide also
gives the employees a higher @(ﬁ satisfaction, helping to increase employee retention
at their workplace. Ess&%, the goal-setting theory is a valuable tool that should be
applied to create %Qtain a healthy work environment.

2

2.2.2 formation Processing Theory

O

ngﬂnation processing theory was propounded in the year 1956'78. It is an approach to
cognitive development studies that aims to explain how information is encoded into
memory. It is based on the idea that humans do not merely respond to stimuli from the
environment. Instead, humans process the information they receive, which is also the

reason why unique names for business tend to have better recall. While experts believe
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that the brain’s mechanisms and functions are relatively simple, the magnitude and scope
of neural networks and their behaviors are quite powerful as a whole!”. Among them is
the way the brain interprets data. The definition of primary research describes not only
how data is collected but also how it is kept and retrieved. Receiving input—also referred
to as stimulus—from the surroundings through a variety of senses is the first step in the
process. After then, the input is described and kept in memory, from & can be
retrieved as needed. It is said that the brain or mind is similar to a, comfiputer that can

process data from its surroundings. A person can gather m@&oe large amounts of

information even at a young age, as evidenced by the iﬁo tion processing hypothesis

of child development. Q

As a result, how one processes informati%’@s an impact on their behavior'®®. An
individual processes information reg\% havior-outcome relationships, according to
the anticipation theory of motiwation. They can then make decisions and create
expectations depending on &ca\formation, highlighting the importance of information
processing in psych I ® Miller was the one who first proposed the information
processing hypo @ He is regarded as the father of the information processing model
in psychcégi\%n one of the original pioneers of cognition studies in psychology. His
resez}@ grounded in the sign and latent learning theories of Edward C. Tolman, which

\Q%hd that learning is an intricate, internal process involving the functioning of the

mind'®8!,

He learned that the working memory has a maximum capacity of seven objects, plus or
minus two. In addition, he was the one who first used the term "chunking" to describe

how short-term memory functions. In addition to Miller, other prominent figures
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connected to the cognitive psychology information processing technique are John
William Atkinson and Richard Shiffrin. One of the most prominent models of
information processing theory, the suggested multi-stage theory of memory, is referred to

as the Cognitive Information Processing Theory'®2.

The notion of information processing is not limited to certain indi@als. An
organisation is an entity that processes information as part of its essent@ctions, just
like the human mind. Thus, organisations can benefit from &gw/of information
processing theory concepts. Organisations process informati ur main steps, which
are typically completed in the following order, but ar@t always so'®3. Information is
either acquired or retrieved by members of the organjgation. Information may originate
from specialists, the company's knowledge r% ry, or even employee comments from
performance reviews. The data may k@%e from sources outside the company, such
as other organisations, outside @lists, and more. Storage: It could start with the
people's recollections.OtherégaJ\m, such computers, databases, or servers, can also be
used for storing. In or .$r other members of the organisation to access the information
when needed, st }Qis an essential component of the complete information processing
WorkﬂowQ‘tigx{s crucial for learning since the organisation can use the knowledge that

has bséﬁored to draw lessons from its prior experiences.

\When people alter or transform information that is received or stored, transformation
takes place. This could involve any kind of analysis, compression, or enlargement to aid
in their decision-making. Extracting or drawing conclusions from fresh data is one type
of transformation. Transmission: One of the first three stages' worth of knowledge is

shared with others. Reporting or presenting to pertinent stakeholders may be part of
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it.Organisations can lower uncertainty by knowing how information is handled during a
task. The decision-makers must process more information in order to adequately execute
the task and comprehend its ramifications the more ambiguous the situation184. However,
when sufficient information about the work is digested, it becomes clear even before it is
carried out. Because of this, it is possible to plan many of its steps in adva&ce, which

enhances productivity, resource management, and change management. Q

In addition, pertinent plans of action can be developed to ma mgeahdvantages and
reduce disadvantages. Knowledge-intensive tasks in interna organisations are one
illustration of this. Organisations can extend these kind %ﬁes to members in many
locations by having a thorough understanding of in@ation processing. After that, they
can look at different information processing&%s and comprehend the significance and
impacts of different elements includi ’Qk commoditization, customer wants, and
collaborative technologieslSS.,Wuently, the organisation can devise the optimal
allocation of tasks to optiméﬁanan and non-human resources. Nowadays, information
processing theory is in many fields of research, businesses, and professions in
technology. Info @n processing principles, models, and ideas are applied to a variety
of entitie %fl of the individual, including: Business: Organisationalbehaviour has
been 1bed by information processing theory (as an example, see the section before
\%%ne).For instance, a variety of models are employed to comprehend how companies
use market data, how they determine what data is pertinent or significant, and how this
influences their long-term plans.186. Family unit: The idea helps to explain how families
attend to, sense, and encode stimuli in either the individuals or the family as a whole.

Subsequently, within a family unit, mutual and individual schemes are developed that
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impact information processing and attention. One can study the schemes to understand
relationships, culture, and family dynamics. Artificial intelligence (Al): The idea of
information processing emerged from cognitive psychology, driven by researchers' and
specialists' interest in understanding the functioning of the human mind. Al studies aim to
understand human cognition and replicate the processes in machines such as natural
language processing, memory encoding, information retrieval, learning %rem.As
the interest in how the human mind works expands, so does @Jgplication of
information processing theory. Furthermore, it improves t@erstanding of how

various entities from individuals to entire organi tio%deal with information.

Consequently, new models, ideas, and concepts a@ oped under various contexts,

with information processing theory serving a,z th&%)re.

Information processing theory is a cq@uiti sychology framework that views the mind
as a computer-like system that pg&es, stores, and retrieves information'”®. This theory
proposes that human cogni&&ca\volves a series of mental operations such as attention,
perception, memory, X oblem-solving. Information processing theory refers to the
study of how i %als acquire, process, and store information. The theory proposes
that hum@\e ognitive processes to take in information from the environment,
mani’% it mentally, and use it to guide behavior. Miller proposed that the capacity of
\&lng memory, or the amount of information that can be held in mind at one time, is
limited to around seven items, plus or minus two. This concept is known as Miller's Law
or Miller's Magic Number. In addition to his work on working memory, Miller also

proposed that information can be stored in long-term memory in the form of chunks, or

meaningful units of information. He suggested that individuals can remember more
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information by grouping related items together into larger chunks, which can then be
remembered as a single unit. Miller's work on information processing theory has had a
lasting impact on the field of cognitive psychology and has influenced the development
of theories related to memory, attention, and perception.

Information creation refers to the process by which new information is generated or
created. This can happen through a variety of means, includi &Wation,
experimentation, and exploration. Once information is created, it ca\QeJ ored for later
use.Information storage refers to the process by which inform@ retained over time.
The capacity and duration of memory storage can vary, wit rt-term memory holding
information for only a few seconds to minutes, ong-term memory can store
information for days, months, or even a li ti@formation can be stored in various
forms, including sensory memory, wo&kié ory, and long-term memory.Information
retrieval refers to the process by whi h{ored information is accessed and used. This can

.
involve recall, recognition, a@earning. Retrieval can be affected by various factors,

including the organizat'ﬁq&stored information, the strength of the memory trace, and

the individual's 3% mind.Overall, the Information Processing Theory provides a

useful fraﬁ@for understanding how humans acquire, process, and use information.
erin

By co g how information is created, stored, and retrieved, psychologists can gain

in@ into the cognitive processes underlying human behavior.

N

2.2.3 Communication Accommodation Theory (CAT)
CAT was created in the 1970s as a means of comprehending how and why people alter

their languages, dialects, and accents when communicating with one another. It was first
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known as speech accommodation theory (SAT), a term that is still in use in certain
circles!®®, He provided a discourse analysis that focused more on the addressee than the
setting, arguing that findings of context-based changes in speech style may be more
effectively reinterpreted as the result of interpersonal adaptation processes. The emphasis
in communication adjustment research was shifted by these early studies to receiver
characteristics, which are a significant factor influencing speakers' sty Qan es. The
idea expanded into nonlinguistic and discursive areas in the {19308, embracing
modifications on dimensions beyond speech.To reflect thisbro@ope, the theory was
then renamed communication accommodation theory.

Communication Accommodation Theory prop at individuals adjust their
communication styles to accommodate oth sfbgocial interaction. This theory posits
that individuals can use different com@ ation styles to accommodate others in
different situations, and that the ac OX'nodation process can affect the outcomes of a

.

communication interaction'®’ Cvxssentially, CAT proposes that speakers come to
interactions with an 'ﬂ'@rientation, which is informed by past interpersonal and
intergroup exper@s well as the prevailing sociohistorical context. In interaction,

speakers {Ji\ﬁa%eir communicative behavior based on evaluations of their fellow
ts

interac communicative characteristics, as well as their own desire to establish and
m@ a positive personal and social identity. Each speaker evaluates and makes
attributions about the interaction, as well as about the other speaker, on the basis of their
perceptions of that other speaker’s, as well as their own, communication. These

attributions and evaluations then affect the quality and nature of both the present

interaction between these speakers and speakers’ intent to engage in future interaction
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with each other. In this context, written and oral communication and feedback can be
seen as important metrics that influence the accommodation process.
Written communication refers to any form of communication that is written, such as
email, text messaging, or social media. Written communication can be more formal or
informal than oral communication, depending on the context. When individuals use
written communication, they may adapt their communication styles to a Q%date the
recipient's communication style. For instance, if an individual is comnitinicating with
someone who is more formal, they may use more forrnal ge in their written
communication to accommodate the other person's co tion style.
Oral communication refers to any form of commun Qat is spoken, such as face-to-
face conversations, telephone calls, or vi e% ferencing. In oral communication,
individuals can use nonverbal cues, such dy language and tone of voice, to adjust
their communication styles to acc Xﬁodate the recipient's communication style. For
instance, if an individual is C{ﬁéunicating with someone who is soft-spoken, they may
adjust their own Volumeﬂ&ne to match the other person's communication style.
Oral Communica\@&n important variable in the accommodation process because it
can help i %915 adjust their communication styles to better accommodate others,
depen% oh the tone used. When individuals communicate orally, they can modify their
co@rbmication style to better align with the recipient's communication style. For
N/
instance, if an individual receives any signal that their communication style is too formal,

they may adjust their style to be more casual in order to accommodate the other person's

communication style.
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In summary, Communication Accommodation Theory proposes that individuals can
adjust their communication styles to accommodate others in a social interaction. Written
communication, oral communication and feedback are important variables that influence
the accommodation process. By adapting their communication styles to better align with

the recipient's communication style, individuals can improve communicati(xutcomes

23 Review of Empirical Studies é

and build stronger social relationships.

2.3.1 Information Handling Capability and Task rniance

This research study reviewed pertinent studiesQ&earcher looked at the degree to
which work performance components a&edictive of administrative staff job
performance in universities in Soutl&%t Nigeria '°. The study employed a survey-
based descriptive research cfe@ The heads of departments used a self-made
questionnaire to collecf (L&%&m 400 individuals in a variety of departments as part of a
multistage sample @Hon process involving four universities. The results of the
multiple re‘gr{c\'%l analysis showed that job performance is predicted by leadership
quality,. 0
O
Tl%%ct of human capital development on workers’ attitude to work using Mutual
Rleﬁts Assurance Plc, Nigeria as a case study was investigated'”!. Adapting the
theoretical foundation of human capital theory and correlation estimation estimator, the
findings revealed that the company engaged in human capital development which
enhanced employees’ attitude to work, though there was a high level of employee turn-

over as they grew older. Scholars investigated employee work contentment, performance,
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and promotion of positions held in order to determine whether or not job satisfaction and
promotion had a simultaneous, partial impact on employee performance in Makasar
Government Region 2. Based on an explanatory descriptive survey method, the study
analysed data from a sample of fifty Makassar Government Region employees.
According to the field and expertise, the Makassar Government Region's promotion
positions are in line with the frequency distribution and path analysis th Q&utilised.
Moreover, workers in the region are currently thought to be content with*their jobs, and
those in the Makassar Government Region are thought @form well enough.

investigated employee work contentment, performance, and\promotion of positions held

in order to determine whether or not job satisfactio ‘Qc promotion had a simultaneous,
partial impact on employee performance in a@ovemmem Region 2. Based on an
explanatory descriptive survey method, t dy analysed data from a sample of fifty
Makassar Government Region em bees. According to the field and expertise, the
.
Makassar Government Regi&ﬂﬁ\)romotion positions are in line with the frequency
distribution and path a 1S that were utilised. Moreover, workers in the region are
currently though%&ontent with their jobs, and those in the Makassar Government
Region ar t@’ to perform well enough. The study found that although TPF follows a
predetebmin€d promotion criterion, there is a lack of consistency in its implementation

al@erence, which results in a performance gap among staff members.

