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ABSTRACT

The objectives of this study were to determine the factors that affect the job
Performance of Secretaries in Kaduna Slate, and recommend measures that could be
adopted to improve their Job Performance in Kaduna Stale. The Survey Research
Method was adopted for the study. Data were gathered using questionnaire from a
sample of 173 Secretaries from Government Ministries, Government Parastatals,
Companies, Institutions and Loca Governments. Data were analysed using percentage
and chi-square statistical method. Chi-square statistics were used to test the hypotheses
a the 0.05 level of significance. It was found that the mgority of male and femae
secretaries agreed to the statement that the following factors were necessary for Effective
Job Performance of Secretaries. Prompt Payment of Salary, Job Security, opportunity for
Advancement, Appreciation for work done, Acceptance by Colleagues in the Office, Job
Satisfaction, High Speed in Shorthand, Proficiency in English Language, When Boss
Gives Secretary Free Hand, Office Environment, Attractive Salary, Payment of
Allowances, and Provision of Wdfare Services. However, factors like tribalism,

sectionalism and bossy leadership affect the Job Performance of Secretaries negatively.
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DEFINITION OF TERMS

The delinition of terms given here are based on how the terms are used in this

study.

[ Sceretary: An office stafl” who takes dictation and transcribes, types
mails, covers meetings, and performs other clerical duties,
ele.

Z Yarastatals: Federal and State Government Quasi-Ministries.

3 Secretary: It is used synonymously in this study as confidential
seeretary.

1 lactors Canses. Phenomena

- 7 Performance: Tob output of Seeretaries

0. Ministries: Institutions solely controlled by cither the Federal or State
Government.

7. Government: Federal, State or Local Government.



CHAPTER 1

I.1

INTRODUCTION

Background Information

It is necessary to understand who a scerctary is. his profession and
qualification, before we can precisely say what lactors allect or can allect his
performance.  According 1o The New Webster's Dictionary of the English
Language - 1997, a secretary is “a person responsible for dealing with the
correspondence and records of an organisation or individual emplover:...”, e or
she recetves special training in English Language or Communication SKills,
Shorthand, Typewriting, Office Practice, and Scerctarial Duties, as well as in
Business Law, Liconomics and Book-keeping. Nowadays other subjects being
taught to a secretary during his training include commerce, law and practice of
meeting and social studies. The idea behind this exposure is to enable him cope
with the gigantic task he would come across in the oltice. As carlier pointed out,
asecretary is an important person in the office and the existence of an organisation
is based on his clficiency. We can therelore, deduce from the foregoing hnes that
the suceess of an organisation depends to a large extent upon the efficiency of its
seeretary(ies). 11 this s true. then an ordinary high-school or secondary school
qualification plus the seceretarial training mentioned carlier will not be enough to
produce the calibre ol seerctaries who could lead the organisation to success.
Nolan (1967) even saw it that too often high school graduates were unable to fiff
the stenographic and bookkeeping positions satistactortly.  Their performance

1



does not reflect sound training. This is true, because whenever and wherever vou
talk about the competence of seeretaries in this state. the story is usually the same -
they cannot perform well. This is because most of them are secondary school
graduates - some even primary school, those who rose from the rank of copy typist
to senior or chiel typist often end up by opting to seerctarial line for a change of
cadre.

Initially, when there were few high school graduates, the entry qualification
was first school leaving certificate for seeretarial studies in our Polvtechnics and
Stall Treainimg. Centres. This might be considered as the cause Tor sceercetaries”
incapacity. Nobody, then, ever thought that the same problem would arise now,
when the entry qualification was raised.  What, then, could be the cause of
producing unqualilied secretaries?

tbu ((1987:5-0) highlighted on these causes when she stated that business
educators were expected to raise the standard of achievement. though all they were
aetting in their classes were Jow achievers. All the bright students were being
steered into strictly academic and other professional courses such as mathematies,
the science and law. She also went on to cite the recommendations of authors like
Aina, et al (1981) who suggested that the selection of the right type ol personnel
(Capability) be made before admitting the students for sceretarial training, The
importance of this recommendation cannot be overlooked.

The Chief Lxecutive ol the Training Institution and the teaching stalt

should themselves be holders of Diploma, Nigerian Certificate of Education,



(NEC) or a Degree Certillcate in Business Education,  'Vhe reason being that
sceretarics are professionals with a unigue responsibility and people training them
should, themselves be professionals i that diseiphine,

Sex and marital status are some ol the factors assumed to alfect
perlormance ol seeretaries either positively (Clorunmaiye, 1982: and Benette,
1975). Marital status may reduce the effective performance of married female
scerctarics who may be expected to combine their secrctarial jobs with their
domestic activities which may cause divided interest. Many supervisors regard
their secrclaries as people who take and obey instructions only (Akpan, 1985).
They do not believe that secretarics are capable ol cllective deeision muking at
any level. Also, from the experience ol the researchers, some establishments give
selection tests as a formalily and are not bothered whether or not the respective
employec passed the skill tests. Secrctarics, like any other worker can perform
well if' he/she is well motivated. Also il poorly motivated the performance may
be negative. Ldasuiy IBRARINM © IBRARY

Krech, etal (1958) pointed out that one of the three important management
scientists Maslow (1954) in his treatment of motivation, summarises the people’s
needs which dominated the management Neld in the 1940's and 1950, He

identificd five levels of human needs thus:-

1. Physiological needs - hunger, thirst, shelter.
2. Safety needs - protection against danger and threat, job sceurily.
3. Social needs - alfection and sense of belonging.



4. Esteem needs - Sclf~respect, recognition appreciation and attention,

5. Self-actualization-expressing individuality inaction, being fully recognised
as capable and Creative.

To motivate workers to put in their best in their jobs, it is necessary to
provide them with at least the first three basic needs, i.¢ they satisfy their
physiological, sulety ind social needs. Yo some people these three basic necds are
alright for them, but others would not be contended without achieving the esteem 'I
and self~actualisation necds.

Another motivating factor is job satislaction. Employees enjoying leli
satisfaction from their jobs usually devote their time and attention to th;:ir works.
To achicve this employers must provide recreational and medical facilities. In
addition to these facilitics betler wages/rewards mutbe given to employecs. Mills,
et al (1981} pointed out that:-

The system of paying wages is of great importance for many reasons. Its
ramifications extend throughout the business and every employee s aflfected
personaliy.

Wages systems are cequired Lo fulfil a great many purpose and among those
generally involved are;

(@)  to calculate the wages camed by cach employee, in accordance with the
terms of employment. This may involve, besides the rate of pay and the
time worked, the work produced, bonus, overtime, commission,
allowahces, Icave grants, and sick pay:

4



(b)  to have regard to the employees™ requirements. These include payment at
a recognised time, the provision ol adequate and legally acceptable
information as to how the amount paid is calculated, and conforming with
trade union agreement:

According to Mills. et al (1981), the principal reward for the work done is
an adequate salary coupled with just conditions of employvment. But this alonc is
not sufficient. Human beings also look or other, less tangible, rewards, among
them, satistaction and interest in their work.

The office manager will need to work in good relationship with the senior
manager to whom he reports.  The supervisors will need to establish similar
relationship with their group leaders and the group leaders with their elerks in
order to achieve the goals they set for themselves.

Another stimulating aspect of reward is status symbol. Traditional office
status symbols include, additional holiday entitlement. the “right” not to be paid
overtime allowance, a private ofTice, a larger desk. a better chair, loud-speaking
telephone, a carpet, a private secretary. But sometimes this Kind ol an outward
status symbol is objected to and rather a trend toward greater equality of financial
reward i.¢c the narrowing of differential, and the increased use of open and
landscaped offices are advocated for. In an open and landscaped office all the
furniture are the same except, ol course, that visitors chair is provided and
according to level within the organisation is upholstered in a distinetive colour

displaying the person’s position,



Although there are those who deny the status symbol, in any form. as
unnecessary and depeading . humans are however imperfect and appem o need
to display their success in some way. The fullilling of this need is one of the
rewards for work.

STATEMENT OF THE PROBLEM

It is the talk of the day everywhere that secretaries serving in offices are
incapable of performing well. Employers complaints are usually that their
secretaries cannot take dictations and produce satisfactorily acceptable materials.
Such production works arc cither full of gaps, i.c. omissions, or typographic
errors. In lact some employers even suggested employing good typist to type their
dralts for them.

Teachers on the other hand complain ol difficultics in training and
producing good and elficient seeretaries. Students, they claim, could not take and
transcribe simple dictation: and that the students were not bright enough. Worst
still is the ascertion being made that secretaries cannot Keep seeretes seeret. They
leak out the contents ol classilied matters for a token sum or to some friends. This
has even led some of them to losing their jobs.

Some secretaries do not have interest in secretarial jobs. They only took
them up in order to earn a living. Such seeretaries usually just manage to perform
their official task. This class of secretaries are, ol course, the most dangerous
because there is nothing one can do to improve their lots except to place them on
the job in which they are much interested.

6



1.3

There is no smoke, it is said, without fwe.  All these shorl comings
associated with secretarics cannﬁtjusl comely without causcs. Then, what are
these causes? 1t is the burning desire (¢ know the cause of secretaries inefficiency
which prompl me to conduct this study.

