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Introduction 
he emergence of Information and Communication 

Technology (ICT) in Nigeria has posed a serious 

challenge to all facets of the Nigerian economy. This has 

necessitated executive secretaries to keep abreast of the 

current technology as it affects office procedures and 

operations (Adebayo, 2018).  According to Agbo (2015), for 

executive secretaries to contribute effectively and efficiently 

to the achievement of goals and objectives of the organization 

they have to be trained and retrained and be given a learning 

environment on continuous basis in order to acquaint 

themselves with new challenges in the office. 

Notwithstanding, there is no doubt that advancement in 

technology has reshaped and transformed the way executive 

secretaries discharge their duties. The competent and effective 

executive secretary-ship can be obtained through in-service 

training programmes (Agbo, 2015). For in-service training 

programme to be adequate and effective, it should consist of 

three phases, namely: pre-service training phase, on the-job 

experience training phase, and in-service training phase 

(Diraso, 2017). 
According to Ade & Okeke (2014), training involves providing 

employees with directed experience that enables them to be 

more effective in performing the various tasks that constitute 

their jobs.  If effective, the training experiences result in 

changes in employee’s attitudes, work habits, and 
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performance.  Aina (2017) posit that In-service training and development is designed for 

the manpower development of a workforce and the organizational development as a 

whole. If workers are to perform their functions effectively and efficiently, it becomes 

imperative for them to require training in new skills and modern methodology.  Aja (2016) 

opined that the higher the level of training acquired by employees, the higher the quality 

of service they can offer.  In-service training and development can simply be defined as 

the relevant courses and activities in which a serving secretary may participate to upgrade 

his or her professional knowledge, skills, and competence in the secretarial profession.  

Collins (2017) opined that there should be some constant retraining exercises for 

executive secretaries in order to be well equipped and up-to-date in their knowledge, 

attitude and skills.  He went further to state that such training and retraining should be in 

all areas of secretarial development which include Information and Communication 

Technology Skills, Human relation skills, stenographic, Communication, Administrative 

and managerial skills, reprographic, micrographic and electronic record keeping skills.  

Retraining and developing the executive secretaries in the above areas will enable them 

to discharge their duties and responsibilities effectively and efficiently and with higher 

degree of performance. 

Agbo (2015), described an executive secretary as an employee who can cope with all the 

stress and demands of the office in a manner that will ensure his or her overall control of 

the crises that may emanate from managing records, communication, information, 

people and other resources that are intrinsically involved in making office the nerve center 

of any business organization.  Agomuo (2013) sees executive secretary is an administrative 

assistant who is able to cope with the stress involved in his or her work and who is able to 

carry out his or her assigned responsibilities with less or no supervision. Public 

establishments according to Oldroyd (2017) are government owned, financed, controlled 

presented and analyzed using statistical mean.  The study revealed among others that 

lack of support from the management of the Polytechnic, Bali, Taraba State for funding 

is a challenge of in-service training and development. It was recommended among others 

that 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) and that; 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. 
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and managed organizations. Therefore, an effective and efficient public establishment is 

one that has workers who exhibit high levels of job quality performance, high productivity 

and organizational commitments. According to Cole (2015), training is an activity designed 

to improve key areas of skills and knowledge. He maintained that development is broader 

than training because development is centred on increase in knowledge and skills 

acquisition.  

 

Statement of the Problem 

Technological advancement has been extended to all spheres of human endeavors. 

Offices are daily modernized through the use of latest equipment and procedures. These 

affect the executive secretary and his profession. The challenges of new techniques and 

innovations demand from executive secretaries much greater responsibilities and 

improved performances on their jobs.  The essence of providing in-service training for 

executive secretary is to enable him/her develops professionally; keep abreast on new 

knowledge and technology in their office procedures and operations.  

However, Oldroyd (2017) observed that public establishments pay only lip service to in-

service training of their employees and this automatically accounts for staff inadequacies 

such as poor job performance. It is in this Gbosi (2018) maintains that where in-service 

training exists, it is haphazardly coordinated, poorly monitored and organized.  