Y

Using quantitative approaches, the impact of job promotions on worker performance at
the Makassar City Regional Secretariat was examined!®*. Using a simple random
sampling technique, 73 employees make up the sample size. Data was gathered through

observation, questionnaires, and documentation. The empirical results, which were
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obtained using the t-test and simple linear regression, demonstrated that: (a) the Makassar
City Regional Secretariat's level of promotion fell into the good category, adhering to
operational standard procedures in line with Law No. 5 of 2014 and its derivative rules;
and (b) employee performanceis in the very high category in the Makassar City Regional

Secretariat, and (c) the t-test demonstrates that employee performance in the Makassar

City Regional Secretariat is positively and significantly impacted by prozﬁQs.

A study that looked at the relationship between task performanc ('&;‘dnd information
technology (IT) use in Jordanian public universities (JPUs) %ed at the information
technology department's (ITD) position as a medi@in this relationship'®®. Nine
hundred and ninety-seven workers at public i@ltions responded to an online
questionnaire poll. SPSS and AMOS23 Were@?or the data analysis. The results of the
study showed that using informatio@logy significantly enhances workers' task
performance.The findings demo ed that the use of information technology had a
direct and favourable impa@ﬁork performance. The findings also demonstrated that
there is a partly me@ function for the information technology department in the
relationship bet Q?vorkers' task performance and information technology utilisation.
Accordin@% udy, in order to improve work performance, a gradual transition from
pape;bgement records to computerised management information systems is required.
\'Rr)gditioning to internal electronic correspondence from paper-based correspondence
helps colleges build E-HRM by reducing administrative costs and increasing task
completion time. They are essential to the transition to digitization and electronic

management.
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A study investigated the relationship between task performance and employability
abilities in employees196. It made use of a correlational design with 220 respondents and
survey questionnaires. Employers greatly valued the basic interpersonal, teamwork, and
management skills that employees had sufficiently learned, according to descriptive data.
As the most desired and learned skill, positive attitudes and behaviours arose. Rating for
skill competence was moderately competent. Employers evaluated task @ance as
satisfactory, but workers rated cooperation, judgement, quality, @Qty, and job
knowledge and abilities as extremely satisfactory. Task perf nee was significantly

positively correlated with both skill competency an: s@cquisition, according to

inferential analysis. For work performance to be@ sful, employability skills that

employers value must be acquired and comp:te;@emonstrated.

Researchers looked into the connecti\\@%en academic staff members' self-awareness
and task performance in a few,p&% universities in Ogun State, Nigeria!®’. Examining
the relationship between ac%éa staff members' self-awareness and task performance at
particular private univt@&s in Ogun State, Nigeria, was the primary goal of the study.
The study used %$y research approach and one hypothesis to guide its investigation.

308 full—t@&&a

Nige 'bere included in the study's sample. This information was obtained using the

mic staff members from particular private universities in Ogun State,

\Qa/%bft calculator. Techniques for multi-stage sampling were modified in order to get
responses from every academic staff cadre. The study included a standardised and
modified questionnaire called "Self-awareness and Employee Performance (SEP)".
Descriptive and inferential statistics (Multiple and Hierarchical Regression) were used to

evaluate the data that were gathered. The results of the study showed a strong correlation
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between task performance and self-awareness. Drawing from the study's findings, the
management of private universities was advised to provide their academic staff with
training in self-awareness competencies, as a deep understanding of oneself is a key
factor in determining one's level of self-efficacy and ability to improve personal

performance.

S\
A researcher looked into how emotional intelligence affected employe@cess on the
job in Bangalore automotive sector. The study employed a des@(&lnd explanatory
research design method. Using a systematic stratified sampli cedure, 82 employees
were chosen for the study and given questionnaires to c@le 198 The gathered data was
analysed using Pearson correlation. The results d@\strated that job performance is
significantly impacted by each of the Eb rs. This means that employee job
performance characteristics (rules, p ce, and reliability) are related to emotional

intelligence variables (self—awa.rq& self-regulation, self-motivation, social skills, and

A\
social awareness). ’&c?
Q

Researchers emplo @\Jrvey research design technique in a journal paper titled Self-
awareness and otganisational performance in the Nigerian banking sector using 220 bank

managers\in South-South area of Nigeria'®. Using the statistical package for social

scf&%

X@ tested at the.05 level of significance. The results indicated that while there was no

d the spearman rank correlation coefficient, four hypotheses were developed

significant correlation between self-awareness and market share, there was a positive

association between self-awareness and net profit and return on investment.

Researchers looked into the moderating effect of proactive personality traits on

employees' task performance and the effect of ethical leadership on those traits. The
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impact of ethical leadership on employees' task performance has been explained by the
theories of social identity, social learning, and self-concordance. In Chinese organisations,
the authors gathered survey-based dyadic data from subordinates and members of middle
management teams. The study hypotheses were tested using multiple regression analysis.
Results indicated that task performance is positively impacted by ethical lxdership in

S

Researchers looked at the Tejarat Bank branch in the southwes}gf an to see how

employees.

information technology skills affected organisational ormance and how
organisational agility acted as a moderator?’!. By its V@at re, this research is applied
in an objective, descriptive, and field manner.Four &red employees of Tejarat Bank's
southwest bank branches in Tehran make u@istical population. Using the Krejcie
and Morgan table, 196 people made \Q@ample. Simple random sampling was used.
Software for analysis included L L and SPSS. The results demonstrated the positive
and significant effects of IT@%}mcture, business experience, communication resources,
and human resources @anisational performance. Additionally, the mediating role of
organisational QQ in influencing the dimensions of information technology
capabiliti{b:é? arat Bank's performance was confirmed. The findings indicated that

the factor influencing bank performance was IT business experience.
o

Xﬂudy explores the relationships between citizenship performance and task performance
measures obtained from different appraisers and their consistency through a seldom-used

methodology, interclass correlation coefficients??2,

Participants were 135 public
employees, the total staff in a local government department. Jobs were clustered into job

families through a work analysis based on standard questionnaires. A task description
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technique was used to develop a performance appraisal questionnaire for each job family,
with three versions: self-, supervisor-, and peer-evaluation, in addition to a measure of
citizenship performance. Only when the self-appraisal bias is controlled, significant
correlations appeared between task performance rates. However, interclass correlations
analyses show that only self- (contextual and task) performance measures are consistent,
while interrater agreement disappears. These results provide some interes Q&s about
the procedure of appraisal instrument development, the role of appraiSers, and the

importance of choosing adequate consistency analysis methodso

Additionally, a different study looked into how the org ﬁ's information technology
capabilities affected marketing effectiveness, With@at Bank in Tehran serving as a
mediating factor. The research methodolo%%applied with an objective and causal
perspective. The population was m ’éf managers and senior employees from all
Mellat Bank offices in Tehran ‘&‘ad at least five years of work experience and a
bachelor's degree?®. The s@fa\size was calculated to be 320 persons compared to the
number of items usi%@ structural equation methodology, which calculates sample
sizes between 5, a 5 times the number of items. A questionnaire was employed to
gather da{/&alidity of the questionnaires was confirmed using construct validity.
Corr coefficient was used to assess the reliability of the questionnaires and its
Y/gﬂility was confirmed. Data were analyzed using descriptive and inferential statistics.
Software such as LISREL and SPSS have been used to evaluate inferential statistics
(Structural Equation Technique) and descriptive statistics. The data analysis's findings
demonstrated that the organization's information technology capacity significantly affects

the marketing effectiveness and governance of Mellat Bank branches. Furthermore, the
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marketing success of Mellat Bank branches is influenced by organisational governance.
Another moderating factor in the relationship between information technology

capabilities and marketing performance is intra-organizational governance.

A study examined how employees' self-efficacy affected their task and contextual
performance in Sri Lanka's banking industry. The information was gathere%random
from a sample of 357 non-managerial workers and 176 managers work@sri Lanka's
banking industry. The employees were given a questionnaire gq){ﬂ.plete in order to
assess their task performance, contextual performance, a -efficacy. Regression
analysis and the correlation coefficient were used t the gathered data. The
study's findings showed a substantial and fa@able correlation between task
performance and contextual performance an%gbgﬁcacy. The results show a substantial
and positive correlation between the b@ns that are directly relevant to the job and
the employees' confidence in thgis&ty to plan and carry out the necessary actions. with

the completion of the job éf?ith the extra role supporting behaviors which are not

directly related to the @

A study inv‘e tigated the Influence of Age, Job Status, ICT Literacy Skills and ICT Useon
Task er@nce of Library Personnel in Public Universities?”. The purpose of the
stud¢ investigate the influence of demographic factors (age and job status), level of
\TQ" skills possessed by respondents and ICT use on task performances of library
personnel. The study employed correlation design. Thirteen public universities were
purposely selected while total enumeration was adopted to study 248 library personnel
made up of librarians and library officers in public university libraries in South-west,

Nigeria. Data was collected by questionnaire. The study established significant positive
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correlation between age, job status, ICT skills and task performance. Also, Anova test
found significant joint influence of age, job status, ICT skills and ICT use on task
performances of respondents. The study further indicated that age, job status, ICT skills
possessed by respondents and ICT use had relative significant influence on task
performances of respondents. It is therefore recommended that, library personnel must
leverage their demographics positively to bring about positive dispositi Q&teir jobs
while all categories of staff must ensure they possessed the r&ui&e/QT skills that

willginger ICT use for effective task performance.

O
Researchers looked at how training and development @ﬁworkers’ performance in
Pakistani banks in 2021. The purpose of the stud@s to investigate the relationship
between employee performance in Pakistani@s and training and development®%°, The
descriptive survey design was used i ’évestigation. A questionnaire with a sample
size of 150 was used to gather d@m a subset of employees from six Pakistani banks
through convenience and r@ca\sampling. Frequency tests and bar charts on response

rates were used in the @&is of the data using SPSS. The study's findings demonstrated

that employee @performance in banks was positively impacted by training and

developn‘@./

and de\elopment on job knowledge, work quality, functional abilities,

tionally, the outcome demonstrated the beneficial effects of training

X}tudy in the Nigerian service industry looked at how mentorship affected workers' job
performance!”. The purpose of the study was to assess how well employees performed on
the job by taking into account the impact of mentorship on workers in the Nigerian
service industry. With a population of 460 employees, the study employed a descriptive

survey research design. The distribution of the research instrument was done using the
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quota sampling technique, and the sample size of 250 employees was determined using
the Taro Yamane sample determination formula. A well-structured questionnaire served
as the data collection method, while SPSS and Microsoft Excel statistical tools were used
to do correlation and regression analysis. The study's findings demonstrated a strong and
substantial relationship between employee performance in Nigeria's servicxector and

X

Researchers looked examined how mentoring and coaching&el iofiships affected

mentorship in all of its forms.

vocational instructors' life and work satisfaction in Thailan% purpose of the study
was to evaluate the benefits and drawbacks of mentor@n coaching for educators as
well as the impact these connections have on e@ors‘ life and work happiness*.
vocational instructors were chosen as a s@%r the study from seven provinces.
Questionnaires were used to gather )@ correlation and linear regression statistics
were used for analysis.The stu@ﬁndings demonstrated a robust, favourable, and
statistically significant co@t&% between coaching and mentoring and vocational
teachers' work satis@ in Thailand. In the Malaysian corporate environment,
researchers also, 1 tigated the mediating role of rewards and recognition in the
relations@n employee performance and coaching 2%, The purpose of the study
was ’%@'estigate how Malaysian employees' performance was affected by workplace
\Q/glding. In this study, a survey research design was used. Convenience sampling was
employed in the study to choose study participants. Data for the study were gathered
using a questionnaire, and SPSS was used to analyse the data. Amos Confirmatory Factor

Analysis, Structural Equation Modelling, and Regression Analysis. The results of the
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study revealed that coaching had a positive and significant impact on the performance of

employees in Malaysia.