THE OBJECTIVES OF THE STUDY

The objectives of the study are:
A. To determined the dilTerence in the opinions of male and female seeretaries

concerning:

(1)  The suitable sex for secretaryship.

(i)  Highspeed inshorthand as o necessary requiremient for efficient job
performance,

(i) Proficiency in Lnglish Language as a necessary requirement for
good and cfficient scerctaries,

(ivy  Prompt paymenlt of salaries as a necessary requirement for eflicient
job performancec.

(v) Job sccurity as a necessary requirement for eflicient job
performance.

(vi)  Opportunitics [or advancement on the job as a necessary c011ditio:1 |
for efficient job performance. |

(vil)  Appreciation for work done as o condition for efficient job
performance.

(viii) Acceplance by collcagues in the oflice as a condition for ct'ﬁcit‘.:nt.

job performance.



(1x)

Job Satisfaction as a condition for ¢flicient job performance.

B. To recommend measurcs that counld be adopled to improve job

performance in Kaduna State.

1.4 RESEARCH QUESTIONS

This study was conducted 1o answer the following questions:

(i)

(i)

(i)

(iv)

v)

(v1)

Whatis the difference in the opinions ol male and female seerctarics
concerning the suttable sex for seerctaryship?

Whatis the difference in the opinions of male and female sceretaries
concerning high speed in shorthand as a necessary requirement for
¢fficient job performance?

What is (he difference in the opinions ol male and female secr;:tarics
concerning proficiency in English Language as a ncccssézry
requirecment for good and efficient secrctarics?

What is the differenee in the opinions ol male and [emale secretarics
concerning prompt payment of salaries as a necessary requirement
for efficient job performance?

What is the difference in the opinions of'male and [emale secretaries
concerning job sceurity as a necessary requirement for efficient job
performance?

What is the diffcrence in the opinions ol male and [emale sceretaries
concerniing opportunities for advancenient on the job as a necessary
condition lor cllicient performance?



(vii)

(Vi)

(ix)

(x)

What is the difference in the opinions ol male and female seeretaries

concerning appreciation for work done as a condition for efficient

job performance?

What is the dilTerence inthe opinions ol'male and female seeretaries
concerning acceptance for work done as a condition for efficient job
performance?”

What is the difference in the opinions of'male and female secretaries
concerning aceeptance by colleagues in the office as a condition for
efficient job performance?

Whatis the difference in the opinions of male and female secretaries
concerning  job satisfaction as a condition for efficient job

performance?

1.5  RESEARCH HYPOTHESIS

This study was conducted to test the following hypothesis:

(1)

(i1)

(iii)

There is no signilicant difference in the opinions ol male and female
seeretaries concerning the suitable sex for secretaryship.

There is no significant difference in the opinions ol male and female
seerctaries concerning high speed - shorthand as a necessary
requirement for efficient job performance.

There s no significant difference in the opinions ol male and female
seeretaries  concerning proficiency in English Language as a
necessary requirement lor good and efficient secretaries.

9



(iv)  Thereisnosignificant difference in the opinions ol 'male and female
secretaries concerning prompt payment ol salarics as a necessary
requirement for efficient job performance.

(v) I'here is nosignilicant difference in the opinions ofmale and female
secretaries concerning job seeurity as a necessary requirement for
elficient job performance.

(vi}  Thereisnosignilicant dilference in the apinions ol'male and female
secrctaries concerning opportunities for advancement on the job as
a necessary condition for efficient performance.

(vit)  Thereis no significant difference in the opinions ofmale and female
seeretaries concerning appreciation for work done as a condition for
efficient job performance.

(viil) Thereisnosignilicantdifference in the opintons ol male and female
secretaries concerning acceptance by colleagues in the office as a
condition for efficient job performance.

(ix)  There is no significant difference in the opinions of  male and
female seerctaries concerning job satisfaction as a condition f(or
clficient job performance.

1.6 SIGNIFICANCE OF THE STUDY

The study is stenilficant in that it was able to discover the Tactors that alfect
the job performance ol Scerctaries. Among these factors, some have positive
elfects. These include prompt payment ol salary. job scecurity, opportunity for

i0



1.7

adyvancement, apprecition tocywork done. aceeptance by colleagnes m the ollice,

job satislaction, proficiency in Enghsh Language, high speed in shorthand,

payment of overtime, professional and other allowances. provision of welfare
services and oftice automation,  There are other factors which have negative
elfects which include tribalism, bossy leadership, sectionalism, ete.

However, it s very necessary to note that there 1s one very important factor
without which nothing can be done to boost the efficiency of secretaries. This
factor is INTEREST. This study discovered that some  secretaries took up the
profession just out of sheer desire to get something to do to carn a living. As far
as interest is concerned they have none. Such secretaries were always ever-ready
to take up any other job which offers them better salaries and other working
conditions. These sceretaries did not have the job in mind but what they would
qarn from the job. This study conlirmed that no matter how fucrative the working
condition ol sceretaries were made such uninterested seercetaries would not be able
to improve upon their elficiency.  The conclusion of this discovery is that
elficiency could not be improved unless every worker is placed on the trade in
which he is really interested.

ASSUMPTIONS

The following assumptions are held lor this study:
(1) Certain factors affect the job performance of seeretaries in Kaduna State,
(i1)  If'the factors that adversely affeet job performance of seerctaries in Kaduna

State are removed performance would be enhanced.

11



I.8

1.9

LIMITATIONS OF THE STUDY

The study covers Kaduna State only. [t would have been the wish of th.c
researcher to extend the scope of the study beyond the boundarics of Kaduna
State, but could not be possible due, maindy, 1o both linancial constraings and
tine Hmit.

Furthermore, the study was conduciled and the findings reported. The
researcher could not go beyond recommending its implementation by those
concerned, as was done in Chapter V of this study.

SCOPE/DELIMITATION OF THE STUDY

The study covers the following arcas in Kaduna State where the services
of secretarics were engaged:

(i}  Federal Government Ministries

(i)  State Government Ministrics

(ii1)y  Federal Government Parastatals

(iv)  State Government Paraslatals

(v)  Institutions

(vi)  Organisations and

(vii) Local Governments,

12



CHAPTER 2

2.1

REVIEW OF RELATED LITERATURE

Introduction

This Chapter intends o review what other authors have writlen in their
books and other publications aboul [actors that afleet the job performance of
secretaries and those that bring about job satisfaction of this category of workers.
The Chapter is presented under the following headings: Basic needs, Factors
Affecting Sccretarics” Job Performance, Theoretical Framework, Sex, Marital
Status, Types of Secretarial Institutions Allcndcd and the Final Qualilication
Attained, Sclection Tests, Participation, Office Environment and Summary. -
Basic Needs

It has been clearly stated in many books, speeches, workshops and
seminars, and other articles wril.ten by prominent and pre-cminent people that
there arc certain needs which i met employeces would put i their best on their
jobs, thal is, they would be able to perform their jobs elliciently.

Pitko (1975) found that olfice cducation students in Kansas exhibit a
concern and a sense of insecurity about their possible status as new employees in
the office. This concern was also expressed by the old employces. This was
published in a refated research carried out by Ibu (1987). What we are being told
here 1s that ifboth the new and ul.d cmployees in Kansas Cily would be assured ol
their job security they would not entertain any {ear of losing their jobs, rather they
would sit comfortably and become more dedicated to their task.

13



This need is just one out of many levels in the hierarchy of needs as spelt
out by Maslow. e outlined five levels of needs each dealing with certain human
desires as follows:-

Fia 2 .1: MASLOW'S HIERARCHY OF HUMANS NEEDS

Sell actualiza-
tion Needs

K
ASHIM IBRAHIM LiBRAK)

Sep §

Listeem Needs, eg
Prestige & Sell-Respect

Step 4

/ Belonginpness & Love Needs e g
Alfection & ldentifwation \

Step 3 \

Safety Needs, e.g. \
Security & Stability
Step 2

Physiological Needs, ¢.g.
Hunger and Thirst

Step 1 \

With reference to Pitko’s linding, Maslow pointed out that most important
ol all, a lower need must be satishied adequately belore the next “higher” need can
fully emerge in a person’s development.  Thus, one cannot devote himself to
ensuring his safety until his insistent physiological requirements are met. Only

14
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alter a basic sense of security is attained can relationship ol love and
belongingness with people reach their full power. And an adequate degree of
satisfaction of one’s need for love permits full-pledge striving for esteen and sel-
respect.  Finally. it is when all the proceeding levels have been successtully
achieved can the tendency toward self-actualization reach its height.

However, there are occastons when mast ol these needs could be

cuaranteed (o 1ts workers by an organization, vetone stll findsTharsoime of (hese

seeretaries perform poorlys why? This, definitely, feft us with no option other than
Lo assume that secrctaries” performances are being affected by a number of other
factors.

FACTORS AFFECTING SECRETARIES JOB PERFORMANCE -
THEORETICAL FRAMEWORK

The study is designed to determine the factors which aflecet seerctaries” job
performance in Kaduna State, These factors arce explained by different authors in
varying ways which include: personal factors like sex and marital status, types ol
school attended. 1.¢ Educational Background. Management Sclection and

qarticipation, Job Satisfaction, Training, cte.