Juxtaposing the opinion of Gbosi (2018), Ofordile (2017) notes that in-service training 

programmes have continued to experience the constraints of inadequate funds. This is 

because employees’ retraining in public establishment is considered expensive in terms 

of time and maintenance of staff during the programme. He maintains that lack of 

willingness by the employees to be retrained and some staff with long experience may 

not show interest in in-service training programmes that do not have any weight for 

purpose of assessment and they hardly take retraining seriously as a means of changing 

behavior of the organization.  It is against the above stated problems that this study was 

conducted to find out the challenges of in-service training and development among 

secretaries in the Polytechnic, Bali, Taraba state. 

 

Objectives of the Study 

The major purpose of this study is to determine the challenge of in-service training and 

development among secretaries in the Polytechnic, Bali, Taraba state.  Specifically, the 

study seeks to: 

1. Determine the challenge of ICT training among secretaries in Federal Polytechnic, 

Bali, Taraba state. 

2. Find out how reprographic technology training is a challenge among secretaries 

in Federal Polytechnic, Bali, Taraba state. 
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3. Determine the challenge of administrative training among secretaries in Federal 

Polytechnic, Bali, Taraba sate. 

 

Research Questions 

The following research questions guide the study: 

6. What is the challenge of ICT training among secretaries in Federal Polytechnic, 

Bali, Taraba state? 

7. What is the challenge of reprographic technology training among secretaries in 

Federal Polytechnic, Bali, Taraba state? 

8. What is the challenge of administrative training among secretaries in Federal 

Polytechnic, Bali, Taraba state? 

 

Methodology 

The study adopted a survey research design and was conducted in the Polytechnic, Bali, 

Taraba State.  A total of thirty three (33) secretaries were studied.  No sample was taken 

as the population size was considered manageable.  A structured questionnaire titled; 

Questionnaire on the Challenges of In-Service Training and Development among 

Secretaries (QCITDS) 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 mean score 

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

is rejected.  

 

Results 

Research Question One 

What is the challenge of ICT training among secretaries in Federal Polytechnic, Bali, Taraba 

state? 

ICT Training                    𝒏 �̅�     SD Decision 

The challenge faced in ICT training    33     3.03    0.751 Accepted 

among secretaries in the Polytechnic,  

Bali includes unstable internet connection.     

Lack of support from the management   33     3.27    0.395 Accepted 

of the institution for funding is challenge  

of ICT training in the Polytechnic, Bali.      
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Lack of skilled personnel in the area    33     2.31     0.736 Rejected 

ICT in the institution who can provide  

the training is a challenge among  

secretaries in the Polytechnic, Bali.     

Unavailability as well as unreliability of   33     2.24     1.006 Accepted 

available ICT facilities presents a challenge  

in ICT training among secretaries in the  

Polytechnic, Bali.    

 

From the results, the mean score of 3.03 indicates that the secretaries in the the 

Polytechnic, Bali accept the statement that the challenge faced in ICT training among 

secretaries in the Polytechnic, Bali includes unstable internet connection.  The mean score 

of 3.27 also shows that the respondents accept the statement that; lack of support from 

the management of the institution for funding is challenge of ICT training in the 

Polytechnic, Bali.  However, the mean score of 2.31 shows that the respondents reject the 

statement that lack of skilled personnel in the area ICT in the institution who can provide 

the training is a challenge among secretaries in the Polytechnic, Bali.  The mean of 

response of 2.24 also shows that the respondents reject the statement that unavailability 

as well as unreliability of available ICT facilities presents a challenge in ICT training among 

secretaries in the Polytechnic, Bali. 

 

Research Question Two 

What is the challenge of reprographic technology training among secretaries in the 

Polytechnic, Bali, Taraba State? 

Reprographic Technology                   𝒏 �̅�     SD Decision 

The rate of retrieving documents using   33      3.13     0.751 Accepted 

Technology is slow, which pose challenge 

In the course of training secretaries      

 

With reprographic technology, only    33      2.86      0.395 Accepted 

one person at a time can see the images  

covered by the roll of film, which  

presents a challenge in the course of training.      