A study in the UK hotel industry looked at how coaching and mentoring affected
employee performance®”. The purpose of the study was to determine whether employee
performance in the UK hotel business was impacted by coaching and me%ng. The
cross-sectional survey approach was employed in the study. Convenim@Q&npling was
used to select 172 managers and supervisors as a sample for the &se . An organised
set of questions was used to gather data for the investigatio the use of SPSS 20,
the acquired data was examined using the arithmetic @%ﬂelation, and regression.
The study's findings supported the notion that ®oyee performance is positively

correlated with coaching and mentoring. &b%tcome also showed a strong and

favourable association between coac}'\t@he organization's overall success.

A study examined the relation's@tween senior non-academic staff members' work
performance and their us&@ﬁnformation at Nigerian universities. Senior non-academic
employees are in rge® of managing and running the university's daily operations.
However, ther% ittle to no evidence of any inquiry conducted in the context of
.
info ati@sumption and job performance. The study used a survey research design,
wit Nigerian universities that had been accepted as its population. The study
\N&olved the selection of 27 universities through the use of a multistage sampling
technique. The sample size for this study consisted of 1804 senior non-academic staff
members. A structured questionnaire was employed to gather data. Of the 1804

questionnaires that were distributed, 1270 were filled out and sent back. The data was
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presented using descriptive statistics, including correlation, mean, standard deviation, and

frequency count.

The study found, among other things, that policy papers, office subordinates, print
materials (books, journals, etc.), the internet, CD-ROM, and other online resources were
the most common information sources accessed by senior non-academic wnnel at
Nigerian institutions. Additionally, they discovered that it was s@ to obtain
information from peers, supervisors, and coworkers in the Workwgwey were able to
contribute significantly to group discussions and readily owledge with their
colleagues that would enable them to carry out their J@m e efficiently because they
were well-informed. As a result, it was discov@ that senior non-academic staff
members' job performance and the infor%{bl sources they used were positively
correlated in Nigerian universities. R&dy found a positive relationship between
senior non-academic staff's job ;&rmance and their use of information in Nigerian
universities. As a result, it %{%\s that information professionals, particularly librarians,
provide current aware%‘s&ervices and selectively disseminate information to senior non-

academic staff. &«ill be able to use this to get up-to-date, career-related information
for their @k .

Tas formance and employee training: the mediating function of employee
Mgement in the tourist and hospitality industry were the subjects of a study. The
study's goal was to provide a thorough understanding of how personnel in the tourist and
hospitality industries view training and how it affects their ability to complete tasks.
Additionally, the study looks at how employee engagement mediates the relationship

between task performance and training?!!. The study's conclusions show that training
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motivation has a favourable and significant impact on task performance. Thus, this
implies that training motivation raises an employee's readiness to take part in a
programme and is also thought of as a force that pushes people towards training, which

affects people's eagerness to learn.

They will therefore do better on tasks overall as a result of this learning &erience.
Additionally, the data showed a substantial relationship between task @'ﬂance and
support for training. This shows that when people receive support@gplers, supervisors,

and seniors, it improves attachment and eventually improvance. The results of
a

this study are consistent with other research, which fo@ rong relationship between
task performance and support for training 2% 213, \@ training is supported, a person's
attitude towards their work and the organis@% improves. A study looked at how

214 Furthermore, an

task performance was affected b ived job instability
investigation was conducted (m@mpact of work insecurity, both quantitative and
qualitative, on the various et{%\nts of task performance. A total of 342 employees,
ranging in age from 2.&&, were proportionately chosen from the cluster that represents
each bank usiggmulti—stage sampling technique. In addition, the structured and

closed—en@

gath @ta from these workers. The results of the regression analysis showed that

stionnaire was employed in a descriptive cross-sectional study design to

\{lt/%ﬁgh the unidimensional construct of perceived job insecurity had a significant and
negative impact on task performance, job insecurity, both quantitative and qualitative,
also had a significant and negative impact on this performance, with the latter, discovered
to have a more pronounced detrimental effect. Additionally, the data show that whereas

work quantity and time restriction are more negatively correlated with qualitative job
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insecurity, job quality is more negatively correlated with quantitative job insecurity. In
order to decrease the frequency of perceived work insecurity, recommendations were
made regarding the necessity for organisations to concentrate intervention on the
antecedents of job insecurity, which have been categorised as macro level, micro level,
and personality characteristics. Additionally, it was suggested that managers make an
effort to focus more resources on workers who experience qualitativ %ﬂsecurity
whenever these interventions are necessary. At the same time, they should*be aware that
A

workers with varying degrees of job quantity, quality, and@ ton require varying

O

2.3.2 Communication Skills and Task Performt@

QO

A study investigated the effects of co@ ication strategies on organizational

degrees of intervention.

performance. A descriptive research &\\Q was used in this study?!®. 132 questionnaires
were distributed to employees.'%@ dings of this research showed the importance of
both the theoretical level @\practical level. It concluded that for any organizational
performance to be @e, an open communication environment should be encouraged.
Once members&he organization feel free to share feedback, ideas and even criticism at
every ev@ncreases performance. Scholars emphasized that flexibility in inventory
cont anagement is an important approach to achieving organizational performance?!®
\be study also found that there is a relationship between operational feasibility, utility of
inventory control management in the customer related issues of the organization and cost
effectiveness technique are implemented to enhance the return on investment in the

organization. Scholars examined the relationship between the employees and their work

environment, to assess the extent of employee performance on productivity and to find

74



out the extent environmental factor has enhanced performance?!’

. The survey method and
the research tool was questionnaire. The study had a population size of 1,152, out of
which a sample size of 297. Two formulated hypotheses were tested using Pearson’s
correlation coefficients and z-test statistical tools. Study reveals that there was unsafe and

unhealthy work place environment, poor motivation, lack of innovation, I&culmral

interference and allow organizational interpretation process caused lov@u ivity in

the company. &<

A study was able to ascertain from various literature revie at business strategies
such as (customer orientation, employee autonom ommunication, training and

development job satisfaction, corporate social re@)ility, motivational factors) have

nce?!8,

major role to play in organizational pa@a

organizational performance is impo@ecially in the perspective of the current

Recognizing the causes of

global crises because it helps .ag\' anization to identify those factors that should be
given priority attention in @% improve the organizational performance. Hence, this
study recommends t .\$iness organizations should adopt appropriate strategies that
would enhance &ate organizational performance. Many authors have adequately
addresse@ communication and performance on organization. However, they
faileﬂbéddress the effect of communication on attitude of lecturers to students and their
\& New technology and innovations are welcomed development to the educational

environment. But it is also important to address the negative effect and challenges that

comes with “change”.

Scholars in a study titled“communication approach and firms’ performance:appraisal of

Nigerian Bottling Company(Coca-Cola), Ilorin-Nigeria” submitted that researchfindings
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no doubt have validated the synerginousrelationship between communication approach
andefficient performance of NBC, Ilorin plant?'?.They also recommended that there can
still be moreroom for improvement and consequently betterperformance if management
embraces the followingrecommendations: More clarity of ideas before attempting
tocommunicate; Better understanding of the physical and human environment when
communicating; A thorough analysis of the purpose of communicati Q&lanning

communication, consultation should both be top down and bottom up, while all facts are

rendered implicit and explicit; Consideration should be given @&econtent and tone of

O

A study titled“Internal communication crisis @ its impact on organization’s

the messages amongst others.

performance” cited that the importan% symmetry, describing symmetric
communication as a source and a reifieht which cannot be separated but are equal
participants of a communication&%ss seeking(striving for) mutual understanding and
proportional two-way effec@\cﬂ\le research work, carried out under the auspices of the
paper, points at the . %f symmetric approach in internal communication, which is
marked by the regrch participants(not representing the dominant coalition) as an
importantﬁ.aﬁ:@ the problem and of crisis in the organization. He opined that lack of
leade @, unclear managerial style and incomprehension of employees’ need for
\%gmation created a fundamental problem in the organization’s internal communication.
Furthermore, the role of informal communication and “grape-vine telegraph™ in an
organization’scommunication 1is viewed as one of crucial factors influencing
organization’s operations and may become a threat to an organization. He further

suggested that organizational crisis may not only be caused by external conditions which
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are difficult to control for an organization, but also by internal factors which are closely

linked to communication problems in the organization.

Scholars studied the impact of organizational communication on employee’s motivation
and performance at Putri Panda company, Indonesia and how organizational
communication directly or indirectly on the employee’s performance through émployee’s
motivation at using questionnaire that covered the instrument, @%’iew, and
observation?’!. Based on the analysis, the study found that: C}Kdgad organizational
communication in the category of obvious, employee motivati thehighcategory, and
employee performance in the high category; There is@%e effect oforganizational
communication directly or indirectly to the perform of employeesthrough employee
motivation. Based on the results of the stu%{bsearchers suggest:Increase or improve
organizational communication by or @oint activities outsideworking hours, i.e. by

holding recreational and out] ;The employees expectedwillingly to improve

feedback when communica@ th the leaders.

Recognition for t '@tance of communication to the management process can be

attributed ler%\' to scholars who maintained that communication was the very“heart” of

the m a&n}ht process??2, The human relationships movement of the 1940’scontributed
O

sig&ﬂb

}mess. Communication audit methodologies advanced a general systemsapproach to the

ly to the notion that communication in organizations should be atwo-way

study of organizational communication???. Thestudy concludes and recommends that
communication is very important for employees whowork in any organization anywhere
in the world, such as communication gives the feelingof belonging and sense of

partnership with employees working in the organization. Whenemployees feel they have
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been heard and that they can communicate with their supervisorsat any time they feel

more a part of a group and are more motivated to work.

Many companies are now realizing that an employee’s attitude andperformance cannot be

separated??*.