These variables were based on assumptions and rescarchers experience as
a teacher of shorthand and typewriting for more than twenty years (1975 (o date),

[bu (1987), also suggested some of the above factors:

(1) Marital Status

(i1) Sex

15
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(i)  The type ol Secretarial Institutions Attended

(iv)  Shorthand speeds and sclection proceding.

These suggested factors will be considered one after the other to find out
what the various authors and researchers said abotit them.

PERSONAL FACTORS, SEX AND MARITAL STATUS

In the rescarch work Ibu (1976) selected only sex and marital status as
personal factors and reported accordingly.

SEX

”

|

Byneids (1976), reported that in the sixties the majority of enrolments into
the seeretarial profession were women while some kind ol foreign aid (Reva,
1963) was provided for business women who were engaged i seerctarial work.
Some 41.5 per cent of all professionals, including seeretaries, in 1979 were
women (Rigors, 1983) and they were found competent in their performance and
also had records of high atendance.

Olorunmaiye, (1982) discovered that sex has asignilicant relationship with
performance in WASC Examination.  Aina (1971) and Olorunmaiye (1982)
reported that although sex had a significant relationship with performance. it was
not a predictor of academic perlormance. Mango. (1981) compared two groups
of boys and girls (o find the relationship between their sex and their job values.
e found a significant difference between the groups - the male students had
higher scores on the positive coellicient while the females had higher scores on
the negative coeflicient. Paine (1967), reported a positive relationship between
the job performance of his subjects and work value and background factors.

16
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2.4

MARITAL STATUS

A number ol'studics were conducted b.y different people between 1963 and
1986 on how marital status affects job performance of secretaries. The studies
conducted by Nardell1 (1963), Cummings (1973), Bennette (1975), Kuipa (1978),
Drucker (1979} and Coogins and Burden (1936) all revealed similar findings.
They discovered that unmarried and married female sceretarics who ‘dn not have
children or whose children have grown up-and need less or no parental attention - -
were more devoled and were doing betier than marricd Female secretarics with
young children to cater for.

TYPES OF SECRETARIAL INSTITUTIONS ATTENDED AND THE
FINAL QUALIFICATION ATTAINED

Many discoveries were mide by studies conducted by some people among
whom are Treece (1973) who discloscd that the roles of secretaries were changing
duc to the degree of importance attached to his functions. Considﬁrin gthe Iamount
of work the secretarics were doing rescarchers expressed the views that they (the
seeretarics) shoold be given formad education and/or trining especilly in bustoess
communication. This would assist in a great way in increasing the scclrcluricm
conlidence in their ability to compose. In most cases conlidential sceretaries
would be empowered to draft and sign cotrespondence on behalf of their bosses.
It is imperative then that they should be versed.in the art of communication both
written and spoken especially if we take into consideration (hat they ave the

mediators between their bosses and their teaming number ol visitors.  1n fact,

17



scceretarics have been warned at the early state of their training in one bf their
textbooks that the subject of shorthand is purely English. So, here it can be seen
that without the mastery of English [Language a secretary is nowhere on the path
to success. |

It is also the rescarchers experience that most of the students being trained |
for secretaryship are not proficient in English Language and thc.consequent resu‘It.
is that they are usually low-achicvers which alse renders them linv—pcrl’ormcrs.

Berns, (1953), clisclosed that applicanls failure to secure jobs were as a
result of their inability 10 meet an educational standard.

.111 most cases unless one pradoaies rom s recopnized traindng, Institation
with a certificate he would not be considered for appointiment. He observed that
the applicants therealier felt inadequately equipped and always carried wil}h them
an imagination of blunt or empty hopes {or future advancements.

Dane (1967) discovered that although the requirements ol business may not
be universally the same, there are certain basic needs that arc evidently rather
uniform. For example, the stenographer needs more than skill in Typewriting and
Shorthand, and the salesperson needs 1o know much more than just the techniques
of sclling. KASHIM IBRARIIM LIBRA4x:

What the businessman wanis is not necessarily best lor the sludan It is
seldom that any particular school can satisfy exactly the specific needs or wishes
of any particular cmployer. ‘The needs of employers in general should certainly be
important considerations in the training of sluﬁ_dcnls.

18



The needs of students are even more important than the needs of the
individual employer. It is the responsibility of the school to do its best (o satisfy
employment needs. The school has, however, further responsibility of giving the
student the kind ol education and training that will enable him to get his [irst job.
to adopt himsell in his vocation, to gain advancement in his vocation, and to
become a competent citizen.

Patchen (1963), in his study reported that marketers skills, knowledge for
secretarial job performance and job status were attributes of formal cducation, fle
emphasized that for better performance on the job secrctaries should master the
skill of writing shorthand at a high rate and thorough knowledge ol other
secretarial jobs. This view was shared by Nolan (1967).

Many studies undertaken by Dubey (1977), FFalunwa (1964) and Bennete
(1975), confirmed that the more vears spent in school, learning. the more qualitied
a scholar becomes - which, consequently, enables him to perform better - and this
allowed him to carn more. This is more so if'we take into consideration that in the
past learning was through apprenticeship.,

Woolschlager (1969), wrote that since 1950s the business education
curriculum has and is still undergoing an unbelievable rate of adjustment and
changes. It is usually for the Head of department to be the leader in developing
new curriculum patterns and changes. In this regard he keeps the following
Gactors in his mind:-

I The business education curriculum should be designed to meet the specific
needs of the community in which the school is located.
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The business education curriculum should parallel the changing needs of

the business world and the soctety i which we live.

(¥5]

The business cducation curricutum should strive to develop adult ideas.
attitudes, and approaches to business problems the students face as well as
those lacing the business world.

4. The business education curriculum should be designed to help the students
understand the economic conditions in migalopolls as well as in the small.

medium. and large rural and urban communities.

h

Business never remains static, and the business education departments. as
well as the teachers, should always be progressing in the materials that are
taught and the method used as in the actual “teaching™.

Management Policy on Selection and Participation

Selection Tests

Armstrong (1982), recommended selection tests to be conducted only to
confirm candidates™ paper qualifications.  Bennette (1981), emphasized that
selection procedure in management should aim at assessing skills and abilities
which would be needed for the performance of the job rather than testing how
much the prospective employee had learnt at school or training institution.

These two views are virtually the same in that when you test the paper
qualification you are (rying to confirm what the certificate is saying about the
candidate. You are employing him on what the certificate 1s saying he can do.
Your test therefore, would be on the Kind of job he would be performing in your
office. So both Armstrong and Bennette views here, in my opinion, are similar.

20




2.4,

2

P

Participation

Many authors and rescarchers have spoken seriously on the importance of
cmployees participation in the policy and decision making of'an organisation (1bu,
1987). Jose (1975), stressed that {or peace to reign in an industry, employees
should be encouraged to participale in the ownership of the industry and in the
policy and decision making. This will help to develop a sense of belonging in the
employees.

This participation should not be restricted to the upper level emplovees
alone but should include employees on the lower levels as well, Beach (1975).
Armstrong (1982), viewed participation as the means of achicving job satistaction.
Pigors (1981), was of the opinion that participative management was more
productive and less costly in terms of monetary and human resources. Heyel
(1980), contended that employers participation tended to make them more mature
and responsible as it fully utitized the talents and abilities of the people.

Secretaries are very busy people. Their tasks usually take them into late
hours of the day despite the fact they report to work very carly in the morning. For
this reason they should be allowed o decide on matters which affect them and
their jobs. However, most managements, according to Akpan (1985), take
decision without input from the secretaries, whereas participation in decision

making makes room lor efficiency. According to Krech (1989).
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“Even the most cursory examination ol the behaviour of
man leads one to the assertion that man is not a passive
victim of circumstances. Instead we all casily assert that
man scems to decide which stimuli 1o react 1o, which (o
ignore.....ascribing Lo man some sort of an inner *Direcling
drive’ or “inner spring’.....

Office Environment

Many ollicers arc housed in premiscs which are not ﬁdcquatc for the
purpose, ¢.g. old houses and warchouse, etc. The task ahead of managers of these
kinds of offices is to design and ensure the construction of modern olfice building
where possible otherwise they should ensure the best use of whatever is at their
disposal.

The faw provides certain minimuni standards in relation to accommodation
for the health and salety of the workers. So, i1 order (o achieve the most efficient
performance from the workers it might be necessary {or the office manager o
provide standard higher than the mininmum sct by the law. Mills and Sanding tord,
(1981), have this to say, “All people work better if they are given the sufroundings
and equipmeut appropriate to their work, and the clerk is no exception 1o this rule.
The office accommodation should be laid out and equipped so that the clerks are
ablc 1o work throughout the day without wastefol movement, without distraction,
and without being affected rudely by the mental latigue which can accompany

sedentary work.”
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In order to meet with the given analysis above. the manager must take into
account the followmyg basie requiremaents and provide them
(a1) Furniture
(by  Layoul
(¢)  Physical conditions
(1) Decoration
(i1)  Cleanliness
(iti)  Ventilation
(iv)  Temperature
(v)  Lighting
(vi)  Acouslics
(vit)  Health and Safety

Summary of Related Literature

There arc out-cries by employers ol seeretaries” on the secretaries poor job

performances. The secretaries, on the other hand. have been expressing fear of

job insecurity. This might be as a result of employers’ claims ol their poor job

performance,

There are factors which alTect seeretaries™ job performance. As found in
the review of related literature, they include among others, sex and marital status
of especially the married secretaries, the types of training institutions attended and
the final qualification attained, selection tests and participation policy of the
organisation, shorthand speeds  attained.  job  satisfaction, training  and
Advancement opportunities, et cetera.
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CHAPTER 3

3.1

3.3

34

RESEARCH DESIGN AND METHODOLOGY

Introduction

The main aim of this chapter is to describe the rescarch design and methods
adopted for conducting this study. The chapter is presented under the following,
headings: research design, population, samples size and sampling procedure,
instrumentation, validity and reliability of the instrument. procedure lor collecting
and analysing data.

