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Introduction 
he increasing demand for higher performance in the 

work environment has placed more responsibilities on 

secretaries (David, 2018).  Secretaries do not only work 

as aids to managers, they are also expected to plan, organize 

events, coordinate and use more sophisticated techniques and 

skills to achieve organizational goals (David, 2018).  

Management skills are vital for the efficiency of secretaries in 

any organization.  It thus requires the considerable attention of 

the management so that graduate secretaries can work up to 

their full potentials (Schroeder, 2015).   Henry (2015), 

management skills mean certain attributes or abilities that an 

executive should possess in order to fulfill specific tasks in an 

organization.  They include the capacity to perform executive 

duties in an organization while avoiding crisis situations and 

promptly solving problems when they occur (Henry, 2015).   
Management skills can be developed through practical 

experience, and as graduate secretaries, the skills can help 

them to relate with their fellow co-workers and know how to 

deal well with their bosses, which allows for the easy flow of 

activities in the organization (Azih, 2016).  Good management 

skills are vital for any organization to succeed and achieve its 

goals and objectives.  A secretary who fosters good 

management skills is able to propel the institution’s mission and 

vision forward with fewer hurdles and objections from internal 

and external sources (Azih, 2016).  Being a good secretary 

means being prepared, efficient, and well organized (Kathi, 
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2017).  Thus, the success of any organization largely depends upon the efficiency of its 

office. 

Thus, it is based on the background that, this research paper seek to examine the 

management skills required to improve the efficiency of graduate secretaries in the 

Polytechnic Bali  

In addition to the secretarial duties of minutes taking, record keeping typing etc., 

improving and perfecting the skills in management such as; technical skill, human relation 

skill, computer skill, among others can also make a secretary become an expert and an 

indispensable part of a team, making his employment more engaging, secure and 

enjoyable (Andra, 2020).   

Technical skill involves the ability to use tools, procedures, techniques, and methods in 

order to perform tasks of a specialized field. (Singhy, 2017). 

Human relation skill is the skill required to understand other people and cooperate 

effectively with them, while computer skill refers to the conceptual understanding of 

computer and the knowledge of how to make use of computers and software to carry out 

many aspect of the job (Singhry, 2017).  Bolden (2017) adds that secretaries are valued for 

their positive attitudes, organizational skills and multitasking abilities.  Elenkov (2015) 

posits that while attributes of a secretary depends on the job, the best professionals in 

this field share common traits; they are independent, loyal, detailed-oriented, and 

efficient, among other characteristics.   

 Lucas (2016), the term efficiency is the ability to achieve an end goal with little to no 

waste, effort, or energy.  Banton (2020) views efficiency as the peak level performance 

that uses the least amount of inputs to achieve the highest amount of output. Efficiency 

is a measurable concept that can be determined using the ratio of useful output to total 

input; it minimizes the waste of resources such as physical materials, energy, and time 

while accomplishing the desired output (Caroline, 2018).  In order to achieve efficiency, 

The study revealed among others that with management skill, secretaries have the 

ability to offer low-cost and high-tech solutions that solve organizational problems.  

Based on the above findings this paper conclude that students technical skills have the 

ability to offer low-cost and high-tech solution that solve organizational problem. It was 

recommended among others that the management of the Polytechnic should organize 

seminars and capacity building workshops from time to time in order to create more 

awareness not only for the secretaries, but for its entire workforce on the importance of 

skills acquisition on the efficiency of job performance and that; secretaries already 

equipped with relevant management skills should have their ego lowered and not think 

of themselves as better than others as that is tantamount to jeopardizing the good 

human relations already existing in the workplace.  
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secretaries should leverage on their technical, human relation and computer skills with a 

view to achieving organizational objectives and efficient performance of the office work 

(Ezenwafor & Okeke, 2016).   

The skills owned by managers are equal to their intelligences, competencies, and abilities.  

The challenge with most organizations is that the workforce is not sufficiently skilled 

(Floyd, 2016).  Managerial skills help managers and employees to do more with less, cut 

or avoid costs, and become responsive to market needs.  Today, office managers require 

multiple skills such as technical skill, computer skill, human relation skill and conceptual 

skill (Singhry, 2017). 

 

Management Skills 

 
Source: Adapted from Singhry (2017), Management Science, Theory and Practice. 