When employees have negative attitudes about theirwork, their job
performance and productivity inevitably suffer. When they have positivem&des, job
performance and productivity are likely to improve. If employers W@;ount on a
productive workforce in changing times, they have to underst mployees will
work for an organization and give the commitment they desi @oday sglobal business
environment effective organizational communicati % andexternal--has a
significant impact on an organization's success. "l@fore, the internalcommunication

strategy of an organization should ask: &bﬁ self-evident fact thatorganizational

communication plays a vital role in e@ motivation and performanceas real changes

are taking place in modern organ@s.

o

Employee communication, &@e a crucial role to play in the management effort toreorient
employees perplex @hanges or inform and motivate those who adapt morereadily.
Within this‘ @1 need to communicate there exists the specialized requirementfor
effectiye Qr.r}unication as an outcome of managing an organization’s employeerelations.
Toddyis~organizations are run by multi and cross-functional teams which showlittle
\e&rance for unquestioned authority. A study looked into the communication skills of
secondary school principals for administrative effectiveness in the Ilorin-West Local
Government Area (LGA)'%’. The researchers used a descriptive survey design. Two
research questions and a null hypothesis served as its guiding principles. The study's

sample included 40 principals from the Ilorin-West LGA. Data were gathered using a tool
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created by the researchers called the Communication Skills Questionnaire (CSQ). The
data was examined using the mean and standard deviation. The examination of the data
indicated that issues resulting from inadequate communication skills include low
educational standards, difficulties implementing educational policies, misunderstandings,
and a lack of harmony among the objectives of the school. These findings 1&) certain
recommendations, including the use of clear, concise language by pri le, regular

face-to-face communication, and attentive listening on the part of pringipals:

¢\

A study focused on the influence of organizational comn on employee’s job

motivation and Job performance in the broadcast orgar@on in Delta State, Nigeria?%,
The following findings emerged in the course of @nalysis and they are reported as
follows: From the result of the study, it was 6@%2& job motivation indicators have no
significant linear relationship with e ob motivation in broadcast organizations in
Delta State. This was revealed Lrg&omputed r value of .233 which indicates that there
is a weak insignificant li\@\%ationship between indicators of job motivation and
employee job motiva? % broadcast organizations in Delta State. This finding is in
agreement with &tained by scholars that interacting and sharing ideas with the most
experienc@%’q alified managers or superiors motivate employees to perform better in
an organization®?, It is also in agreement with the findings of scholars that when
\&byees are seen working hard at some activities, conclusion could be drawn that they

157

are driven by a desire to achieve the goal that they value™’. For instance, an achievement-

oriented person is driven by the desire to succeed and is motivated by a desire for

promotion and/or accomplishment in order to satisfy the need.

24 Conceptual Model
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Independent Variables Dependent Variable

Information Handling

Hol Capability
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. . Task Performance
e Information Creation

¢ Information Storage

e Information Retrieval e Commitment

Ho3
A e C(larity
Communication Skills Q e Challenging Goals
e Written s
Communication

e QOral Communication

b,b(\

Figure 2.1 : Conceptual Model &

Source: Researchers’ Wor SOj
The above conceptual T@work shows the influence of information handling capability
and commumcaﬁﬁbs ills on task performance of administrativeStaff in Public
Polﬁechr(s@State, Nigeria. The model has three variables: Information Handling
Capab@7 Communication skills and Task Performance.Task Performance which is the
%%nrgnt variable has the following measures: Willingness to work, specific goals and
challenging goals adapted from Goal Setting Theory!’. Information handling capability
which is the first independent variable is measured by Information Creation, Information
Storage and Information Retrieval adopted from Information Processing Theory!”®

Communication skills which is the second independent variable is measured by Written
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communication, Oral communication and Feedback adopted from Communication
Accommodation Theory !,

Furthermore, the conceptual model shows that hypothesis one will investigate the
influence of Information handling capability on task performance. Also, hypothesis two
will examine the influence of communication skills on task performance and hypothesis
three will evaluate the influence of information handling capability and Q&nication

skills on task performance of administrative officer in Public Polytechii€s, Edo State,

Nigeria.

2.5 Summary of Gap i&%ature Reviewed

From the above li erge on Information handling capability, communication skills and
task perfi X&c%it could be deduced thatstudies which examines the influence of
info '&ndling capabilities and communication skills on task performance has
re@i less attention. For example, a study investigated the impact of Information
Technology (IT) usage on task performance (TP) in Jordanian public universities (JPUs),
the study also examines the mediation role of the Information Technology department
(ITD) in this relationship'®. Also, scholars investigated the impact of information

technology capabilities on organizational performance with the mediating role of
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organizational agility in the Tejarat Bank of branch in southwest region of Tehran®®',

This research is applied in terms of objective and descriptive by nature.

Many experts who argued that communication was the "heart" of the management
process have contributed to the recognition of communication's significance??2. The idea
that communication in companies should be a two-way process was greatly i%nced by
the human relations movement of the 1940s. An all-encompassing sys@Qpproach to
the study of organizational communication was advanced b cogmﬁnication audit

approaches??®. According to the study's findings and recom%@ms, communication is
t

crucial for employees in all types of organizations thro@u e world because it fosters
a sense of community and cooperation among team members. Employees feel more a part
of the team and are more driven to work \@x ey believe their concerns have been
acknowledged and that they can spea@ eir managers at any moment.Organizations
are trying to institute relations{@g the environment and adjust to ever changing,
uncertain and competitive @(i?ons by strategizing the information they gain from their

environment and tran@(o information processing centers of their organization®?’.

Informatiorl i&most powerful tool and a requirement for success in management and
for th coﬁWent and successful running of an organization®?®. Extremely large amounts
of Q ation shared often creates problems for employees. Employees want to get
\em.lgh information that will minimize uncertainty however the type of information and
the way of transmission is a key determinant®?®. Information overload, many at times,
hinders pertinent information which will secure and obtain the most productivity from

getting to employees?3?. Superiors always have a clear visualization for the organization
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and can thus easily pinpoint issues and obstacles that are in their way and the objectives

of the organization®3!.

Internal communication is perceived more as being a management term yet indeed
communication has a personal oriented approach that is critical for the purpose of
managing communication between people. Communication is not only about ififormation
exchange and flow, but about the collaboration amongst personalities a@%wlation of
commitment efforts>32. A key implication of the top-down cowguﬁon is that any
other kind of information communication e.g. adjustments i ganization’s goals or
vision is not relevant for employee performance?3. 1®§welective perception that
contradicts a scholar point of view, where commt@tion is seen as an element very
crucial in the organization that it constructséfbonships between its member and other
groups that enable it achieve the n b@’b cooperation in order for it to achieve its
objectives?**. Continuous delay,l;&ff in obtaining information may result in improper
administration in coordinz@‘{%ganizational activities?>>. This is quite true but as
advised, most compa@at are focused on internal communication only disseminate
information on &—required basis?*. The frequency of information dissemination
depends Q@moraﬁon’s activity in the news and the community hence the more

freq}sblformation one gets, the more inspired and committed he/she is likely to be.

Mt research adduce that formal communication depicts a one-way system of
communication which actually paints a picture of selective communication which does
not influence the free flow of information. Systematically, the structure ofthe
organization causes the management and flexibility for the purpose of collaboration very

challenging?”.0n the other hand, many researchers encourage open communication with
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low or no control to enhance participation fromindividual employees. Human Resource is
not blindly ensuing a ‘unitarist’ agenda in quest of management goals around
performance, rather it involves a certain degree of support for workers who can challenge

norms and habits around work organization and management agency?3%2%.

Previous researches have been conducted mostly using single Variaquch as
Information technology capabilities and organizational performance, @e and task
performance, Communication skills and job performance among geﬁ Most of these
studies were done outside Africa and very few in Nigeria. udy is unique in that
studies which combined information handling capablh nd*’communication skills with

task performance in Public Polytechnics in Niger@s received less attention. Thus,

suggesting a gap worthy of investigation. &Q

O
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Q Chapter Three
Q

é/ Methodology

T@apter presents the methodology used in this study. The methods to be employed
include: the research design for this study, the study population, computation of sample
size, sampling technique adopted, description of research instrument, validity and
reliability of the research instrument, distribution of the research instrument as well as

method of data analysis.
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3.1 Research Design

This study empirically investigate the influence of information handling capabilities and
communication skills on task performance of administrative staff in Public Polytechnics,
Edo State, Nigeria, using a cross-sectional survey research approach. This study approach
guarantees the collection of data from several subjects all at once. Because_r&spondents
fill out similarly worded self-reported questionnaires, the researcher's bi stened and

the amount of high-quality information obtained is genuine and %&a&le, making this

design acceptable for this study. &

3.2 Population of the Study :

The population of this study covers 245 administrative staff in the Public Polytechnics in

Edo State. These include: Auchi polytechnic, Auchi and Edo State polytechnic, Usen.

Ta(b.le\@Population of the study
N\

Study
Qré'/N Public Polytechnics Population
\/ 1. Auchi Polytechnic, Auchi 190
2. Edo State Polytechnic, Usen 55
Total 245
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Source!?

3.3 Sample and Sampling Techniques

This study has a total of 245sample size which were made up of administrative staff of

the selected Public Polytechnics in Edo State which represent the total po

enumeration was employed for this study due to the minimal number ulation.
3.4 Description of Research Instrument é

The required tool is known as the IHCCSTP scal hieh stands for Information
Handling Capability, Communication Skills, and @Performance Scale. A structured
questionnaire was utilized to collect inform i@m the respondents since it makes it
simple to analyze the structured questi %d answers to meet the goal of the study.

N

Additionally, the Likert scale.q& will be used in the study, which enables the

researcher to offer possibiliti@m which respondents can select one. The instrument is

made up of four sectioﬁQ\’uch are as follows:

Section A: Thi Qains the demographic information of respondents which is self-
develope(‘. & io-data of respondents will be measured through five (5) factors,

nam@nder, age, qualification, years of experience, Name of Institution and cadre of

\Q&nistrative staff.

Section B: This section constitutes the Task Performance scale with 12-items. The items
were adapted from existing literatures®*. The Cronbach Alpha value will be recorded.
The scale will use a 4-point response format of 4 = Very High Extent (VHE), 3 = High

Extent (HE), 2 = Low Extent (LE), 1 = Very Low Extent (VLE). Examples of statement
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include: when I work, I really exert myself to the fullest; I strive as hard as I can to be

successful in my work, I work at my full capacity in all of my job duties.

Section C: This is Information Handling Capability scale with 12-items. The items were
adapted from existing literatures>®’#. The Cronbach Alpha value will be recorded. The
response options provided in this questionnaire followed the 4-point response&mat of 4
= Very High Extent (VHE), 3 = High Extent (HE), 2 = Low Extent (L Very Low
Extent (VLE). Examples of statement include: Accurate and fully r&,ﬁ)ﬂt information-
retention schedule; Availability of standard information on methods that all
administrative staff know and understand; Finding re@ﬁomaﬁon or a document

that satisfies user information needs amongst othersQ

Section D: This is Communication Skill sc@fbith 12-items. The items were adapted
from existing literatures on comm ’sti116.The Cronbach Alpha value will be
recorded. The response options@ided in this questionnaire followed the 4-point
response format of 4 = S@gl Agree (SA), 3 = Agree (A), 2 = Disagree (D), 1 =
Strongly Disagree ( .§xamples of statement include: Avoiding too many slangs,
abbreviations, a @ms or jargon;, Alters my language depending on the listener’s

interest, L@iﬂ ing and knowledge, etc.
35 Qty of Research Instrument

}‘16 instrument's items were constructed through a review of pertinent literature and
adaptations made to questionnaires already used by other researchers. The supervisor and
other professionals with expertise in information management will contribute to the face
and content validity. The final questionnaire that was distributed to the study's

respondents was corrected and updated as necessary.
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3.6 Reliability of Research Instrument

The dependability of each item measuring each variable in the study were examined by
the researcher using a reliability test on the questionnaire. The reliability of the
instrument will be tested through a pilot study using thirty (30) copies of the
questionnaire which will be administered to the administrative staff of Delta State
Polytechnic, Oghara which is not part of the study. Data obtained wi Qubjected to

Cronbach’s alpha reliability test to establish internal consistency %&Lﬂfh&

Table 3.6.1 Reliability Statistics %Q

Cronbach's  Cronbach's Alpha Based on Q
Alpha Standardized Items N of Items )

911 913 44
The table shows the reliability test of the questionn%@éﬁequate interval consistency reliability

(Cronbach’s alpha) must be greater than 0. &Grbresult of the reliability test is 0.911 which

shows that, each items appear to be goqd,&le items should be kept.
3.7 Method of Data*Collection

Throu geﬁse of a structured questionnaire in accordance with the body of literature
al@ in existence, primary data will be gathered to fulfill the study's goals. This
instrument is suitable for a cross-sectional survey design primarily because it facilitates
the gathering of information about respondents' opinions and perceptions of current
concerns at a particular period.