. KASHIM IBR 41
Population

The population of this study comprises all secretaries in Kaduna State
Government Ministries.  Private Companies, Government Parastatals, 1 ocal
Governments and Institutions.  Their number totals to about 1.000,

Sample

The sample of this study was drwan from the serving secretaries located all
over the state. Both public and private organisations as well as institutions of
learning were represented.

They comprise of male and female sccretaries ol dillerent ethnic
background, varying vears of experience and age and organisational environment.
Conditions of Services, for instances, vary [rom one organisation (o the other.
Sample Size

The sample size for this study comprises 250 secretaries drawn [rom

Government Ministries - (340) Governments Parastatals - (200), Local

KASHIM IBRAF i ..,
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Government - (60) Companies - (208) and Institutions - (192). The sample size
01 250 (25%) was obtained by applying the Table of Determination Sample size
(krejeie and Morgan 1970) on the study population. The findings obtained from
the sample was then generalised on the population of' seeretaries in Kaduna State.

Sampling Procedure

TABLE 3.1 Sample Size of Secretaries in Kaduna State

CATEGORY POPULATION SAMPLE PERCENTAGE

OF SAMPLE
GOVT. MINISTRIES 340 85 34.0
GOVT. PARASTATALS 200 50 20.0
LOCAL GOVERNMENTS 60 15 6.0
COMPANIES 208 32 21,0
INSTITUTIONS 192 48 19.0
STOTAL 1.000 250 j 00

The procedure adopted for sampling. Data was obtained from available
secretaries through the instrument used in gathering data. The researcher ensured
that there was no bias in the random procedure ol selecting secretaries,

The researcher went round the above mentioned establishments and served
his questionnaires to the first number of the sampled seeretaries indicated against
cach establishment (sce table 3.1, above), until ail the two hundred and fifty
sampled secretaries were served with the questionnaires.  Some scecretaries
instantly completed their own and returned them while majority requested an
allowance of one. two or so davs. At the end ol the exercise one hundred and
seventy three (173) seerctarics completed and returned their questionnaires. This
[igure stands at sixty nine point two per cent (69.2%) of the sample population;

which is quite enough a size for the study.
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3.6

3.7

3.8

Research Design

The research method adopted [or the conduct of this research is the survey
research method. It involves gathering data from the subject of the study from
various establishments in Kaduna State.  The establishments are Government
Ministries. Government Parastatals, Local Governments. Companies, and
Institutions. The data involved secking the opinions of the subjects on several
aspects ol job satisfaction of secretaries based on hypothesis and research
questions.  The hypothesis were tested using the relevant statistical technique
while rescarch questions were also answered using percentages.

Instrumentation

The main instrument that was used for the collection of data was the
questionnaire which was administered to the subjects who were  secretaries in
Kaduna State to obtain their responses on the issues raised therein.  The
questionnaire covered various aspects of factors affecting job performance of
employees in general and secretaries in particular.

Validity of the Instrument

The validity of the questionnaire was ensured by taking the following steps.
First, the items in the questionnaire were compared with the hypothesis, research
questions and objectives to ensure the relevance of cach item.  Next. the
questionnaire was shown to rescarch methods and business experts to ensure its
validity. Finally, a pilot study was conducted in Kaduna using twenty secretaries
in different organizational environments-Companies, Government Parastatals:
Institutions and Government Ministries.
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3.9

3.10

The responses showed that they had no problem 1o I‘L:sp(mdihg to the
questionnaire. No items in the questionnaire needed modiﬁc;uion. Based on the
result of the pilot study therefore, the questionnaire was adopted for the conduct
of the study.

Procedure for Collection of Data

Copics of the questionnaire were administered on the Sampled secretaries
in each catcgory of population group. Since sceretaries were always on seat; if
was not difficult for the rescarcher to [ind them in order to administer the
questionnaires.  As was the researcher’s experience with the pilot study, the
secretaries did not cncounter any problem in completing the questionnaire, While
some completed the questionnaires and returned them to the researcher, others
informed him to collect them lhc following day. Therc were few cases in which
the rescarcher had to frequent some sceretarics in order to retrieve the complcted
questionnaires. These were secretaries who complained that they were busy. The
data collection process took a period of six weeks.

Procedure for Analysing Data

The data was analysed using percentage 1o answer the nine research
questions and Chi-square to test the tiine hypothesis. The Chi-squarc statistical
(echnique was selected for testing the hypothesis because it attemplts to test the
differences in the opinions of male and female secretaries in K.aduna State on a
number ol aspects on their job performance. Chi-square test is a widely applied
statistical technique for testing diflerences i the responses of (wo groups. The
test was conducted at 0.05 degree of accuracy and at a level of freedom of 4.
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CHAPTER 4

4.1

DATA ANALYSES AND INTERPRETATION OF FINDINGS

Introduction

The purpose of this chapter is to present the data collected through the
questionnaire, analyse them and discuss the lindings arising [rom the data analysis.
The chapter is organised according to the lollowing sub-headings: Introduction.
presentation ol data, and testing hypotheses. A total 250 copies of questionnaire
were distributed to secretaries. Out of this number 173 copies were received. This
represents 69.2 per cent return rate. This 1s considered satisfactory for this study.
The distribution of the sceretaries showed that 75 came from Government
Ministries, 28 Government Parastatals, 10 Local Governments, 34 Companies, and
35 came from Institutions.

Presentation of Demographic Data

This section presents the data gathered through the distribution of the
questionnaire.
Sex of Secretaries

As carlier pointed out the body of secretaries in Kaduna State 1s made up
of people of diversilied educational, cultural. environmental, occupational
background, gender and experience. [t was discovered that majority of the
respondents 102 (or 59%) were male seeretaries, while females represented by 71
(or41%) were the minority. This [inding is a clear indication that more males than
females participated in the study.
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Marital Siatus of Secretaries

1t was also found out that the majority ol the secretaries (both males and
females) arc married. Some 83 (or §1.38%) of the male sceretaries are married
and 51 (or 71%) ol the female secrctaries arc also married, A total of 134 of 173

(or 77.46%) are marricd.

Aege of Secretaries

Questionnaire also revealed that the ages of seeretaries range between 16
and 50 years with much concentration between the ages of 26 and 45 years, (145
out of 173 sccretaries or 83.81%). UL
o) - 475948

State of Origin of Sceretaries

Table 4.01 Distribution of Secretaries by State Origin

State Frequencics Percentage
KADUNA 104 60.1
ABIA 2 6.9
KOGI ' 10 - 578 .
EDO 7 4.05
IMO 7 4.05
BENUE 5 2.89
NIGER 4 2.31
CROSS RIVER 4 2.31
DELTA 4 2.31
KWARA 3 1.73
PLATEAU 2 1.16
ANAMBRA 2 116
ONDO 2 1.16
AKWA [BOM I 0.58
BAUCHI 1 (.58
BORNO | {1.58
KANO 1 0.58
TARABA 1 0.58 -
OGUN 1 058
0YO 1 0.58
Total 173 100

EASHIM IBRAHIM LISRAK
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Table 4.01 shows the distribution of the secrctaries by state of origin. tis
clear from the table that the majority of the secretaries are {rom Kaduna State.

4.2.5 Highest Qualification of Seerctaries

Table 4.02 Distribution of Secretaries by Highest Qualification

Qualification Frequency Percentage
B.ED 1 0.83
ADPA 2 _ 1.67
NCE , 2 1.67
ADP 2 - 1.67
NTTC L 0.83
[IND 15 12.50
OND/ND ' 15 15.50
ONDSS _ 2 |.67
ANDSS ' , 2 }.67
SSC/COMP i -~ 0.83
DIP (COMP) 2 1.67
SSA 32 : 26.67
SA'l 16 13.33
SA I 24 20.00
CPA 3 2.50
Total 123 100.01

Tablc 4.02 shows the distribution of Sceretaries by highest qualilication
they possessed. The table reveals that the majority of the respondents 32 (or
26.6%) had the Senior Secretarial Assistant Certificate, followed by those with

Secretartal Assistant Grade 1] Certilicate.
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4.2.6 Years of Experience as Secretary

Table 4.03  Distribution of Secretaries by Years of Working Experience
Years Frequency Percentage
1-3 24 13.87
4-6 47 27.17
7-9 28 16.19
10-12 32 18.50
13-15 I8 10,40
16-19 18 10,40
20 and above O 3.47
Total 173 100

Table 4.03 shows the distribution of sceretaries by years of working
experience. The table reveals that 131 (or 75.73%) respondents had 12 years or
less experience as seeretary. Some 24 (or 13.9%) respondents had 16 years and
above experience. Apart from 24 (or 13.87%) secretaries that had 3 vears or less
experience, the majority of the seeretaries could be said to posses wider experience
as secrelaries.