 

Reprographic technologies have challenges   33      2.72     0.736 Accepted 

of paper jam and service breakdown sometimes  

indicated by odd lines, which obstruct  
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training sessions.    

 

Reprographic technologies are vulnerable   33      3.24    1.006 Accepted 

to security attacks, where hackers use as  

backdoor to breach network thus; hinders training.   

 

The table depicts that the mean score of 3.13 identifies that majority of the secretaries in 

Federal Polytechnic, Bali accept the statement that the rate of retrieving document using 

reprographic technology is slow, which pose challenge in the course of training 

secretaries..  The mean score of 2.86 also shows that the respondents accept the 

statement that with reprographic technology, only one person at a time can see the 

images covered by the roll of film, which presents a challenge in the course of training..  

Again, the respondents accept the statement that reprographic technologies have 

challenges of paper jam and service breakdown sometimes indicated by odd lines, which 

obstruct training sessions with a mean score of 2.72.  The mean response of 3.24 also 

indicates that reprographic technologies are vulnerable to security attacks, where 

hackers use as backdoor to breach network thus; hinders training. 

 

Research Question Three 

What is the challenge of administrative training among secretaries in the Polytechnic, Bali, 

Taraba State? 

Administrative Training                  𝒏 �̅�     SD Decision 
Dealing with changes due to acquisitions,   33       3.51   0.751 Accepted 
technology, budgets and office routines  
are challenges of administrative training  
among secretaries in the Polytechnic, Bali.     
 
Learning habits of trainees differ with some   33       3.03    0.395     Accepted       
fast at leaning and others slow at learning  
pose a challenge to administrative training  
in the Polytechnic, Bali.      
 
Due to the generic nature of administration,   33       1.93     0.736  Rejected 
secretaries often feel its training is irrelevant;  
as such, they resist engaging.     
 
When training budgets are low, while the   33       3.06    1.006  Accepted 
demands are high, it often gets suspended  
by management.    
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From the analysis, the mean score of 3.51 indicates that majority of the secretaries in the 
Polytechnic, Bali accept the statement that dealing with changes due to acquisitions, 
technology, budgets and office routines are challenges of administrative training among 
secretaries in the Polytechnic, Bali.  The mean score of 3.03 also shows that majority of 
respondents accept the statement that learning habits of trainees differ with some fast 
at leaning and others slow at learning pose a challenge to administrative training in the 
Polytechnic, Bali.  However, majority of the respondents reject the statement that due to 
the generic nature of administration, secretaries often feel its training is irrelevant; as 
such, they resist engaging with the mean score of 1.93.  The mean response of 3.06 shows 
that the secretaries in the Polytechnic, Bali accept the statement that when training 
budgets are low, while the demands are high, it often gets suspended by management. 
 
Discussion 
The analysis conducted on the results of the questionnaires was to ascertain the 
challenges of in-service training and development among secretaries in the Polytechnic, 
Bali, Taraba state.  The results indicate that even though there are available and reliable 
ICT facilities for training in the Polytechnic, Bali, lack of support from the management of 
the institution for funding is challenge of in-service training and development in the 
Polytechnic, Bali. 
The analysis also shows that reprographic technologies are vulnerable to security attacks, 
where hackers use as backdoor to breach network, and the rate of retrieving document 
using reprographic technology is slow, which pose challenge in the course of training 
secretaries, which present challenge to in-service training and development among 
secretaries in the Polytechnic, Bali. 
Finally, the analysis reveals that dealing with changes due to acquisitions, technology, 
budgets and office routines are challenges of administrative training among secretaries 
in the Polytechnic, Bali.  However, it also reveals that the generic nature of administration 
doesn’t hinder secretaries from engaging in in-service training, and development in the 
Polytechnic, Bali, Taraba state. 
 
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.  
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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;  

- 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). 

- 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. 

- 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. 
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