The administrative employees of the Public Polytechnics in Edo State were contacted via

a letter of introduction received from the Department of Information Management at
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Lead City University. Three (3) research assistants will get a two (2) day training to make

it easier to administer, retrieve, and sort copies of the surveys.

3.8 Method of Data Analysis

The researcher will analyze the data using the descriptive and inferential statistic. The
use of the descriptive statistics was appropriate because it helps to d%be and
summarize data in terms of frequency distribution, mean, standar@Q&ation, and
percentage of response about variables under study, thereby &\&aﬂg the research
questions. To test the hypotheses formulated, inferential ana ill be used to analyze
null hypotheses one to three using regression analysis. @yp theses in the study will be
tested at 0.05 level of significance. The data colle for the study will be analyzed

using Statistical Package for Social Sciences , Version 24.
Nl
&
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Q\ Chapter Four

@Results and Discussion of Findings

Data presentation,“afialysis and result interpretation were covered in this chapter. The specific
objective@‘hypotheses that were developed for the study serve as a guide for the analysis.
The d&(ptive analysis is presented in the section one using tables with percentages and an
explanation beneath the tables. Inferential statistics are presented in Section 2, and the chapter
concludes with a discussion of the results. The study aimed to investigate and provide answers to
the research questions and hypotheses, which informed the provided results. SPSS version 24

was used to analyze the data.
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4.1. Data Presentation

A total of two hundred and forty-five (245) copies of questionnaire were administered and two
hundred and Nineteen (219) copies were returned. After sorting the questionnaires two hundred
and Nineteen (219) copies were certified as duly filled and considered usable. The useable
questionnaire represented 94.23% response rate. The high response rate was rec d as the
researcher administered the instruments with the help of research assistants concerted
efforts in reaching out to the staff to request them to participate in the st & response results
are presented in Table 4.1. &

Table 4.1 Response Rate

Response Rate Frequency Percentage (%)
Returned and Used 219 94.23%,

Not Returned 26 5.77%

No. of Distributed Questionnaire 245 100%

Source: Field Survey Data (2023)

4.1.1 Demographic Data of Res 4@&
Table 4.2 Demographic C@ka teristics of Respondents

Variable Category Frequency Percent
Gender Male 92 42.0
Female 127 58.0
Age <35 year 38 17.4
36 - 50 Years 131 59.8
41 - 50 Years 50 22.8
Total 219 100.0
Educational level ND 8 3.7
HND 102 46.6
B.Sc 73 333
MBA 21 9.6
Others 15 6.8
Total 219 100.0
Year of 1 - 10 years 88 38.8
Experience 11 - 20 years 71 33.5
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21 -30 Years 60 27.7

Total 219 100.0
Name of Institution AUCHI POLYTECHNIC 172 78.5

AUCHI |

USEN POLYTECHNIC

EDO STATE M -

Source: Field Survey Data 2023

This section consists of background and respondents' information that Qﬁs basic
characteristics such as gender of the respondents, age of the respondents, academic qualification,
and years of experience. Table 4.2 presents the demographic and pers@&poﬁle of respondents
used for this study. Demographic and personal profile of respon: as shown in table 4.3.
Profile of gender indicated that 92 respondents repre@l 42% were male while 127
respondents representing 58% were female, indicati gf@host of the respondents were female.
Demographic and personal profile of respondent!b§own in table 4.3 by age revealed that 38
respondents representing 17.4% were less h\a\SSyears, 131 respondents representing 589.8%
were between 36-50 years, 50 respon{%\&representing 22.8% were between 41-50years, Also, 8
respondents representing 3.7?@%\@, 102 respondents representing 46.6% had HND, 73
respondents representing\@& had Bachelor's degree, 21 respondents representing 9.6% had
Master of Busi ministration and 15 respondents representing 6.8% are others.
Furthermore, ar spondents representing 38.8% had 1-10 years of work experience. 71
respo del@%presenting 33.5% had 11-20 years of work experience. 60 respondents
representing 27.7% had 21-30 years of work experience.

4.2 Presentation of Research Questions

Research Question One:- What is the level of task performance of administrative staff in public

Polytechnics inEdo State, Nigeria?

Table 4.3aL.evel ofcommitment of Administrative Staff in Public Polytechnics in Edo State
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very Low Low High Very High

Commitment Extent Extent Extent Extent Mean  Std.
When I work, I am 100% 1 3 67 148 3.72 051
committed to my work 0.5% 1.4% 30.6% 67.6% '

I strive as hard as I can to 1 8 63 147 3.56 0.56
be focused in my work 0.5% 3.7% 28.8% 67.1% '
when there is a job to be 0 9 56 154 3.61 0.63
done, I am fully

commitment getting it 0.0% 4.1% 25.6% 70.3%

done

The weighted mean is 3.63
Decision Rule: 1.00 — 1.49 (very low), 1.50 — 2.49 (Low), 2.50 — 3.49 (High), 3.50 — 4.00 (very
High)
Key: Very Low Extent (VLE) = 1, Low Extent (LE) = 2, High Extent (HE) =3, Very High Extent
(VHE)=4

Source: Field Survey Data (2023) Q o

According to results in Table 4.4, among the respondents,@y% selected the very high extent
of commitment to work, followed by high extent@&), low extent (1.4%), and very low
extent (0.5%). The average response from ﬂ@onders was 3.72, indicating that they are
100% committed to their work. The res D*so showed that 67.1% of the respondents selected
very high, 28.8% selected high, 3@&ca\lected low, and 0.5% selected extremely low that they
endeavor as hard as they ca y focused in their work. The average response rate among the
respondents who state @do their hardest to be focused on their work was 3.56.The results
also showed thaé/&

tasks when ’@were assigned, whereas 70.3% of respondents preferred a very high degree of

f the respondents preferred high degree of commitment to finishing

comm\%%t 4.1% modest and 0% extremely low extent. With a mean score of 3.61, the
respondents generally stated that they are totally dedicated to finishing the project when it

becomes available.

Table 4.3b: Level of Clarity of Administrative Staff in Public Polytechnics in Edo State

Clarity Response Mean
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very Low Low High Very High Std.

Extent Extent Extent Extent
Fulfills responsibilities 0 9 58 152 3.63
specified in the job 00%  4.1%  26.5% 69.4%
description ’ ’ ’ ’
Prioritizes work to always 0 8 69 142 3.66
%‘r’stthe most important task 0.0%  3.7%  31.5% 64.8%
Completes tasks 1 10 61 147 3.58
independently and without 0.5% 4.6% 27.9% 67.1%

intervention
The weighted mean is 3.62

0.59

0.54

0.58

Decision Rule: 1.00 — 1.49 (very low), 1.50 — 2.49 (Low), 2.50 — 3.49 (High), 3.50 — 4.00 (very High)
Key: Very Low Extent (VLE) = 1, Low Extent (LE) = 2, High Extent (HE) =3, Very High Extent (VHE)=4

Source: Field Survey Data (2023)

According to results in Table 4.5, In terms of how well they c@ﬁle duties outlined in their
job description, 69.4% of respondents gave it a very high n@, followed by high (26.5%), low
(4.1%), and very low (0%). With a mean score of 3. ,’@espondents generally stated that they
carry out the duties outlined in the job dx@)n. The results also showed that, of the
respondents, 64.8% selected very high,.%&selected high, 3.7% selected low, and 0% selected
extremely low that they prioritize w@ always accomplish the most important task first.The
mean score of the respondents'w@stated they always prioritize the most critical assignment first
was 3.66. The results a\bs owed that 27.9% of respondents preferred a high degree of
independence a .S%D ficiency, while 67.1% preferred a very high degree of it. There are
0.5% very lov@ent and 4.6% low extent. With a mean score of 3.58, the respondents generally

stated @ey finish things on their own and without assistance.

Table 4.3c Level of Challenging Goals of Administrative Staff in Public Polytechnics in Edo
State

Response
High Very High
Challenging Goals Low Extent  Extent Extent Mean
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Performs any task lam given 10 62 147 3 66 0.56
irrespective of its volume and nature

4.6% 28.3% 67.1%
Solving problems by discussing with 8 64 147
11 3.59 0.58
Ty coTeagtes 3.7% 292%  67.1%
Ensures work output is of quality and 12 61 146 3.60 0.58
quantity 5.5% 27.9% 66.7%

The weighted mean is3.62

Decision Rule: 1.00 — 1.49 (very low), 1.50 — 2.49 (Low), 2.50 — 3.49 (High), 3.50 — 4.00 (very High)
Key: Very Low Extent (VLE) = 1, Low Extent (LE) = 2, High Extent (HE) =3, Very High ExtentVHE)=4
Source: Field Survey Data (2023) -

According to the results in Table 4.6. 67.1% of respondents said @cute whatever duty
assigned to them, no matter how big or small, while 28.3% saj I§do so to a high extent and
4.6% to a low amount. With a mean score of 3.66, the r@i ents generally stated that they
complete whatever assignment assigned to them, re I%Qof its size or complexity. The results

also showed that 67.1% of respondents said %.Ve problems with their colleagues to a very
high extent, 29.2% said they do so to a K%ount, and 3.7% said they do so to a low extent.

The average response from the res&@nts was 3.59, indicating that they typically discuss
problems with their colleague$. %er to find a solution.According to the results, 66.7% of the
respondents preferred to %@&hat work output was both high-quality and high-quantity, while
27.9% preferred 'd&% a very high degree. 5.5% minimal degree. With a mean score of 3.60,

the responden@l average said they make sure the amount and quality of the job they produce.
Overa%@ mean for the method used in Edo State to guarantee both quantity and quality of
work output is 3.62

Research Question Two: What is the level of information handling capability of

administrative staff in public polytechnics in Edo State, Nigeria?

Table 4.4a Level of Information Criterion of Administrative Staff in Public Polytechnics in
Edo State
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Response

0.83

0.55

0.58

Low High Very High

Information Criterion Extent  Extent Extent Mean Std.
What information creation methods are 34 92 93

known to all administrative staff 15.5% 42.0% 42.5% 2.99

What information creation methods are 32 104 83

understood by all administrative staff 14.6% 46.5% 37.9% 3.30

Having information helps me to consider 29 95 95 3.54

and respond appropriately 13.2% 43.4% 43.4%

The weighted mean is3.28

Decision Rule: 1.00 — 1.49 (very low), 1.50 — 2.49 (Low), 2.50 — 3.49 (High), 3.50 — 4.00 (very High)
Key: Very Low Extent (VLE) =1, Low Extent (LE) = 2, High Extent (HE) =3, Very High ExtentVHE)=4

Source: Field Survey Data (2023)

According to the results in Table 4.7, 42.5% of the respondents.seléeted a high degree, 15.5% a
low degree, and 42.0% a very high degree of knowledge ‘af 1hformation generating techniques
among all administrative staff. The average response, sate from the respondents was 2.99,
indicating that all administrative staff memberg\ydre familiar with information generating
procedures. The findings also showed that 37.9% of respondents selected extremely high, 46.5%
selected high, and 14.6% selected }0ws'as the degree to which all administrative personnel
understands information genefating processes. The respondents' average rating for the degree of
security that guarantees databdse management was 3.30.The results also showed that 43.4% of
respondents prefesfediexttemely high, 43.4% high, and 13.2% low levels of information helping
them to think about and respond appropriately to the needs and feelings of different people in
different Situations. With a mean score of 3.54, the respondents generally stated that knowledge
helped them take into account and react suitably to the needs and feelings of other people in

various situations.

