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Introduction 

BACKGROUND OF THE STUDY 
he word “Secretary” is the misunderstood 

concept in Industrial Occupation. Almost 

any man or woman, who is involved in 

industrial jobs such as typewriting, drilling of 

shorthand and the lice, refers to him /her as a 

secretary. The employers who work as office 

clerks or typists are sometimes referred to as the 

secretary. Thus there are prefixed that proceed 

the word secretary to differentiate modern 

secretaries from typists as follows: Personnel, 

executive, confidential etc. the predominance of 

any of the above prefixes largely depends on the 

environment in which it is applied. A secretary is a 

staff who is concerned with the preparation, 

preservation and transmission of all types of 

communication as well as the conventional 

secretaries’ duties of confidential nature at 

various levels (Stanwell et al I 979) 
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T 

ABSTRACT  
An investigation 

into dynamic 

roles secretaries 

play is of utmost 

importance to 

any organization 

hence, the study 

was carried out 

to invest the 

dynamic roles 

secretaries play 

in organizations. 

The study is a 

survey research 

design in which 

50 

questionnaires 

were used to 

collect the data 

for the study. 

Arithmetic Mean 

was used to 

analyse the data 

which were 

presented in 

tables.  The 
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STATEMENT OF THE PROBLEM  

According to the Webster dictionary 

of English, a secretary is define as one 

trusted with secret or confidence of a 

superior adviser, one employed to 

handle correspondence and manage 

routine and detailed work for a 

superior. 

Many people and some secretaries 

limit the roles of secretaries to the 

primary functions of secretaries 

which are filing, typing, taking of 

dictation etc. on the contrary, the 

roles of secretaries are far more than 

these functions. It include; managing, 

organizing, controlling and other 

managerial functions. 

The invention of modern office 

machines makes the secretaries roles 

more sophisticated which means a 

secretary must not remain at the 

same educational level he or she was. 

It is on this background that this 

paper is carrying out an investigation 

on the dynamic role of secretaries in 

an organization. 

 

OBJECTIVE OF THE STUDY 

The objective of this study is to 

investigate the dynamic role of 

secretaries in business organization; 

with a case study of Federal 

Polytechnic Bali. The specific 

purposes include: 

result of the analysis showed 

that Federal Polytechnic Bali 

secretaries are required to 

possess a minimum of National 

Diploma in secretary’s studies 

or related course; secretaries 

are responsible for 

maintaining files in the office 

and also that one of the 

important roles of secretaries 

is maintaining diaries and 

arranging appointments. The 

study thereby recommends 

that organizations should 

understand the pivotal and 

indispensable roles secretaries 

play in the growth and 

development of an 

organization hence; they 

should be treated with 

reverence. Their effectiveness 

or ineffectiveness has the 

capacity to increase or reduce 

productivity in the 

organization and also those 

Secretaries and their bosses 

should endeavor to build a 

good relationship so as to 

work more effectively. 
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1. Determining the relationship between secretaries and their 

bosses in Federal Polytechnic Bali 

2. Determine the educational and training required for the 

secretaries in Federal Polytechnic Bali. 

 

RESEARCH QUESTIONS 

The research questions raised for the study are; 

What is the relationship between secretaries and their bosses in Federal 

Polytechnic Bali? 

What is the education and training required for the secretaries in Federal 

Polytechnic Bali? 

 

SIGNIFICANCE OF THE STUDY 

This work will be a source of hope to posterity (future generation) who 

would carry out core research on the topic, in that it will act as a pointer 

to the center of their research. By this the future generation shall know 

that men who worked hard lived in the past. The completion of this study 

will spur/urge the other secretarial students out greater weight in their 

academic as a secretary. 

 

RESEARCH METHODOLOGY 

This chapter dealt with the procedure used in carrying out the research. 

First, it discusses, research design and population, then it explains 

sampling procedure, instrumentation and validity of the instrument. It 

further gave details of the reliability of the instrument and procedure for 

data collection. The chapter ends with the method adopted in analysis of 

the data. 

 

DESIGN OF THE STUDY 

The research design adopted for this study was the survey descriptive 

research design. This design was adopted so as to assist the researchers 

efficiently analyze the data and draw inferences and conclusions. 

 

AREA OF THE STUDY  

The study was carried out in Federal Polytechnic Bali. 
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METHOD OF DATA COLLECTION 

Structured questionnaire was used to gather data for this study 

 

DELIMITATION OF THE STUDY 

This study was delimited School Of General Studies and Management 

Technology Federal Polytechnic Bali 

 

LITERATURE REVIEW 

This chapter will review the literature of the study as: Concepts of 

secretaries, Types of secretary, typical responsibilities of the job to the 

secretary, Importance of secretaries to an organization, Roles of 

secretaries and Historical background of the case study. 

 

CONCEPTS OF SECRETARIES 

Onifade (2004), Posited that a secretary is an assistant to an executive, 

possessing mastery of office skills and ability, assumes responsibility 

without direct supervision, who displays initiative, exercises judgment, 

and makes decisions within the scope of her authority. The researcher 

furthered that a secretary is the person who performs the myriad of daily 

chores that nibble away at an executive’s time. A secretary as the 

principal administrative support position in an office increases the 

effectiveness of program staff by coordinating the paper flow of the 

office and carrying out the day-to day administrative support activities 

required to accomplish the work of the organization (Onifade, 2004) 

challenges to the secretarial work that have er.1arged and enriched it. 