4.2.7 Preference for Secretaries Job

Table 4.04  Distribution of Secretaries by Preference for Secretarial Job
Preference Frequency Percentage
Yes 153 88.44
No 20 11.56
Total 173 100

Table 4.04 above shows the distribution of secretaries by preference for
seceretaries job.  The majority of respondents represented by 153 (or 88.44%)
indicated that they preferred secretarial job while the minority of 20 (11.56%)
respondents stated that they did not prefer seeretarial job,
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4.3

The respondents” reasons for choosing  secrctarial job is predominantly

interest and an opportunity to meet people. Other less dominant reasons include.

secretarial being a good profession, there is job satisfaction and that it provides an
opportunity to acquire knowledge. Some individual respondents chose secretarial
jobs due to its challenging nature, sensitivity. marketability. truthfulness,
smartness. dignity and respectfulness, ete.

Those who rejected Seeretartal job have their own reasons for doing so,
which include: lack of interest disrespect, lack ol initiative, slow advancement,
neglect, tedious job, Jow salary, underating, women’s job, et cetera.

Presentation of Data on Factors Affecting job Performance of Secretaries

Table 4.05 Prompt Payment of Salaries

RESPONDIENT GROUPS
RESPONSE MODE MALE FEMALL

Freq %o I'req. %o
STRONGLY AGREED 64 62.14 43 43.56
AGREED 30 29.41 26 26.62
UNDECIDED l 0.98 0 0.0
DISAGREED 7 6.86 2 2.81
STRONGLY DISAGREED 0 (.00 0 0.00
TOTAL 102 100.00 71 100.00

Table 4.05 shows the distribution of the respondents opinions on prompt
payment of salaries as necessary for elfective job performance of secretaries. It
is clear from the table that the majority of male and female secretaries agreed with
the statement. A total of 94 (or 92.1%) males and 69 (or 96.18%) females agreed
with the statement. This finding implies that prompt payment ol salaries 1s a
necessary motivating lactor for effective job performance of secretaries. Salaries
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are necessary to meet seceretaries physiological needs as stated by Maslow in his
theory of hierarchy ol human needs.

Table 4.06  Job Security

RESPONDENT GROLUIP
RESPONSLE MODIE: MAILL FEMALL

I'req % I'req. %
STRONGLY AGREED 76 74.51 4 61.97
AGREED 22 21.87 26 36.62
UNDECIDIED | .98 I 0.41
DISAGREED 2 1.96 0 0
STRONGLY DISAGREED | 0.96 0 0
TOTAL 102 100.00 71 10:0.00

Table 4.06 shows the distribution of respondents opinions on the job
security as necessary for elfective job performance ol secretaries in Kaduna State.
It is clear from the table that majority of the seeretaries, both male and Temale
agreed that job security is a necessary ingredient for efficient job performance of
secretarics in Kaduna State), 76 (74.5 1 %) male secretaries and 44 (61.97%) female
secretaries agreed with the statement. This is undoubtedly true i1 we consider the
statement made by Harm Harms, et al (1972) that. “Sccurity and sugcess are the
soil and climate of growth. No one can fearn well when he does not belong - any
more than a plant can grosw without roots m the soil. No one can succeed on
tailure™.

Once there is certainty in ones job an employee will develop a sense of
belonging. build up confidence and feel free. These factors will consequently

enhance cefticiency in his performance. This was highlighted. by Ibu (1987) in her

| - e e -

research work for masters’ degree.
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Table 4.07  Opportunity for Advancement on the Job

RESPONDENT GROUP
RESPONSE MODI MALL FEMALL
Freq % Freq. %
STRONGILY AGREED 60 64.7 43 60.65
AGREED 25 4.5 21 29.58
UNDECIDED 3 2.94 3 4.23
DISAGREED 7 6.86 3 4.23
STRONGLY DISAGREED | 0.96 | 1.41
TOTAL 102 100.00 71 100.00

In the above table (Table 4.07), 91 (89.22%) ol the male respondents and
64 (90.12%) female respondents agreed that opportunity for Advancement is a
necessary condition for efficient job performance ol seeretaries.

It is the common experience ol every worker who went through the rigours
of employment excreise that one of the factors to be considered during
employment interview is the opportunity for training and/or advancement. Many
authors talked about this factor as something worth while considering belore
accepting an offer for appointment. Any offer which does not include this factor
should be rejected. Such authors include Harrison 1. et al (1981), ete.

Right in our midst, we do know that many ol'us had, at one time or another,
abandonced their jobs because they failed to secure promotion after spending a
reasonable number of years even though they might have acquired new
Such

qualifications. employees become  frustrated especially when  they

discovered their colleagues in other spheres much more prosperous than they are.
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They are much more uncasy. unable to settle down and concentrate on their jobs,
consequently, their productivities begin to decline. When they realise this in good
time they resign [rom their jobs and try another otherwise they get sacked by their
employers.

From the foregoing we can see that opportunity for advancement is really
an important condition necessary lor eflicient job performance of secretaries.

Table 4.08  Appreciation for Work

RESPONDENT GROUP
MALL FEMALLE
RESPONSE MODE I'req Freq. %

STRONGLY AGREED 47 46.08 34 47.89
AGREED 46 45.10 30 42.25
UNDECIDED 0 0 0 0
DISAGRIED 8 7.84 6 8.45
STRONGLY DISAGRELD | 0.98 | 141
TOTAL 102 100.00 71 100.00

In Table 4.08 the distribution of opinions of respondents on Appreciation
for work done, as a condition for efficient job performance. 1t is clear that 93
(91.18%) of the male respondents and sixty four (90.14%) of the female
respondents agreed that Appreciation for work done is a condition for efficient job
performance of secretaries. Praise is always used as an incentive on both children
and adults in order to make them work harder. However, some authorities like
Dervil. (1973) suggeested that in order for praise to be used effectively, we must
take into account the nature of the learner and the amount of effort made, for

example. yvoung children and those who are backward or discouraged need a lot
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of praise for their efTort whereas less ol it is required by older and more intelligent
children. Other authors who recommended praise include Mills and Standingfold
(1981).

In fact ordinarily, when you slow vour appreciation lor any ood work done
by any person, male or female young or old. the reflection on his face will show
an acceptance and will repeat the same or even better action within a very shorter
period of time. [f'this is continued the performance may even be translormed into
a habit. 1t is, therefore, true that appreciation for work done is a condition for

clticient job performance of sceretaries,

Table 4.09  Acceptance by Colleagues in the Office
RESPONDENT GROUP
RESPONSLE MODI: MALL FEMALL
Ireq "o Freq. Yo
STRONGLY AGRELD A 3431 23 32.39
AGREED 43 42.16 28 29.44
UNDECIDED 8 7.84 6 8.45
DISAGRELED 15 14.71 13 18.31
STRONGLY DISAGREED | 0.98 I |41
TOTAL 102 100.00 71 100.00

Table 4.09 shows the distribution of respondents on acceptance by
colleagues in the office as a condition necessary lor efficient job performance by
secretaries.  Seventy-cight (76.47%) of the male respondents and fiftv-one
(71.83%) of the female respondents all agree with the above statement.

Any employee who fails to be recognised by fellow workers as being one
ol them is not likely to remain for long with that organisation. e will either seck
for transfer or abandon the job and look for another somewhere, somehow.
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Because ol his Lailure to secure that basic recognition front his colleagues he will
always feel jilted and isolate himsell from the rest. This trend of behaviour will
not enable him to exccute his own part ol the work and consequently. the entire
operation may sulfer a very serious sct back to the extent that he might even be
sacked by his employers.

[t is with this in view that in most organisations, public and private, newly
recruited staff'go through induction courses, a process organised to welcome them
into the organisation, familiarise them with people (all ranks and files) and the task
ahead of them: and, usually, before the end of such an exercise the new comer
makes a lot of friends [rom among the old workers and themselves, alike. This

then defeats the tendency of developing an isolative behaviour by a worker.,

Table 4.10  Job Satisfaction
RESPONDENT GROUP
MALL FEMALE
RESPONSI MODIL I'req % F'req. %
STRONGLY AGREED 69 67.65 42 59.15
AGREED 29 28.43 26 36.62
UNDECIDED 0 0 () 0
DISAGRELED 3 2.94 3 2.94
STRONGLY DISAGRELED I 0.98 0 0
TOTAL 102 100.00 il 100.00

Table 4,10 shows the distribution of the opinions ol respondents on job
satisfaction as a condition for efficient job performance of secretaries. 1t is clear
from the above table that an overwhelming majority of the respondents, both

males and females, agreed with the fact that job satisfaction is a condition for
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elficient job performance ol seeretaries.  Ninety cight (96.08%) of the male
respondents and sixty eight (95.77%) of the female respondents all agreed with the
statement,

As a matter ol fact employees who are well stimulated by arousing their
interest in a good team spirit will always find satisfaction in playing a part in an
effective team doing a worthwhile job. Each individual member of the group
should be in personal contact with other individual members in the course of their
work, and should be made to feel that the success of the group or team is his own
success and the failure of the group or team is his failure. 1f sceretaries” interests
would be so stimulated their efficiency would be so much enhanced; this is very

much in line with the views expressed by Mills and Standinglord (1981).