Table 4.4bLevel of Information Storage of Administrative Staff in Public Polytechnics in
Edo State

Information Storage Response Mean
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Low High  Very High

0.55

0.55

0.56

Extent Extent Extent Std.

Organizes information so that it can be 9 60 150 3.63

found again for future needs 4.1% 27.4% 68.5%

Information is kept in hard copy and 3 78 138 3.59

softcopy 1.4% 35.6% 63.0%

Having information helps me to solve 10 66 143 3.63

problems by negotiating / discussing with 4.6% 30.1% 65.3%

colleagues

The weighted mean is 3.62

Decision Rule: 1.00 — 1.49 (very low), 1.50 — 2.49 (Low), 2.50 — 3.49 (High), 3.50 — 4.00 (very High)
Key: Very Low Extent (VLE) = 1, Low Extent (LE) = 2, High Extent (HE) =3,\V ery High ExtentVHE)=4

Source: Field Survey Data (2023)

Q
According to results in Table 4.8. 27% (high extent), 4.1% 1®xtent), and 68.5% (very high
extent) of the respondents said they organize infor@ti@ to be found again for future
requirements. With a mean score of 3.63, the res@@nts generally stated that they arrange
information to make it easily accessible for ﬁ\\% requirements. The findings also showed that,
among the respondents, 63.0% selecte@igh, 35.6% selected high, and 1.4% selected low
for the degree to which informatio%&retained in hardcopy and softcopy. The average response
from the respondents wa: @,\mdicating that information is stored in both hardcopy and
softcopy. The results also Showed that, of the respondents, 65.3% preferred extremely high,
30.1% high, an@ ow levels of information helping them address problems through
negotiation %acussion with colleagues. With a mean score of 3.63, respondents generally

stated t aving information aids in problem-solving through negotiation or discussion with

coworkers.

Table 4.4c: Level of Information Retrieval of Administrative Staff in Public Polytechnics in
Edo State

Information retrieval Response Mean
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High Very High

Low Extent  Extent Extent Std.
Finding relevant 1.nf0rmat10n ora 4 68 147 051
document that satisfies user 1.8% 31.1% 671% 3.68
information needs
Accessing any information within an 3 68 148 165
hour of a request 1.4% 31.1% 67.6% ' 0.51
Confident in using various
information and communication 3 70 146 375 1.34
technologies to complete extract the 1.4% 32.0% 66.7% ’

needed information
The weighted mean is3.69

Decision Rule: 1.00 — 1.49 (very low), 1.50 — 2.49 (Low), 2.50 — 3.49 (High), 3.50 — 4.00 (very
High)Key: Very Low Extent (VLE) = 1, Low Extent (LE) = 2, High Extent (HE) =3, Very High
ExtentVHE)=4 )

Source: Field Survey Data (2023) Q

According to results in Table 4.9. Finding pertinent inf@@n or a document that meets user
information demands is rated as having a very chigh® degree of importance by 67.1% of
respondents, a high extent by 31.1%, and a lewgt by 1.8%. Finding pertinent information or
a document that meets user information \?Awas reported by respondents as having an average
mean score of 3.68. Findings alsc@i?ed that 67.6% of respondents chose very high, 31.3%
selected high, and 1.4% se eg@{ow as their level of satisfaction with accessing any information
within an hour of a ret&gkccording to the respondents, the average mean score for obtaining
any information@in one hour of a request is 3.65.Findings also showed that, of the
respondents,@% preferred a very high degree of confidence in their ability to use a variety of
ICTs t}\(& extract the necessary information, compared to 32.0% who preferred a high degree
and 1.4% who preferred a low degree. With a mean score of 3.75, the respondents generally

expressed confidence in their ability to use a variety of information and communication

technologies to fully extract the required information. The grand mean of administrative staff
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members' overall information handling proficiency across public polytechnics in Edo State,

Nigeria, is 3.53.

Research Question Three: What are the various communication skills displayed by

administrative staff in public polytechnics in Edo State, Nigeria?

Table 4.5a Written Communication

Response

Strongly Strongly

Disagree  Disagree Agree Agree  Mean Std.
Possess correct grammatical 0 7 70 142
use to words 0.0% 3.2% 32.0% 64.8%  3.67 0.54
Ability to arrange information 2 11 62 144
in a logical sequence 0.9% 5.0% 28.3% 65.8%  3.57 0.59
Avoiding too many slang 0 8 68 143
words, abbreviations, 0.0% 3.7% 31%  65.3%  3.60 OO

acronyms or jargon
The weighted mean is3.59

Decision Rule: 1.00 — 1.49 (very low), 1.50 — 2.49 (Low), 2.50 — 3.49 (High), 3.50 — 4.00 (very
High)Key: Strongly Disagree (D) = 1, Disagree (D) =2, Agree (A) =3, Strongly Agree(SA)=4
Source: Field Survey Data (2023)

According to results in Table 4. 10. Of the respondents, 34.3% agree, 2.9% disagree, and 0%
strongly disagree that the Statements employ language correctly. Of these, 62.9% strongly agree.
With a mean scofe 8f3.62, the respondents on average reported that they use words correctly
grammatically{ Fhe results also showed that 30.9% of respondents disagreed, while 63.7% of
responidents/ strongly agreed that having the capacity to organize knowledge logically is
important. 4.9% disagree strongly, while 0.8% do not. The capacity to organize information
logically was reported by respondents on average, with a mean score of 3.57. The findings also

showed that 33.5% of respondents strongly agreed with the preference of 62.9% of respondents

to avoid using too many jargon, acronyms, slang terms, or abbreviations. 0% strongly disagree
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and 3.7% disagree. Avoiding using too many acronyms, slang terms, jargon, or abbreviations
g g g y y g jarg

was indicated by respondents on average of 3.57.

Table 4.5b Oral Communication

Response

Oral Communication Disagree Agree  Strongly Agree Mean Std.
Organizes and expresses my ideas in a 10 76 133

way that is meaningful to others 4.6% 34.7% 60.7% 3.57 0.58
Speaks with appropriate speed, pitch 10 75 134

and volume 4.6% 34.2% 61.2% 3.54 0.58
Uses appropriate vocabulary whenever 9 77 133

information is being disseminated 4.1% 35.2% 60.7% 3.56 0.60

The weighted mean is3.58

Decision Rule: 1.00 — 1.49 (very low), 1.50 — 2.49 (Low), 2.50 — 3.49 (High), 3.50 — 4.00 (very
High)

Key: Strongly Disagree (D) = 1, Disagree (D) = 2, Agree (A) =3, Strongly Agree (SA)=4
Source: Field Survey Data (2023)

According to results in Table 4.11. 34.7% ‘ef\séspondents agree, 4.6% disagree, and 60.7%
strongly agree that it organizes and cony®ys ymy ideas in a way that is valuable to others. The
average response from the respondets*was that it has a mean of 3.57 and arranges and conveys
my ideas in a way that is waluable to others. The results also showed that, of the respondents,
34.2% agreed and 4.6% disagreed that someone speaks with the proper volume, pitch, and speed.
Of these, 61.2% ‘strongly agreed. The average response rate among the respondents was 3.57,
indicating thatfHey speak at the proper pitch, pace, and volume.The findings also showed that, of
the respomdents, 61.2% preferred strongly agree, 35.2% agreed, and 4.1% disagreed that they
always use proper words while disseminating information. With a mean score of 3.56, the
respondents generally stated that they are aware of the information that is pertinent to safety and

the information that is not. With a mean score of 3.59, the respondents generally stated that they

usually know what would happen next in terms of safety.
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Testing of hypothesis

Hol: There will be no significant influence of information handling capability on task
performance of administrative staff in public polytechnics Edo State, Nigeria.

The data for Independent Handling Capability and Communication Skill (independent variable)

were generated by summing responses of all variable items respectively while Task petformance

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

The analysis below is for the first hypothesis

Table 4.6Model Summary

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

1 .6482 420 415 .28040

a. Predictors: (Constant), Skill, Information

ANOVAa
Model Sum of Df Mean F Sig.
Squares Square
1 Regressio  13.752 2 6.876 87.455  .000°
n
Residual 19.027 242 .079
Total 32.779 244

a. Dependent variable: Task Performance

b. Predictorseskilhsnformation

Source: Field\Work (2023)
Task performatieg = fo + f1 Information+ > Communication Skill+ error term
ERMS = 1.195¥0.170 Information Handling + 0.507 Communication Skill
Froms thed_regression model (equation) obtained above, we observed a positive
relationship between the two (2) variables, that is the dependent variable and
independent variable, it

can be seen that the regression model obtained indeed fitted the relationship quite well

enough. However, from the ANOVA table the F-statistic = 87.455 on 2 df, with p-value
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= 0.000. It can be interpreted as follows: since the p-value 0.0000< 0.05 level of
significance, it means the model is significant, we have to know that, that the F-test
yielding a significant result means the model fit the data well and the is non-zero. This
leads to the rejection of the null hypothesis of the coefficient equal zero and accept the
alternative hypothesis.

From the analysis above, we have R which is the correlation coefficient and is 0.648 this
means there is a positive correlation between the Task Performancej Hafidling
Capability and Communication Skill. R Square, is the coefficient of defertmirtation which
is 0.420, this can be interpreted as the proportion of the total variability in the response
variables (Task performance) that is accounted for “by the predictor variable
(Independent variable: Handling Capability and Commumication Skill). Therefore, we
say that about 42% of the total variation in the Tagk performance is been accounted for
by the Handling Capability and Communicatiorn*Skill. The adjusted R-square indicates a
better fit of the regression model to thé.ddta. The higher the adjusted R-square the better

the data fit the model.

Ho2: There will be no significant influence of communication skills on task performance of

administrative staff in public polytechnics Edo State, Nigeria.

Table 4.7 Coefficients?
Unstandardized Standardized T Sig.
Coefficients Coefficients
B Std. Error Beta

(Constant) 1.195 200 5.971 .000
Information 0.170 .054 .169 3.161 .002
Handling
Communication 0.507 .048 561 10.502 .000
Skill

a. Dependent Variable: Task
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Source: Field Work (2023)
From the Regression analysis result, it was found out that the independent variables

( Information Handling &Communication Skill ) have a positive influence/impact on the
response variable ( Task performance ), which implies that, a unit increment in information
handling will result to 17% increment in the Task performance and a unit increment in
communication skill will result to 50.7% increment in the Task performance. ThesRivalue are
0.002 and 0.000 they are less than 0.05 level of significant, we can co at there a
significant influence of information handling capability on task perfor@:e of administrative
staff in public polytechnics Edo State, Nigeria and there i Qﬂiﬁcan‘[ influence of

communication skills on task performance of administrative in public polytechnics Edo

State, Nigeria Q
4.3 Discussion of Findings fbb

A\

The study examines the topic, the relation%'p\be;ween the use of task performance, information
handling capability and communic@k sk

1l using Regression analysis. Firstly, from the
Regression result, we found -ongdt the responses (task performance, information handling
capability and communi@%(ill) have a significant relationship task performance, since we
have the p-value (9\ d 0.000)< 0.05 (= level of significance) and a positive relationship
since we hav%pgﬁtive slope/coefficient of the dependent variable (Task performance). The
positive @nship implies that a unit increase in information handling capability and
communication skill output will result to an increment in Task performance.

Secondly, the F-statistic result (3.161&10.502) with p-value (0.002 and 0.000) < 0.05, it shows
the model fits the data better, meaning the data provide sufficient evidence to conclude that our
regression model fits the data better. This is good news because, it generally means the

independent variable (information handling capability and communication skill) in our model
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improve the fit. These go in the same line with the result from the t-test above. The coefficient of
determination R-squared or ( 2 ) of 0.420, implies the independent variable explained
approximately 42% information about the dependent variable.