 

Statement of the Problem 

A  Secretary has many administrative duties. Traditionally, these duties are mostly related 

to correspondence, such as the typing of letters, maintaining files of paper documents, 

etc. (Kolawole, 2017). In addition, a Secretary is a pivotal person in an office. It is the 

secretary who keeps the office organized, makes sure the various appointments and 

meetings are well planned and coordinate the flow of visitors or employees who need to 

see the management staff.  In addition to basic secretarial tasks, some Secretaries also 

perform more advanced executive functions or specialize in areas (Oyesode, 2016). 

However, the problems encountered by secretaries have been characterized by a lot of 

phenomenal changes in recent times.  Most of these problems are caused mainly by the 

management of both public and private business organizations, thereby hindering the 

activities or duties of the secretary in the organization.  Secretaries are often regarded as 

mere typists, Shorthand writers or aids to the boss, as such; management of organizations 

often leaves them out in strategic management activities; thus, hindering their overall 

efficiency in the organization. It is said that practice makes perfect.  Since most secretaries 
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do not often engage in core management roles, they often lack management acumen.  It 

is therefore expedient that the skills required to enhance their efficiency is explored.  It is 

against the above stated problems that this study is being conducted in order to 

determine the management skills required to improve the efficiency of graduate 

secretaries in the Polytechnic, Bali, Taraba State. 

 

PURPOSES OF THE STUDY  

 Major purpose of this study is to ascertain the management skills required to improve the 

efficiency of graduate secretaries in the Polytechnic, Bali.  Sally, the study seeks to: 

1. Find out how technical skill improves the efficiency of secretaries in the 

Polytechnic, Bali, Taraba State. 

2. Determine how human relation skill improves the efficiency of secretaries in the 

Polytechnic, Bali, Taraba State. 

3. Investigate how computer skill improves the efficiency of secretaries in the 

Polytechnic, Bali, Taraba State.  

 

RESEARCH QUESTIONS 

The following research questions guide the study: 

3. How does technical skill improve the efficiency of secretaries in the Polytechnic, 

Bali, Taraba State? 

4. In what ways does human relation skill improve the efficiency of secretaries in 

thePolytechnic, Bali. Taraba State? 

5. How does computer skill improve the efficiency of secretaries in the Polytechnic, 

Bali, Taraba State? 

 

METHODOLOGY 

The study adopted descriptive survey design and conducted in the Polytechnic, Bali, 

Taraba State.  The population of the study comprises the entire secretaries in the 

Polytechnic, Bali, Taraba State.  No sample was taken because the population size was 

considered manageable. A structured questionnaire titled; Questionnaire on the 

Management Skills Required by Secretaries in the Polytechnic, Bali (QMSRS) was used for 

the collection of data.  The questionnaire items were structured on a 4 point rating scale 

with response categories and weights as follows; Strongly Agreed (SA), Agreed (A), 

Disagreed (D), and Strongly Disagreed (SD). The data was obtained personally in the field 

by the researcher.  The collected data were displayed in tabular form and analyzed using 

simple statistical mean and standard deviation with the aid of Statistical Package for Social 

Sciences (SPSS) version 24. The decision rule for the study is that; any mean score 

response from 2.50 and above is accepted as either negative or positive, while below 2.50 

is rejected.  
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Results 

Research Question One 

How does technical skill improve the efficiency of secretaries in the Polytechnic, Bali, 

Taraba State? 

Technical Skill                      𝒏 �̅�     SD  Decision 

Technical skill helps in boosting the    33     2.92    0.751 Accepted 

secretaries’ confidence thereby making  

them valuable candidates to the boss.    

    

With technical skill, secretaries have the   33     3.11    0.395 Accepted 

ability to offer low-cost and high-tech  

solutions that solve organizational problems.       

 

Secretaries with technical skill often have   33     2.22     0.736 Rejected 

their ego inflated and they start thinking  

themselves as better person than others.       

 

Secretaries with technical skill are often   33     3.03     1.006 Accepted 

pragmatic when making technology purchases.  