Table 4.11  Females as the Most Suitable Sex for Secretarial Jobs
RESPONDENT GROUP
MALL FEMALL
RESPONSE MODLE Freq % I'req. %
STRONGLY AGRIEED 7 6,89 17 23.94
AGRELED 15 14,71 16 22,53
UNDLECIDED O 5.88 3 4.22
DISAGRELED 444 43.14 25 35.21
STRONGLY DISAGRIELED 30 2041 10 14.10
TOTAL 102 100.00 71 100.00

Table 4.11 shows the distribution of respondents on females as the most
suitable sex for secretarial job. Itis clear that 74 (72.55%) of the male respondents
and 35 (49.30%) of the female respondents, ic 109 (63.01%) ol the total

respondents disagreed with the statement that females are the most suitable sex for
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secretarial jobs. This is true if one had visited our offices some years back and
even loday. Even by considering the numbcer of respondents to. the questionnaires :
for this rescarch one would clearly see that the number of male respondents
superceded that ol female respondents (102:71),

However, in Europe the opposite is the casce. Secretarial jobs are n:]ostly
executed by females. This fact can be confirmed by referring to secretarial books
written by authors from the United Kingdom or America, for example, “Secretarial
Dutics™ by ). Tarrison, “Insight into Teaching typewriting” by R. Kesteven, cie.
From all indications, Nigeria is witnessing this kind ol transformation in
sccretarial jobs. The Data 1 have collected on the calibre of people applying for
sceretrial course 1 Stafl Development Centre, Kaduna showed an upward trend
for the females and a declining trend for males. A survey in this respect
conducted by Byneida (1976), which was reported by Ibu (1987) in her theses for
master degree also supported this view.

Table 4.12  Thigh Speed in Shorthand

RESPONDENT GROUP
MALLL FEMALL
RESPONSE MODE l'reg Yo l'req. Yo
STRONGLY AGRELD 58 56.80 31 43.60
AGRELED 31 30.39 20 28.17
UNDECIDED 6 5.88 3 7.04
DISAGREED 4 392 14 19.72
STRONGLY DISAGRIELD 3 2.94 | 1.41
TOTAL 102 100.00 71 100.00
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Table 4.12 shows the distribution oF opinions of respondents on high speed
in shorthand as a necessary requirement for efficient job performance of
secretaries. Lighty-nine (87.21%) of'ihe male respondents and (i{ly-one (71.21%:)
of the female respondents agreed that shorthand speed is a necessary requirement
[or ¢[Ticient job performance of secrelarics.

This fact cannot be over emphasized ifwe take into consideration most of
the students lailure in seeretarial studics are made up by their inability o pass the
prescribe testes in shorthand and/or typewriting. These are skills subjects which
require the attainment of certain speeds before passing a gfven level of an
examination. To bullress the claim, this is what Harrison (1970) has o say,
“Candidates are expected to carry out efficiently any instructions which may be
given in the course of the recording. The recording is of an employer at his desk
dictating under normal conditions at a variety of speeds, and giving instructions
to be carricd out. An ability 1o transcribe accurately from dictation given at 100
words per minute and an average typing speed of 45 words per minute is
necessary”. Patchen, (1963) and Nolan {1967) both emphasized on the pro ﬁ?.:iency

in shorthand.
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Table 4.13 PROFICIENCY IN ENGLISH LANGUAGE

RESPONDENT GROUP
MALE FEMALE
RESPONSE MODE I'req % l'req. Ya
STRONGLY AGRIEED 84 82.35 54 76.06
AGREED 16 15.69 17 23.94
UNDECIDED 0 () () 0
DISAGRELED 0 0 0 0
STRONGLY DISAGRIELED 2 1.96 0 0
TOTAL 102 100.00 71 100.00

Table 4.13 is that of distribution of respondents on I'ruﬁcial:nc_\' in English
Language as a necessary requirement for efficient job performance of sceretaries,
The table shows that 100 (98.04%) ol the male respondents and 71 (100.00%) of
the female respondents agreed that proficiency in Fnglish Language is a necessary
requirement for eflicient job performance ol seeretaries, There is no doubt that
English Language is an important aspect of seerctarial duties, especially ifwe take
into consideration that every task in the office is executed in English. Considering
the amount of work the seceretaries are doing, they (the seeretaries) should be given
formal education and/or training especially in Business Communication.  This
would assist in a great way in incrcasing the Sceretaries” conlidence in his/her
ability to compose. Inmost cases Conlidential Seerctaries are empowered to dralt
and sign correspondence on behall of their bosses. 11 is imperative then that they
should be versed in the art of communication both written and spoken.

It is the experience of the researcher that students with poor English
background are usually the ones who fail at the end of their seeretarial training.

Berns, (1953) expressed this view.
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Table 4.14  Working Harder When Boss Is in Office

RESPONDENT GROUP
MALE FEMALLE
RESPONSE MODIE Freq % Ireq. %
STRONGLY AGRELD 23 22.55 15 21.12
AGRELED 27 2047 16 22,53
UNDECIDED 3 2.94 4 5.63
DISAGRELD 30 29.41 24 33.8
STRONGLY DISAGRIELD 19 18.03 12 16.9
TOTAL 102 100.00 71 100.00

Table 4.14 shows the distribution of opinion of respondents on working
harder when boss is in the olfice. As can be seen there is a great difference in the
opinions of the respondents.  Fufty (49.02% ) of the male respondents and thirty-
one (43.66%) ol the female respondents agreed with the statement, whereas forty-
nine (48.04%) of the male respondents and thirty-six (50.70%) of the female
respondents disagreed with the statement. Only a small percentage ol both sexes
were undecided (as shown in the table).

The fact being revealed hear s that some sceretaries worked harder only
when their bosses were around. Others did not mind whether or not their bosses
were around. They would do their best because that was what they were expected
to do. To the rescarcher the later group is the more serious and most reliable
group. His reason was basced on the lact that bosses are usually very busy people
who spend most of their tintes outside the oftice. Most of the office work, in this
case, would be lett for the seeretaries to carry out. H the seeretaries would be

among those who do no care to work when their bosses were out then most of the
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work would suffer thereby causing a very serious setback to or a complete
breakdown of the business.  Also, il the sceretaries are of the later group who
would putin their best even in the absence of their bosses, the office would fully
be functioning at all imes, Nothing would come to a halt except those [unctions
which the sceretarics have no power to exceute. Such seerctaries would always
be assets to their organizations. 1t is not necessary that the boss must be around
belore the secretary could be able to handle matiers which require tact, integrity
and efficiency, and ability to organize meeting, conferences, cocktail, luncheon
and dinner parties, outings, work visits, cte. This view was also expressed by
Harrison, (1970). It was also confirmed by another question on the distribution
of opinion on working harder when boss is not in the office.  Seventy-two
(70.59%) ol the male respondents all agreed with the statement that a secretary
works harder when his boss is not in the office. Although a higher percentage of
cach group supported the idea that of male was much higher. (70.59%) ol the
males respondents as against 59.15%) of the females).  However, there was
relationship between the views of the two groups/sexes. The same explanation
could go in here as given on table one.

However, the opinions took a negative form when it come to “working
harder when boss was firm on stall™. The finding in this respect reflected that
while 48 (47.05%) of the male respondents disagreed with the statement. =1 work
harder 16 my boss is e on stal U7 only 29 (10.05%) of the Temale respondents
disagreed. 42 (41.10%) of the male respondents agreed and 32 (45.07%) of the
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female respondents agreed with-statement. From the forgoing one can conclude
that the male respondents were less likely to tolerate bossy Ieadership than their
female counterparts,

In another linding on working harder il boss gives secretary free hand to
operate the office, cighty-three male respondents which represent 81.37% agreed
with the statement while forty-six female respondents which represent 64.79%
agreed with the statement.  Although the two opposite sexes agreed that they
would work harder it their bosses would give them free hand in operating the
oftice, the males had a higher percentage in disagrecing with the statement.

Generally speaking, both male an [emale secretaries were of the opinion
that given a free hand to operate the office, they would be able to work harder.
Similar views were reported by Ibu (1987).

Table 4.15  Salary of a Seeretary as a Motivator

RESPONDENT GROUP
MALE FEMALE
RESPONSE MODI I'req % I'req. Y
STRONGLY AGREED 39 38.24 13 18.31
AGRELED 29 28.437 22 30.98
UNDLECIDED 3 2.94 4 5.63
DISAGREED 23 22.55 26 36.62
STRONGLY DISAGRIETD 8 7.84 O 8.45
TOTAL 102 100.00 71 100.00

Table 4.15 shows the distribution of respondents opinions on “the salary
ol a secretary does not motivate him/her to perform on the job.™ 1t is clearly

indicated here with both sexes agreeing that the salary ol a secretary does not
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motivate hinvher to perform efficiently on the job. Sixty-eight or 66.67% of the
male respondents agreed while thirty-five or 49.29% of the female respondents
agreed. Something worthy of taking noie of in this table is that while majority of
the male secretaries agreed that secretary s salary is not adequate only a little more
than half of the female secretaries agreed with the statement.  The opinion
expressed by the respondents here is that while the male respondents did not
consider seeretaries salaries adequate, hall ol the female respondents consider it
as adequate.