Lastly, it can be seen that the two dependent variables ( Task performance) are significant with
the independent variable, therefore the two null hypothesis (Ho) will be rejected and ,accept the
alternative hypothesis that say: There is a significant influence of information ha capability
on task performance of administrative staff in public polytechnics Edo State,@iﬁ 1a and thereis
significant influence of communication skills on task performance @ministrative staff in
public polytechnics Edo State, Nigeria.

The first study question's conclusion indicates that the ove@elghted mean is greater than 3.0,
indicating the administrative staff's task perfor npb%el in Edo State, Nigeria's public
polytechnics. The overwhelming majority of re rs indicated that task performance was on
the rise. Notwithstanding, several obstacles >b detected, and these obstacles stem from diverse

S

N

frequently has a heavy burdehg%ssive workloads can cause stress, exhaustion, and trouble

sources. Because of their many j expanded responsibilities, administrative staff
effectively managing du&%%le constraints and strict deadlines can make it difficult to plan
and complete tas S\ ively. The answer to the first study question shows that the overall
weighted me%scﬁ{gher than 3.0, showing the task performance level of the administrative
personnel ’Qe public polytechnics in Edo State, Nigeria. Task performance was increasing,
according to the vast majority of respondents. Still, a number of barriers were found, and these
barriers originate from many sources. Administrative staff usually has a lot on their plate due to

their numerous tasks and increased duties. Overwhelming workloads can lead to stress, tiredness,
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and difficulties handling responsibilities well. Effective task planning and completion can be

challenging when faced with time limits and stringent deadlines.

Workers may find it difficult to adjust to new procedures and technology, which could have an
impact on their productivity. Task Performance may be hampered by communication issues like
unclear or unreliable channels. Poor communication can cause tasks to be misunderw, which
can cause mistakes and delays. Task Performance may be hampered by resistan@Qbe adoption
of new technologies. Inefficiencies in task execution and data manag&&may result from
antiquated systems and a resistance to adopting new technology. Performance may be
impacted by a lack of cooperation between departments and iniStrative staff. Efficient task
completion requires effective teamwork, and a lack of coo @on can result in effort duplication
and communication breakdowns. Task performance 6@§rease if regular performance reviews
and comments aren't given. Employees cou ’édve a good understanding of their areas of
strength and growth, which would hindqﬂ\ﬂﬁr potential to improve. When task prioritization is
unclear, employees may find it dift@ﬁ?\)recognize and quickly attend to important work. In the
absence of explicit directives@@nistrative personnel could spend time and energy inefficiently.
More effective task exe Q techniques may not be used if there is resistance to organizational
change. Employ@

improveme@ advancement.A strategic and all-encompassing approach is needed to address

ce to new practices or technology might impede task performance

these ﬁql%one that includes focused training programs, efficient communication techniques,
technology advancements, and an encouraging organizational culture that values ongoing
progress in the task performance of administrative staff in public polytechnics in Edo State,

Nigeria.
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Given that the aggregate weighted mean for research question two is greater than 3.0, the results
indicate that the Polytechnics in Edo State have a reasonably good level of security for electronic
record management. Administrative personnel at Public Polytechnics in Edo State, Nigeria,
possess an understanding of a range of elements that impact the effective handling, processing,
and use of information. This knowledge is known as information handling capability.
Enhancement of Information Handling Capability may be impeded by limite Q%ility of
professional development opportunities and thorough training programsy It'S”possible that
administrative employees lack the abilities needed to handle and use @tion efficiently. The
insufficient information literacy abilities of certain administr '@ff members may hinder
their capacity to assess, comprehend, and utilize data effi Q@ . This difficulty may result in

inaccurate data interpretation and judgment. Ina

opr)r antiquated IT infrastructure can

hinder the ability to handle information. Inade availability of contemporary information

technologies and instruments could impede effective handling and application of data. Data
handling inconsistencies may arise’&ﬁ}n public polytechnics' lack of explicit information
management procedures. With@%(cies governing the handling, archiving, and sharing of data,
employees can find it\@t to manage information efficiently. The enhancement of
information handli bility may be impeded by resistance to the adoption of new technology.
Employee res%gto utilizing cutting-edge information technologies may hinder their ability
to adjust @’Qntemporary data processing techniques. Information handling capacity may be
hampered by a lack of cooperation and information exchange across various administrative
departments. The efficiency of administrative staff may be impacted by difficulties they have

accessing and exchanging information across departments. Privacy and data security issues could

affect information handling capability. Administrative employees could be hesitant to handle
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sensitive data, which could cause processing of some kinds of data to take longer or be limited.
A lack of resources, both financial and human, could make it more difficult to manage
information effectively.A deficiency of resources may impede the application of sophisticated
information handling techniques. Information processing techniques may be impacted by cultural
differences among administrative staff members. Different methods of handling information can
make it difficult to create consistent procedures that are appropriate for every %ee. The
inability of administrative workers to effectively collaborate in information hamdling may be
attributed to a lack of training in soft skills, such as communication a@%personal skills. For
information to be exchanged seamlessly, effective commu 'c&is essential.Information
Handling Capability may be hampered by a culture that Qot value lifelong learning. It's

possible that administrative employees aren't moti a@keep up with changing information
management standards or skill updates. In o der’@ercome these obstacles, specific training
programs must be put in place, techno } infrastructure must be updated, information
.

management policies must be clearl G;\\efoped, a collaborative culture must be fostered, and
administrative staff in public K&%mics in Edo State, Nigeria, must be encouraged to learn
continuously. QQ

The overall weig %n is likewise larger than 3.0, according to the research question three
result, indicat%t degree of communication proficiency in Edo State's public polytechnics. A
consi(%iébgment of the examined populace exhibited a moderate to advanced level of
communication proficiency. The results showed a positive correlation, indicating that those with
more education and experience have better communication abilities. The underlying problems

found indicate that communication skills require a great deal of work. The study conducted on

the communication skills of administrative staff in public polytechnics in Edo State, Nigeria,
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produced enlightening results that shed light on the administrative workforce's current
communication competency situation. According to the findings summary, administrative staff
members' verbal communication abilities were generally regarded as adequate. There is a range
of skill levels; some employees have advanced knowledge, while others might use more
emphasis on clarity and conciseness. The administrative staff's written communication abilities
showed variation. While some employees showed excellent written communicati Q%S, others
had trouble expressing themselves precisely, coherently, and clearly. Admiffistrative staff
members used current communication technologies in different way@ tle some employees
embraced and used new tools well, others would need more en @en‘[ and training to adopt
more sophisticated communication technology in orde ork more efficiently. It was
determined that interpersonal communication abilitigs p@ssential for productive teamwork in
administrative settings. The identification of inte nal communication challenges highlights
potential areas for staff members to get trai %aimed at improving their capacity to collaborate
.
effectively and cultivate healthy C({ﬁ%ﬁons. The results demonstrated how crucial cultural
sensitivity in communication 'i& se administrative staff members come from a variety of
backgrounds. While son%%oyees demonstrated a high level of cultural awareness, others
could need more @to deal with other viewpoints and communication styles. Language
difficulties, differefit communication styles, and the possibility of misunderstandings were
among\t}%’beveral communication barriers that were found. The overall efficacy of
communication across departments and within administrative teams may be impacted by these
obstacles. The study concluded that improved communication strategies are necessary to foster a

more cooperative work environment. Workshops and training courses aimed at improving

written and spoken communication abilities as well as encouraging the use of contemporary
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communication technology are among the recommendations. The study's conclusions, taken
together, offer a thorough grasp of the administrative staff's communication skills in public
polytechnics in Edo State, Nigeria. The strengths and areas for improvement that have been
discovered provide insightful information that can be used to implement focused interventions,
training programs, and strategies that will improve communication competencies Kin turn,
increase overall administrative efficiency. Q

The null hypothesis one Hol: There will be no significant influence of ir@on handling
capability on task performance of administrative staff in public polyt@ Edo State, Nigeria.
The null hypothesis two Ho2: There will be no significant infl @communication skills on
task performance of administrative staff in public polytech State, Nigeria.

There was a significant influence of information ha capability on task performance of
administrative staff in public polytechnics Ed%% erefore, the findings of Hypotheses were
supported by previous empirical studies. F \eXample, An analysis of the relationship between

.

digital communication skills and a@strative manager job performance at public tertiary
institutions in Rivers State S{k%-lted in a related study. The study's objectives were to
determine the degree of G@on between administrative managers' job performance and their
digital communic @ls in terms of timely task completion, information dissemination, and
record keepir% n hypotheses and four research questions were developed to guide the
investi at@’bl'he investigation found a substantial positive correlation between the job
performance of administrative managers in public tertiary institutions in Rivers State and their
proficiency in digital communication with regard to the timely completion of tasks, distribution
of information, and management of records. The study recommended that management routinely

conduct hands-on computer trainings and update their technological infrastructure in order to
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improve Administrative Managers' digital access and expertise with digital practices®*.
Comparably, this article from Studies emphasizes the difficulty of administrative staff members'
restricted access to thorough training programs. The improvement of information handling
capability may be hampered by the absence of chances for skill development in information
management®’- 22, The impact of outdated or insufficient technology infrastructure on information

antiquated information systems can hinder efficient data processing and 4. The study

handling capability is highlighted by research. Inadequate access to contem Q tools and
&

highlights how important it is to address data security issues. @nxy be difficult for

administrative workers to handle sensitive data securely, which_could affect their confidence and

information management skills 2!, Administrative st@gnbers' information handling

processing, information literacy, and utilizatio Is®>. Providing access to contemporary

\®)

capabilities can be improved by implementing f@b%ning programs that emphasize data
information systems and using technical a \%ﬁbements will enable more effective information
R

processing and management>?>. Clea&@brmation management policies that are developed and
put into effect can serve as '@lendations for secure and uniform information handling
procedures in public pol;&@%su.

The ability of int;\&a' to obtain, process, manage, and use information for decision-making
and organizational efficacy is known as information handling capability. Research highlights
how i p@ it is in the context of organizations?®®. The obstacles encompass restricted
training prospects, limitations in technology infrastructure, and apprehensions regarding data
security!8. The success of a company depends on having effective communication abilities. A

collaborative work environment is facilitated by interpersonal skills, written and verbal

communication, and the use of contemporary communication technologies'#?8. Task
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performance includes the capacity to carry out duties effectively. Task performance is strongly
influenced by communication and information handling skills'*?°, This shows complex linkages
among task performance, communication skills, and information handling capability. Research

demonstrates how efficient information management improves task execution by facilitating

communication?3-2,
Extensive training courses covering communication skills and information handli pa 111t1es .
Using contemporary technology to improve information processmg mmunication

effectiveness®. Creating explicit communication guidelines to hand@\ ral sensitivity and

29,30, 31,32

guarantee efficient information sharing”!8. Using time mana t and workload allocation
;performance

techniques as part of task management strategies to maximt
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Chapter Five é

Conclusion Q$

This chapter presents and discusses the summary of fin i@conclusions and provides useful

recommendations, contributions to knowledge and s@éions for further studies.

5.1 Summary of Findings \:

The research on Information Handling@ity, Communication Skills, and Task Performance
of Administrative Staff in Ppb&%&ytechnics in Edo State, Nigeria, has yielded insightful
findings that shed light o@rent state of administrative competencies within the educational
institutions under SI%
The majority «f gdn}nistrative staff demonstrated a moderate level of Information Handling
Capabilit ciency in information literacy, data management, and the utilization of
informatién resources varied among individuals.Areas for improvement include advanced
training in information management, enhancing data processing skills, and fostering a culture of
information-sharing within administrative teams.