 

From the results, the mean score of 2.92 indicates that the secretaries in the Federal 

Polytechnic, Bali accept the statement that technical skill helps in boosting the 

secretaries’ confidence thereby making them valuable candidates to the boss. The mean 

score of 3.11 also shows that the respondents agree with the statement that; with 

technical skill, secretaries have the ability to offer low-cost and high-tech solutions that 

solve organizational problems.  However, the mean score of 2.22 shows that the 

respondents reject the statement that secretaries with technical skill often have their ego 

inflated and they start thinking themselves as better person than others.  The mean of 

response of 3.03 shows that majority of the respondents agree with the statement that 

Secretaries with technical skill are often pragmatic when making technology purchases. 

 

Research Question Two 

In what ways does human relation skill improve the efficiency of secretaries of the 

Polytechnic, Bali, Taraba State? 

Human Relation Skill              𝒏 �̅�     SD  Decision 

Secretaries with human relation skill help   33      3.37    0.751 Accepted 

in creating an effective workplace culture  

in which other employees can thrive.       

Human relation skill improves communication   33      3.29      0.395 Accepted 

and collaboration between secretaries and  
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other employees.         

Human relation skill encourages secretaries to   33      3.22     0.736 Accepted 

work hard and thus leaves positive impact  

on their efficiency.      

Human relation skill has major emphasis on   33      2.29    1.006 Rejected 

efficiency at the expense of the wellbeing  

of secretaries.     

 

The table depicts that the mean score of 3.37 identifies that majority of the secretaries in 

Federal Polytechnic, Bali accept the statement that secretaries with human relation skill 

help in creating an effective workplace culture in which other employees can thrive.  The 

mean score of 3.29 also shows that the respondents accept the statement that human 

relation skill improves communication and collaboration between secretaries and other 

employees.  Again, the respondents accept the statement that human relation skill 

encourages secretaries to work hard; thus leaves positive impact on their efficiency with 

a mean score of 3.22. However, the mean score of 2.29 shows that majority of the 

respondents reject the statement that human relation skill has major emphasis on 

efficiency at the expense of the wellbeing of secretaries. 

 

Research Question Three 

How does computer skill improve the efficiency of secretaries in the Polytechnic, Bali, 

Taraba State? 

Computer Skill                     𝒏 �̅�     SD  Decision 

Computer skill helps secretaries to efficiently   33       3.48   0.751 Accepted 

complete vast amount of tasks within a  

very short period of time.      

Computer skill places secretaries at a significant  33       3.92    0.395      Accepted       

edge over other employees, thereby improving  

their efficiency.    

Computer skill helps secretaries in conducting   33       3.07     0.736  Accepted 

internet research, creating word processing  

documents and creating presentations.    

When computers and technological tools are used 33       2.44    1.006  Rejected 

constantly, secretaries develop over dependence  

on these tools.     

 

From the analysis, the mean score of 3.48 indicates that majority of the secretaries in the 

Federal Polytechnic, Bali accept the statement that computer skill helps secretaries to 

efficiently complete vast amount of tasks within a very short period of time.  The mean 

score of 2.92 also shows that the respondents accept the statement that computer skill 
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places secretaries at a significant edge over other employees, thereby improving their 

efficiency.  Again, majority of the respondents accept the statement that computer skill 

helps secretaries in conducting internet research, creating word processing documents 

and creating presentations with a mean score of 3.07.  However, the mean score of 2.44 

shows that the secretaries in Federal Polytechnic, Bali reject the statement that when 

computers and technological tools are used constantly, secretaries develop over 

dependence on these tools. 

 

DISCUSSION OF FINDINGS  

The analysis carried out on the results of the questionnaires was to identify the 

management skills required to improve the efficiency of secretaries in Federal 

Polytechnic, Bali, Taraba state.  The results of the analysis are quite revealing.  They reveal 

that; even though technical skill  often have the secretaries’ ego inflated and also have 

them to start thinking themselves as better person than others, but with technical skill, 

secretaries have the ability to offer low-cost and high-tech solutions that solve 

organizational problems. 

Again, inference from the analysis shows that although human relation skill has major 

emphasis on efficiency at the expense of the wellbeing of secretaries, secretaries with 

human relation -skill help in creating an effective workplace culture in which other 

employees can thrive. The results also show that computer skill helps secretaries to 

efficiently complete vast amount of tasks within a very short period of time.  However, 

when computers and technological tools are used constantly, secretaries develop over 

dependence on these tools. 