Iromthe rescarcher’s experience, the salaries ol conlidential seerctaries are
not at all motivating, especially il we take a number of [actors into consideration,
¢.g hospital charges, school fees, rent, water rate, electricity bill, transport charges,
cte. The salaries of conlidential seeretaries are not enough to settle all the above
mentioned most essential services. [f this is the case what is there to motivate a
secretary Lo concentrate on his job. 11 the salary is not enough for him to pay lor
the mentioned services, then where would he go to get what he would feed and
cloth himselland his family? He has to think of some alternative means of getting
extra income in order to make the two ends meet. 11 he has to engage himself in
some other jobs like driving 1axi or “express™ or “kabu-kabu™ aller closing from
office. then a number of things will happen which would make his official job
suller.

(1) e would not have the strength to concentrate on the job (2) 11 the side
business cases him enough for his daily needs, he might decided to relinguish his
official job to concentrate on the “new found job™, ete.
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Table 4.16  Office Environment as a Motivator

RESPONDENT GROUP
MAL L FIEMALL
RESPONSE MODE I'req Yo Freq. %
STRONGLY AGRLELD 43 42.16 37 30.03 |
AGREED 45 44.12 38 53.52
UNDECIDED 4 3.94 2 2.82
DISAGREED 7 6.86 4 5.63
STRONGLY DISAGREED 3 2.94 0 0
TOTAL 102 100.00 71 100.00

Fable L 1o shows the distnibution of opimons ol tespondents on the ollice
environment as a motivating factor to work harder. Itis very casy to see from the
scores that both the male and lemale respondents supported the idea that the office
environment is a motivating lactor to work harder. Eighty-cight (86.28%) of the
male respondents were in support and sixty-tive (91.55) of the Jemale respondents
supported the statement.

In fact every worker needs a healthy and peacetul environment to work. An
ollice which is situated near workshops, market places, industries/factories, by the
road side or ncar any public places will be too noisy to the extent of interfering
with the efficiency of the workers. It should also be ensured that no office is
situated on a dumpy (water-logged) arca or where an unhcealthy odour ol an
activity going on ncarby may be disturbing the workers. such places include
slaughter ground/house, a pen especially for pigs, ete. In short the office must
meet the minimum standard laid down by the law in relation to accommodation for
the health and safety of stalf. The office manager is usually concerned with the

elficiency. which may demand standards higher than those set by law.
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[tshould be noted that people work better i they are given the surroundings
and equipment appropriate to their work, and the secretary is no exception 1o this
rule.  The office accommodation should be laid out and equipped to avoid
wasteful movements, distraction and mental fatigue, This view is in line with that
of Gills and Standinglord (1981).

There arc also a number factors which clfect (in a neeative way) the
performance of scerctaries,  These factors include, tribalism, sectionalism and
bossy leadership. These factors were all aceepted in almost equal terms by both
male and female respondents as having negative effect on the performance of
secretaries.

There are also other factors which were similarly accepted by both male and
female seeretaries 1o have positive elfect on job performance ol seerctaries. These
factors include, payment of overtime. prolessional and other allowances, provision
ol wellare services and oflice automation, cle.

Table4.17  Factors Accounting for Job Satisfaction of Secretarial Workers

RESPONDENT GROUP

MAILL FEMALE

RESPONSE MODI: Freg Vo Freq. %
() Prompt payment of salarics. 71 15.5 37 13.17
(b) Training opportunitics. 63 13.76 50 17.79
(¢) Provision of labour saving devices 40 8.73 20 9.96
(d) Praises for work well done 48 10.48 29 [0.32
(¢) Acceptance by colleagues at work 43 9.39 25 8.89
(1) Payment of allowances and bonuses. | 57 12.44 33 11.74
(g) Regular and prompt advancement. 57 12.44 30 10.68
(h) Recognition and acceptance by leader | 58 12.66 40 14.23
(1) Holiday trips with boss. 13 2.84 Y 2.85
TOTAL 485 100 281 100
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4.4

4.4.1

4.4.2

Table 4.26 shows the distribution ol opinions ol respondents on the Lactors
accounting for job satisfaction of secretarial workers. It is clear from the table that
all the listed factors contributed to their job satisfaction signilicantly with the
exception of Holiday trips with boss. This lactor has less significance to both
sexes. [t occurred only 13 times (0.84%) in respeet of male respondents and only
8 times (2.85%) in respect of female respondents. Mills and Standingford (1981)
expressed similar views.

Answers to Research Questions

The folfowing are the answers to research questions arrived at on the
presentation of demographic data.

What is the difference in the opinions of male and (emale scerctaries
concerning the suitable sex for secretaryship? From the demographic data s it was
discovered that 63% of'the respondents agreed that females were the most suitable
sex lor secretaryship while 37% disagreed. Those who disagreed believed that
males were the most suitable sex for secretaryship. So the answer to this rescarch
question is an insignificant difference. - 4 75 .:3' Q 8

What is the difference in the opinions ol male and female sceeretaries
concerning high speed in shorthand as a necessary requirement for efficient job
performance? The demographical data revealed that 81% ol the respondents
agreed that high speed in shorthand was necessary [or efficient job performance
ol secretaries while only 19% cither disagreed orwere undecided. That meant that
the ditference in the secretaries’ view on high speed in shorthand as a necessary
requirement for elficient job performance was very insignificant.
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4.4.3

4.4.4

4.4.5

4.4.6

What 15 the difference in the opinions of male and female secretaries
concerning proficiency in Linglish Language as a necessary requirement for
efficient job performance of scerctatics?

It is revealed by the demographic data that 99% of the respondents agreed
that Linglish Language is a neeessary requirement. There is, thus, no difference
in the seerctaries’ views about English Language.

What is the difference, in the opinions of male and {emale secrctaries
concerning prompt payment of salaries as a necessary requirement for efficient job
performance?

The collected data showed that 94% of the respondents agreed that prompt
payment ol salaries was necessary lor efficient job perlormance, The difference
in their opinions was very insignificant.

What is the difference in the opinions of male and female secretaries
concerning job sccurity as a necessary requirement for cllicient job performance?

The collected data showed that 69% ol the respondents agreed that job
security was necessary lor eflicient job performance, 3 1% cither disagreed or were
undecided. The finding revealed an insigoificant difference in the opinions of the
scerelanics.

What is the difference in the opinions of male and female secretaries
concerning opporlunitics for advancement on the job as a necessary condition for

efficient job performance?
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4.4.8

449

About 89.5% ol the total respondents agreed that opportunity for
advancement on the job requirement. The finding revealed an insigniﬁcaﬁt
difference.

What is the dilference in the opinions of male and [emale secretaries
concerning appreciation for work done as a condition [or cefficient job
performance?

About 90% of the respondent agreed that appreciation lor work done was
a necessary condition for eflicient job performance. This rendered (he difference
in opinions rather insignilicant.

What is the difference in the opinions of male and lemale sceretaries
concerning acceplance by colleagues in the oflice as a condition for cfficient job
performance?

The data gathered revealed that more than 74% of the respondents agreed
that acceptance by colleagues in the office was a condition [or efficiency. This
percentage rendered the dilference rather insignificant.

What is the difference in the opinions of male and female secretaries
concerning job satisfaction as a condition lor ¢lficient job performance?

Morc than 906% of the respondents agreed that job satisfaction was a
condition for cfficient job performance ol secrelarics in Kaduna State. The

findings, thus, rendered the difference in opinions very insignilicant.
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4.5  Testing Null-hypothesis

4.5.1 Hypothesis No 1
There is no significant difference in the opinions ol male and female
seeretaries concerning the saitable sex for sceerctaryship.

Table 4.18  Result of Opinions on Suitable Sex for Seeretaryship

MALL FEMALLE
FREQUENCY | FREQUENCY | FREQUENCY | FREQUENCY | TOTAL
(OBSERVED) | (EXPECTED) (ON SERVED) | (EXPECTED)
15 (18.28) 16 (12.72) 31
6 (5.31) 3 (3.69) 9
44 (40.68) 25 (28.32) 69
30 (23.58) 10 (16.42) 4]
102 71 173
(Fo - FFe)
G S S e
l'e
X* = 3.61 +0.09+0.02+027+1.75+5.194

0.85+0.13+0.39+2.51 = 1481

AL 0.05 level of signilicance and a degree of [reedom of 4. the caleulated
Chi-square value ol 14.81 1s gereater than the critical value of 9.488. The null
hypothesis is therefore confirmed that there is significant difference in the
opinions of male and female secretaries in Kaduna State concerning the suitable
sex for seeretaryship. This hinding clearly, shows that male and female secretaries
disagreed that females are the most suitable sex for seeretarial jobs. This finding
implies that secretarial job are not suitable for a particular sex: both genders are
suitable for secretarial jobs.
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4.5.2 Hypothesis No 2
There is no significant difference n the opinions of male and female
secretaries concerning high speed in shorthand as a necessary requirement for

efficient job performance,

Table 4.19  Result of Opinion on High Speed in Shorthand

MALLFE FEMALLE N
REOQOUIENC REOUINC RIFOLIHENC REOUENC
FREQUENCY | FREQUENCY [ FREQUENCY | FREQUENCY —
(OBSERVED) | (EXPECTED) | (ON SERVED) | (EXPLECTED)

58 (52.47) 31 (36.39) 80
31 (30.07) 20 (20.93) 51
6 (6.49) 5 (4.51) 11
4 (2.39) 14 (1.64) 18
3 [ 4
102 71 173

(Fo - Fe)

Xi= e

Ie

=(0.58 +0.03 +0.04 + 0,15+ 0.84 + 0.04 +
0.05 +5.91 + 0.25

=16.10

AL 0.05 Jevel of signilicance and with a degree of freedom ol 4, the
calculated Chi-square value of 16.10 is greater than the critical value ol 9,488,
The null hypothesis stated above is therefore rejected. There is a significant
difference in the opinions of male and female secretaries concerning high speed
in shorthand as a necessary requirement for efficient job performance of
secretaries. This was the view held by rescarchers such as Treece (1973). Berns
(1953), Patchen (1963), ete. as indicated in the Literature Review.
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4.5.3 Hypothesis No 3

There is no significant difference in the opinions of male and female
secretaries concerning proficiency in English Language as a necessary requirement

for good and cfficient sceretaries.