Verbal communication skills were generally rated as satisfactory, with room for enhancement in
terms of clarity and conciseness.Written communication skills exhibited a wide range of
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proficiency levels, emphasizing the need for targeted interventions.The use of modern
communication technologies varied, with a notable reliance on traditional communication
channels.
Task Performance among administrative staff ranged from satisfactory to high, with a notable
correlation to Information Handling Capability and Communication Skills.Efficiency in task
execution was influenced by the ability to access and process relevant inform Q& timely
manner.Effective communication, both within the administrative team a with other
stakeholders, played a crucial role in optimizing task outcomes.T@ﬁings highlight the
interconnectedness of Information Handling Capability and C @aﬁon Skills with overall
Task Performance. Positive correlations were identified @higher Information Handling
Capability and more effective Task Perfo aa@mmunicaﬁon Skills, particularly
interpersonal communication, showed a direct im n collaborative task execution and overall
efficiency. \

.
Information Handling Capability \Kn}\ Communication Skills interacted synergistically,
emphasizing the need for a hoﬁ&%ﬁroach to enhancing administrative competencies.
Identified gaps in Inforwﬁs@%andling Capability suggest a need for targeted training programs,
especially in are ‘@% to data processing and information utilization.Communication Skills
can be enhan gﬁugh workshops focusing on written and verbal communication, as well as
the in eg@ of modern communication technologies.Task Performance can be optimized
throughthe development of a collaborative work environment, where effective information
exchange and communication are prioritized.
In conclusion, the findings provide a comprehensive understanding of the current landscape of

Information Handling Capability, Communication Skills, and Task Performance among
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administrative staff in Public Polytechnics in Edo State, Nigeria. The recommendations derived
from these findings serve as a roadmap for strategic interventions aimed at elevating
administrative competencies and, subsequently, enhancing the overall effectiveness of public
polytechnics within the region.

5.2 Conclusion

In conclusion, the study on Information Handling Capability, Communication Q%ad Task
Performance of Administrative Staff in Public Polytechnics in Edo State, Nigeria; has provided
valuable insights into the intricate dynamics of these critical compon@%ﬁhin the educational
landscape. The findings offer a comprehensive understa i$ the current state of

administrative competencies and lay the foundation for in@ decision-making and strategic

interventions. ber
(e}

N0
The assessment of Information Handlinaé\aability revealed both strengths and areas for
.

improvement among administrativ&C%ﬂ It underscores the importance of enhancing
information literacy, data manq&gﬁt, and the effective utilization of information resources to
foster a more informed %cient administrative environment. The study suggests targeted
training program a@icies to elevate Information Handling Capability to meet the evolving
demands of th@u ational sector.

Com un@ Skills emerged as a crucial determinant of effective administrative functions.
The research highlights the need for workshops and initiatives aimed at improving verbal and
written communication, interpersonal skills, and the use of modern communication technologies.
Fostering a culture of effective communication is paramount for cohesive teamwork,

collaborative problem-solving, and overall organizational success.
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The exploration of Task Performance provided valuable insights into the efficiency and
effectiveness of administrative staff. The findings emphasize the interconnectedness of
Information Handling Capability and Communication Skills with Task Performance.
Improvements in these areas are integral to optimizing administrative functions, streamlining
processes, and contributing to the overall success of Public Polytechnics in Edo State.
The study's recommendations, including the implementation of targeted traj Q*pograms,
workshops, and the establishment of information management policies, ser@ roadmap for
enhancing administrative competencies. These actionable strategies, @ed in the identified
gaps and opportunities, aim to facilitate positive changes within_th: inistrative landscape of
public polytechnics, ultimately contributing to the instituti ctiveness and resilience.
As educational institutions evolve to meet the chall gpb he 21st century, the insights gleaned
from this research can guide Public Polytec nic!b do State, Nigeria, toward a future where
administrative staff are equipped with th kessary skills, knowledge, and communication
.
abilities to navigate the complexities {Q?bir roles successfully.
In essence, the study not 0®%ntributes to the academic discourse on administrative
competencies but also @% practical implications for policymakers, administrators, and
educators. The ] n%%soward enhanced Information Handling Capability, Communication
Skills, and Taﬁe ormance is a collective effort that holds the potential to elevate the standards

of ad in@’gve functions in public polytechnics, fostering an environment conducive to

academic excellence and institutional advancement.

5.3 Recommendations
1.Establish regular performance feedback mechanisms to assess and provide constructive

feedback on Task Performance. This can include periodic evaluations, performance reviews, and
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feedback sessions to help administrative staff understand their strengths and areas for

improvement in executing their tasks.

2.Develop and implement targeted training programs focused on enhancing Information
Handling Capability among administrative staff. These programs should cover areas such as

information literacy, data management, and the effective utilization of 1nformat1Wsources

relevant to their roles. 02

3. Conduct workshops and seminars aimed at improving Comml!&*\ation Skills among
administrative staff. These initiatives should address both verba ritten communication,
interpersonal skills, and the use of modern communicatio @ologles Emphasis should be

placed on fostering clear, effective, and collaborative c ication within the administrative

team. b’b

4. Encourage administrative staff to part \a\&l professional development opportunities that
specifically enhance Information H &apability and Communication Skills. This can
include attending relevant confﬁ%s workshops, and online courses to stay abreast of best
practices and emerging t%%mforma‘uon management and communication.

5. Integrate soﬁcl@aining into the professional development curriculum, focusing on

interpersonal @15, teamwork, and conflict resolution. These skills are integral to effective

comm i%on and can positively impact overall Task Performance.

6. Establish a system for regular monitoring and evaluation of the effectiveness of implemented
recommendations. This ongoing assessment will provide insights into the impact of interventions
on Information Handling Capability, Communication Skills, and Task Performance, allowing for

adjustments and refinements as needed.
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These recommendations aim to create a supportive and conducive environment for
administrative staff in Public Polytechnics in Edo State, Nigeria, ensuring that they are equipped
with the necessary skills and resources to excel in their roles and contribute to the overall success

of the institutions.

S\
R
5.4 Contribution to knowledge QJO
This study makes a significant contribution to the existing body of kngwledge by systematically
investigating the interconnected dynamics of Information Handlir%ability, Communication
Skills, and Task Performance among administrative staff 1 olytechnics within Edo State,
Nigeria. The research delves into an underexplored a, shedding light on the intricate
relationships between these variables and their i tions for organizational effectiveness in

the context of educational institutions. @

One noteworthy contribution of tlf\é}éarch is the in-depth examination of Information
Handling Capability among adut %ﬁive staff. By assessing their proficiency in processing and
utilizing information rem@t to their roles, the study unveils insights into the information
literacy landscap ﬁ@@ublic polytechnics. This information is critical for developing targeted
interventions @ training programs aimed at enhancing the information handling skills of

admin@ staff, thereby fostering a more informed and efficient work environment.

Furthermore, the investigation into Communication Skills provides a nuanced understanding of
the verbal and written communication abilities, interpersonal skills, and utilization of modern
communication technologies among administrative staff. The findings offer valuable insights

into the communication dynamics within public polytechnics, guiding potential improvements in
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communication strategies and skill development initiatives. This aspect of the research

contributes to the broader discourse on effective communication within educational institutions.

The study's exploration of Task Performance enriches the current understanding of how
Information Handling Capability and Communication Skills collectively influence the efficiency

and effectiveness of administrative staff. The findings provide empirical evidence of the intricate

interplay between these factors, offering a comprehensive perspective on th@'ninants of

task performance. This understanding is essential for designing targetngMﬂions aimed at

optimizing task execution and overall organizational performance. 0

By focusing on Public Polytechnics in Edo State, Nigeria, t; search also contributes region-

specific insights. The contextual nuances inherent in gerian educational landscape are

considered, providing a foundation for evidence-b@lec1s10n-making tailored to the unique

challenges and opportunities within the regio&Q

In conclusion, this study makes a t@ul contribution to knowledge by unraveling the

intricate relationships between, IQ%&UOH Handling Capability, Communication Skills and Task

Performance. QQ
¢

O
&
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QQ Appendix 1
(@ Questionnaire
be6 Lead City University, Ibadan
\/ Faculty of Communication and Information Sciences,
Department of Information Management

Dear Respondent,
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I am a Postgraduate student in the above-named institution. I am gathering data for
academic research titled “Information Handling Capability, Communication Skills
and Task Performance of Administrative Staff in Public Polytechnics Edo State,
Nigeria”. The questionnaire is strictly meant for academic purpose. Kindly respond
honestly to the questions as this will assist the researcher a great deal. To the best of the

researcher ability, all information provided shall be treated with utmost ciant ality.

Thank you for your cooperation. ’\QJ

N

Yours faithfully,

Researcher @

¢

SECTIOI&@:)-data of Respondent

A\

Instruction:  Please, tick (V) the appropriate answers to the questions asked below:

1. Gender: Male ( ) Female ( )
2. Age:<35years( ),36-50years( ), 51 years and above ( )

3. Qualification: ND ( ), HND () B.Sc. ( ), M.Sc. ( ) MBA () Others
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4. Work Experience: 1-10 years (), 11— 20years (), 21 years and above ( )

5. Name of Institution:

6. Cadre.

SECTION B: Task Performance Q\

Please indicate the extent at which you agree or disagree with each Qte%nt in relation

4 = Very High Extent; 3 = High Extent; 2 = Low @u ; 1 =Very Low Extent

>

to task performance in your institution.

S/N | To what extent do you agree &(%ﬁ’e following: VHE | HE | LE | VLE

N s 3 2

Commitment \C)

S o

1. When I w\%‘wm 100% committed to my work.
AN

2. I strive ds-hard as I can to be focus in my work.

Ra

3. V\Vhe‘ﬁ there is a job to be done, I am fully

rbé‘ commitment getting it done.

N7 | Clariy

4. Fulfills responsibilities specified in job description.

5. Prioritizes work to always do the most important

tasks first.
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6. Completes tasks independently and without
intervention.
Challenging Goals
7. Performs any task I am given irrespective of its
volume and nature. 4\
P,
8. Solves problems by discussing with my colleagues. C_) N
A
9. Ensures work output is of quality and quantity. §>\

SECTION C: Information Handling Capabil :

0\

Please indicate the extent at which ym@e or disagree with each statement in

relation to the level of information‘l@ing capability.

S/N

To what extent &@\ meet up to the following:

VHE

HE

LE

VLE

S
N
Informuation Creation

(@

Wiat information creation methods are known to all

administrative staff.

1. E
Q0
2.

What information creation methods are understood by

all administrative staff.

Having information helps me to consider and respond

appropriately to the needs and feelings of different
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people in different situations.

Information Storage

4. Organizes information so that it can be found again for

future needs.

5. Information is kept in hardcopy and softcopy.. 4\
Q
6. Having information helps me to solve problems by \
negotiating/discussing with colleagues. )\Q
‘&N

Information Retrieval %\)
(e

7. Finding relevant information or a do@ena that

satisfies user information needs. Q

8. Accessing any information v@n our of a request.

O\
9. Confident in usin%\'\rious information and

communicationte@él?gies to completely extract the

needed %@Q%n

%@ON D: Communication SKkills

\flease indicate the extent at which you agree or disagree with each statement in

relation to communication skills displayed by administrative staff in your institution.
4 = Strongly Agree; 3 = Agree; 2 = Disagree; 1 = Strongly Disagree
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S/N

To what extent to you agree with the following: SA

SD

Written Communication

Possess correct grammatical use of words.

Ability to arrange information in a logical sequence.

Avoiding too many slang words, abbreviations,

acronyms or jargon. )\
N\

Oral Communication %\)
O\

Organizes and expresses my ideas in @Jat is

meaningful to others. Q
>

Speaks with appropriate spee@r and volume.

&

Uses appropriate vocabu henever information

is being dissemin i 3&
o)

Thank you.

.

N
N

¢

\3566
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