This suggests that the training of secretaries must reflect the challenges 

and experiences in the world of work. 

 

TYPES OF SECRETARY 

Onifade (2010) stated that there are two major categories of secretaries. 

We have the generalist and the specialist secretaries. The generalist 

secretaries are those who can work in any organization with some 

limitations when we talk of special or technical terminologies and skills. 

The specialist secretaries are the legal, medical, educational, bi-lingual, 

technological, and government secretaries. 
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GOVERNMENT SECRETARY 

In the USA, they have Secretary of State, the Secretary of the 

Interior or the Secretary of Defense. In the United Kingdom they have 

Parliamentary Private Secretary who is the chief assistant of a Secretary 

of State or minister of the Crown. In Nigeria, we have Permanent 

Secretary who is the highest civil servant and there is Secretary to the 

Federal or State government. 

 

MEDICAL SECRETARY 

A medical secretary works with doctors or pharmacists in hospital and 

helps to provide necessary support services. Bi-Lingual Secretary. A bi-

lingual secretary works in foreign embassies and helps to translate 

correspondence accordingly. Many typewriters have German, French 

and English characters and only the trained secretary in foreign 

languages can use them. 

 

IMPORTANCE OF SECRETARIES TO AN ORGANIZATION  

First and foremost, the secretary is indispensable in an organization 

because he is a very versatile human being (Onifade, 2010). The author 

further mentioned and explained that he is a human being unlike the 

other office ingredients or resources that do not have initiative that can 

only be manipulated by the secretary. He is the organization’s image 

maker. He is the most important officer to be seen first and last by 

visitors to the organization. Although the computer does many jobs 

hitherto done by the secretary, the computer cannot replace the 

secretary because of the following peculiarities of the secretary. 

 

ROLES OF SECRETARIES  

Most people do not know who is actually a secretary and what her duties 

and responsibilities are. According to Ihunawo (1987) the general view of 

most people about a secretary is that she must be able to take down 

shorthand, type very well, be courteous to customers and owner 

telephone calls. All these are prima-face duties and shoukd not be 

regarded as the main attributes of a secretary. 
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He describes a secretary as a person who must be efficient, confident in 

her work, able to take the correct decisions, courteous as well dress 

without losing her cool. 

Ugwubujor (1987), a secretary is a who handles correspondence, 

manages and keeps over the situation inside and outside the office. He 

propounded that initiatives, high basic skills and responsibilities are the 

three most important characteristics that separate an outstanding 

component efficient secretary from a mediocre secretary. 

Harrison et al (1979) says in the secretary’s office. Duties a large apart of 

her good secretarial functions lies in her ability to know where certain 

information is obtained. 

Kue and Byars (1983) is of the option that performance is the degree of 

accomplishment of the task that make up an individual’s job and the 

performance of these functions can be certain functions. 

Alanka and Petter (1977) stipulated tha “a secretary should be a 

comfortable person to say with, should not be an egoistic person and 

should be able to drain all grievance”. 

The point that is being made clear here is that secretaries and their 

bosses work head and heart close enough to trigger some intimacy 

sexual affection, he said. 

Here in Nigeria, several bosses and their secretaries have been known or 

reported to have allowed their relationship to extent to sexual 

interaction” Osuji added the issue of boss/secretary relationships than in 

public organization. This is so because in private companies, the boss is 

the alpha and omega, so he has the right and power to do whatever he 

likes Osaji contended. 

According to Brenda Jones (1972), married women are constantly aware 

of the sexual power structures and the need to put up barriers against 

men. Through they can enjoy male company and male jokes, they are 

careful to limit their participation and to make it clear to men how far 

they can go. 

Gutek and Dunwoody (1787) cited a lot of evidence that even non 

harassing sexual behavior has negative consequences for married 

female secretaries. The office affairs especially with the boss can have 

detrimental effect on her credibility as well as her career. 
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FINDINGS  

Based on the findings of the study, this paper recommend that;  

1. Organizations should understand the pivotal and indispensable 

roles secretaries play in the growth and development of an 

organization hence, they should be treated with reverence. Their 

effectiveness or ineffectiveness has the capacity to increase or 

decrease productivity in an organization.  

2. Secretaries and their bosses are to build a cordial relationship, so 

as to work more effectively as a team to achieve the 

organizational goal. 

3. Secretaries should understand that their roles cannot be fully 

stated in their job description. Hence, they should realize that they 

play all administrative roles in an organization. 

4. Secretaries should never cease to always develop their skills 

because their role or profession is a dynamic one. They should at 

no point in time stop getting more education as to boost their 

effectiveness in the organization. 

5. Secretaries are to be more professional and ethical in their 

dealings because they can make or mire an organization. 

 

CONCLUSION 

Based on the findings of the study, the researchers concluded that; 

secretaries in Federal Polytechnic Bali do not have cordial relationship 

with their bosses; secretaries in Federal Polytechnic Bali are not usually 

fond of themselves; secretaries in Federal Polytechnic Bali and their 

bosses usually encountered problem with one another.  
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