Table 4.20  Result of Opinion on Proficiency in English Language
MALE FEMALE
FREQUENCY | FREQUENCY | FREQUENCY | FREQUENCY | TOTAL
(OBSERVED) | (EXPECTED) | (ON SERVED) | (EXPECTED)
84 (81.36) 54 (56.64) 138
16 (19.46) 17 (13.54) 33
0 (0.00) 0 (0.00) 0
0 (1.18) 0 (0.00) 0
2 0 (0.82) 0
102 71 173
(Fo-lce)
) e T
ke

=0.9+0.62+000+057+0.12+0.89 4
0.00 + 0.00 + 0.82
= 3.10
AL 0.05 level of signilicance and with a degree of freedom ol 4, the
caleulated Chi-square value of 3,10 is less than the eritical value ol 9488, The
null hypothesis is therefore confirmed that there is no signilicant difference in
the opinions of secretaries concerning proliciency in English Language as a

necessary requirement for efficient job performance of seeretaries.,
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This was the view held by rescarchers such as Trecee (1973) and many
other rescarchers who considered the positions and tasks ol secretaries and
suggested a formal training especially in communications skills, shorthand and
typewriting lor them.

Hvypothesis No 4

There is no significant difference in the opinions ol male and lemale
secretaries concerning prompt payment ol salaries as a necessary requirement {or

efticient job performance.

Table 4.21  Result of Opinion on Prompt Payment of Salaries
MALE FEMALE
FREQUENCY | FREQUENCY | FREQUENCY | FREQUENCY | TOTAL
(OBSERVED) | (EXPECTED) | (ON SERVED) | (EXPECTED)
64 (63.09) 43 (43.91) 107
30 (33.02) 26 (22.98) 56
| (0.59) 0 (0.41) !
7 (0.00) 2 (3.69) 9
0 0 (0.00) ()
102 71 173
(Fo - Fe)
Wim s
I'e

=0.01 +0.28 +0.29 + (.34 + 0.02 + 0.40 +

041 +0.78

=271

At 0.05 level of significance and with a degree of freedom of 4, the
calculated Chi-square value of 2.71 is less than the critical value of 9.488. The
null hypothesis stated above is therefore confirmed that there is no significant
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4.5.5

difference in the opinions of male and female  secretaries in Kaduna State
concerning prompt payment of salarics as « necessary requirement foretficient job
performance,

Common experience had it that promplt payment of salarics is very essential
i motivating works of all kinds. An immediate example that can be given is the
case of primary school teachers who. some years back were not being paid their
safaries for months. That resulted in [requent strike actions by the teachers. The
students were learning nothing. It was this situation which gave rise to Primary
Schools Education Board on which (he improvement of the lots of the teachers
was vested. One of the measures taken by the Board was prompt payment of
salaries of teachers. Since that time things have gone back 10 normal and teachers
are putting in their best,

Maslow, in his theory of Human Needs confirmed this when he outlined the
levels of needs and the importance of cach fevel especially, the physiological
needs fevel which include salary, which a worker needs 1o sustain himself and his
family. Delay in paying salary implics that teachers physiolagical needs can not
be met. This consequently leads to dissatis(action with the job.
Hypothesis No 5

There is no significant difference in the opinions of male and female
secretaries coneerning job Seeurity as a necessary requirement for efficient job

performance.
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Table 4.22

Result of Opinion on Job Security

MALE FEMALE
FREQUENCY | FREQUENCY | FREQUENCY | FREQUENCY | TOTAL
(OBSERVED) | (EXPECTED) | (ON SERVED) | (EXPECTED)
76 (70.75) 44 (49.25) 120
22 (28.30) 26 (19.70) 48
| (1.18) | (0.82) 2
2 (0.59) 0 (0.82) 2
| () (0.41) ]
102 71 175
(FFo - Fe)
Whn:  ccvaeomnnsrrisen
ke

=0.39+ 1.40 + 0.57 + 0.29 + 0.56

2.01+0.22+0.82+0.61

=0.90

At 0.05 level of significance and with a degree of freedom of 4, the
calculated Chi-square value of 6.90 is less than the critical value of 9.488. The
null hypothesis state above i1s therelore confirmed that there 1s no signiticant

difference in the opinions of male and female sceretaries in Kaduna State

concerning security as a necessary requirement lor efficient job performance.

This view was also held by Maslow in his theory of human needs/
illustrated on page 14 that security is one ol the basic needs that man requires
under all circumstances. A secretary who is not sccured on the job will not be

satisfied with his teaching job.
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4.5.6 Hypothesis No 6
There 15 no significant difference in the opinions of male and female
secretaries concerning opportunities for advancement on the job as a condition for
elficient job performance.
Table 4.23  Result of Opinion on Opportunities for Advancement on the
Job
MALE FEMALE
FREQUENCY | FREQUENCY | FREQUENCY | FREQUENCY | TOTAL
(OBSERVED) | (EXPECTED) | (ON SERVED) | (EXPECTED)
66 (64.27) 43 (44.73) 109
25 (27.12) 21 (18.88} 46
3 (3.54) 3 (2.70) 0O
7 (5.90) 3 (4.10) 10
| (1.18) | (0.82) 2
102 71 173
(Fo~F¢)
X = - —

Fe
=0.05+0.17+0.08 +0.21 +0.03 + 0,07 4
0.24 +0.02 + 0.3 + 0.04

= 121

At 0.05 level of significance and with a degree of freedom ol 4, the
calculated Chi-square value of 1.21 is less than the critical value of 9,488, The
null hypothesis state above is therelore conlirmed that there is no signilicant
difference in the opinions o'male and female seeretaries concerning opportunities
for advancement on the job as a necessary condition for effictent performance.

This view was adequately represented by the esteem needs in Maslow’s

hierarchy of human needs in which opportunities for advancement on the job
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could be regained as esteem needs. e pointed out that when an individual's
needs in one fevel were adequately satisfied then the next higher needs began to
manilest themselves. Man’s Fatlure to progressively achieve his needs may result
in frustration and consequently his inability to put in his best in his work.
4.5.7 Hypothesis No. 7

There is no significant difference in the opinions of male and female
secretaries concerning appreciation for work done as a condition for efficient job
performance.

Table 4.24  Result of Opinion on Appreciation for Work Done

MALL FEMALE
FREQUENCY | FREQUENCY | FREQUENCY | FREQUENCY | TOTAL
(OBSERVED) | (EXPECTED) | (ONSERVED) | (EXPECTED)
47 (47.76) 34 (33.24) 81
46 (44.81) 30 (31.19) 76
0 (1.00) 0 (0.00) 0
8 (8.25) 0O {5.75) 14
| (1.18) I (0.82) 2
102 71 73
(Fo-Fe¢)="
X ——m-
l¢

=0.01 +0.02 + 0.00 + 0.06 +0.02 +
0.05 4+ 0.00 + 0.01 + 0.04
={.2]
AL 0.05 level of significance and with a degree of freedom of 4, the
calculated Chi-square value of 0.21 is fess than critical value o 9.488. The null
hypothesis stated above is therefore confirmed that there is no signtficant
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difference in the opinions of male and female secretaries concerning appreciation
for work done as a condition for clficient job performance.

One ol the levels of Maslow’s hicrarchy of needs is that of belongingness
and love. 1.c affection and identilication. Human beings need to be identificd with
any achievement. Their appreciation for any good work done by a worker is a way
of identifying him and will consequently encourage him to work harder towards
more achievements.

4.5.8 Hypothesis No. 8

There is no significant difference in the opinions of male and female
secretlaries concerning acceptance by colleagues in the office as a condition for
elficient job performance.

Table 4.25  Result of Opinion on Acceptance by Colleagues in the Office

MALE FEMALE
FREQUENCY | FREQUENCY | FREQUENCY | FREQUENCY | TOTAL
(OBSERVED) { (EXPECTED) ((ON SERVED) | (EXPECTIED)
35 (34.20) 23 (23.80) 58
43 (41.86) 28 (29.14) 71
8 (8.25) 6 (5.75) 14
15 (16.51) 13 (11.49) 28
| (1.18) [ (0.82) 2
102 71 173
(IFo - Fe)
X*= --
Fe

=0.02 +0.03 + 0.01 +0.14 +0.03 + 0.04 +

0.01 +0.2 +0.04

=
N
W
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