 

CONCLUSION 

It has been emphasized that organizations cannot afford to stand still. They must be ready 

for change and so must the people who comprise them.  In some ways, it is difficult to 

separate the idea of staff retraining from that of organizational development. Both are 

strategies for achieving change in order to maximize potential, and neither can one exist 

effectively without the other.  In-service training and development is a vital aspect of 

organizational management. This is because it is an investment in people and its essence 

is to enable the staff acquire and develop more knowledge and better techniques by way 

of improved standard and quality of work as well as help create job satisfaction for the 

staff.  It should be noted that in spite of the challenges inherent in in-service training and 

development, its importance cannot be over-emphasized, hence the need for 

organizations to develop their staff through in-service training.  

 

RECOMMENDATIONS 

Based on the findings of the study with respect to the challenges of in-service training and 

development among secretaries in the Polytechnic, Bali, the following recommendations 

have been made;  
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d. The management of the Polytechnic, Bali should endeavor to properly organize 
and coordinate the policy of in-service training so as to create enabling 
environment for secretaries to update their knowledge and skills in this 
dispensation of Information and Communication and Technology (ICT). 

e. The Federal Government of Nigeria should be ready to sponsor the secretaries to 
attend both local and national conferences, workshops, seminars and refresher 
courses in Universities, Colleges of Education and Polytechnics so as to help them 
build up their knowledge and keep abreast of new happenings in their career and 
also to remain relevant in their office procedures and operations especially in this 
era of automated offices. 

f. Secretarial staff should at any time be ready to go for in-service training and 
development not minding inconvenience it might cause them as that will provide 
a basis for the improvement of their efficiency in the workplace. 

 
REFERENCES 
Andra, L.I. (2020).  The need for a new programme for Secretarial Studies in the 21st century. Business 

Education Journal, 3(3).  
Azih, A.O. (2016). The importance of technology in information processing and its implication for secretaries 

training in the 21st century. Nigeria Business Education Journal, 1(11). 
Banton, C.A. (2020). Secretaries’ perceptions of their roles I the promotion revision in Nigeria Polytechnics. 

International Journal of Education Research, 11(1). 
Bolden, O. (2017). Assessment of communication and manipulative skills of HND Office Technology and 

Management products by employers of labor in Delta State. Business Education Journal, 1(1). 
Caroline, O. (2018). The challenges of new technologies on secretarial profession. Association of Business 

Educators in Nigeria, Conference Proceedings, 2 (1). 
David, F. (2018). Being Good in Business is the most fascinating thing, retrieved 

from;www.lclcoaches.com/management-skills-for-secretaries-and-personal-assistants. 
Elenkov, S. (2015).  The Changing Role of Support Staff: Trends and Issues Alerts. ERIC Clearinghouse on Adult, 

Career and Vocational Educational. 
Ezenwafor, E.N. & Okeke, P. (2016).  Technological Innovations and Effective Secretarial Service Delivery in 

Tertiary Institutions in Kogi State. Association of Business Educators of Nigeria, Conference Proceedings, 
2 (1). 

Floyd, B.T. (2016). Re-conceptualizing Organizational Routines as a Source of Flexibility and Change, 
Administrative Science Quarterly, 48(1). 

Henry, O. (2015). Professional Competencies Required of Secretaries in Modern  Automated Offices in Tertiary 
Institutions in Anambra State of Nigeria.Online Journal of Arts, Management and Social Sciences (OJAMSS), 
1(1). 

Kathi, I. (2017). Micro-Practices of Strategic Sense-making and Sense-giving: How Middle Managers Interpret 
and Sell Change Every day, Journal of Management Studies, 42(7).  

Kolawole, S.G. (2017). Deliberate Learning and the Evolution of Dynamic Capabilities, Organizational Science, 
13. 

Lucas, C. (2016). Exploring the best Human Resource Management Practices-Performance Relationship: an 
Empirical Approach, Journal of Workplace Learning, 21(8). 

Schroeder, M.J. (2015). The Reality of Modern Method Applied in Process of Performance Assessments of 
Employees in the Municipalities in Gaza Strip, International Journal of Advanced Scientific Research, 1(7). 

Oyesode, S. (2016). Human Resource Configurations, Intellectual Capital, and Organizational Performance, 
Journal of Managerial Issues, 16(3). 

Singhry, H.B (2017). Management Science, Theory and Practice, Challenge Press, Jos, Nigeria, 2017, ISBN: 978-
978-953-023-6 

  

http://www.lclcoaches.com/management

