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Introduction 
he ability of any secretaries to keep and preserve its 
organizatiOIa1 records properly determines the success 
of that organization. According to Harding (2012) record 

keeping entails the processing, arranging and storing of 
records so that they can be located when required. Records are 
very important to the organization; there- by the adherence to 
the strict rules governing the keeping of it by the officer or staff 
in charge in an organization is important. According to 
Reinhold and Carl(2011) the secret behind a successful 
organization is record keeping. Record keeping refers to the 
keeping in safe custody all document in the office. Azuka (2012) 
defines Record keeping as a systematic arrangement and 
keeping of business correspondence and Record so that they 
may be found and delivered when needed for future reference. 
Any organizations where records of transactions are not kept 
stand a great chance of collapsing. Organization be it 
traditional or modern do have a role to play before their goals 
could be achieved. The realization of these goals depends 
heavily on the ability of the office manager to discharge his 
roles decisively and extensively. It is not out of place to 
conclude that record management constitute a fundamental 
part of the activities of all office managers; 
which must be pursued rigorously to provide promising 
solution to storage and retrieval problems 

 

 Statement of the Problem 

Despite the overwhelming benefit from record keeping in the 

organization, secretaries in Bali Local Government  are still 

finding it difficult to record properly. Some secretaries are yet 

to keep pace with the challenges posed by improper record 
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management in the organization. This consequently has resulted to loss in terms of 

money, time and energy. The time taken when searching for a file or document can result 

into loss of hours and cause set back to the organization. Therefore the need to keep 

proper record by secretaries will not only save time but also save cost to the organization. 

It is based on this premise that the researchers seek to carry out this study. 

 

Objective of the Study 

The general objective of the study is to find out the possible impact of poor records to an 

organizational secretaries overall efficiency. Specifically the study intends to find out the 

following: 

i. To determine the regulation requirement of record management on the performance 

of secretaries in Bali Local Government secretarial 

ii. To ascertain the efficiency of records storage plan of records management on the 

performance of secretaries’ in Bali local government secretarial. 

iii. To find out whether classification of file contribute to effectiveness of record 

management on the performance of secretaries in Bali local government. 

 

Research Questions The following research questions were formulated to guide the 

study: 

i. What are the regulation requirements of record management on the performance of 

secretaries in Bali Local Government Secretarial? 

ii. How efficiency of records storage plan of records management on the 

performance of secretaries’ in Bali local government secretarial? 

iii. What classification of file contributes to effectiveness of record management on the 

performance of secretaries in Bali local government? 

 

Significance of the Study  

This study would be of immense benefit to office managers, student and future research 

alike. 

i. Secretaries — the secretaries will benefit much from this study as the findings in this 

study would provide them with information on how to put records into files arid store 

properly for easy retrieval. 

ii. Clerical staffs — the findings in the study would provide information to clerical staffs 

on how to store information into files, folders and then cabinets for easy retrieval and 

movement of correspondence and easy identification. 

iii. Students — students would benefit from the findings of this research work as they 

would be used for reference proposes. 
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Definition of Terms 

Efficiency - Quality of doing something, well with no waste of time or money Office - 

Building used as a place of business especially for cereal administrative work. 

Organization - A group of people who form a business, club etc. together in order to 

achieve a particular aim. Management - The act of running and controlling a business or 

smaller organization Manager - The person who leads a department Preservation - To 

keep or maintain in an in changed or perfect condition Retrieval - find again or extracts 

stored information Storage - Kept ready for future use 

 

Concept of Record Management 

Record as in management and office practices is defined by Osuala. (2012)as 

“activities designed to control the life cycle of management from its creation to its 

ultimate disposition”. Martine (2014) defines record management as the field of 

management responsible for the efficient and systematic control of the creation, receipt, 

maintenance, use and disposition of records including the process of capturing and 

maintaining evidence and information about business activities and transitions in the form 

of records. He further defines record management as information created, received and 

maintained as evidence and information by an organization or a person in pursuance of 

legal obligations or in the transactions of business. Record management is the process by 

which an organization. 

- Determines what types of information should be considered records. 

- Determines how active documents that will become records should be handled while 

they are in use, and determines how they should be collected once they are declared 

records. . 

- Determines in what manner and for how long each record type should be retained to 

meet legal, business, or regulatory requirements. 

- Researches and implements technological solutions and business process to help ensure 

that the organization complies with its records management obligations in a cost-

effective and non-instructive way. 

- Performs records related tasks such as disposing of expired records or locating and 

protecting records related to external events such as law suits (Martine, 2014). In the past 

“record management” was sometimes used to refer to only the management of record 

which were no longer in everyday use but still needed to bekept. “Semi- current” or 

“inactive” records, often stored in basements or offsite. More modern usage tends to 

refer to the entire “lifecycle” of records from the point of creation right through until 

their eventual disposal. Record keeping in organization becomes the event which involves 

the preservation of valuable records, the transfer of records from high cost storage area 

to a low cost storage area. This may involve micro-recorded document hence decisions 
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involving planning, organizing, directing and controlling of various activities of an 

organization to perform effectively. On the other hand, data processing is the term used 

to describe the collecting, processing and communication of the data used in business. 

Anderson (2011) points out that data processing is a specialist activity which is performed 

by the administrative organization for business as a whole and is concerned mainly with 

the systematic recording, arranging, filing, processing and dissemination of facts relating 

to the physical events occurring in the business. From the above attempt of the 

definitions, the role required in data processing from creation of its final deposition is 

known as record management. Few people realize that of all service activities of an 

organization, the creation and storage õf business records is the greatest “consumer” of 

space, salaries and equipment. With this expenditure of time, effort, space and money is 

wasted unless records can be produced when they are required for reference. 

Consequently, Osuala (2015) states that records of an organization must be arranged 

methodically according to some storage plan and procedure that will make it possible to 

find papers and other records immediately upon request. Today, records represent one 

of the most important phrases of office work. Record management is mainly concerned 

with processing checking, maintenance and protection of records to its destruction. 

Information contained in the field of record is life blood of any business. The person 

responsible for the orderly arrangement of these records has one of the most responsible 

positions in the organization. The making of records, storage and retrieved of information 

generally falls in the categories. These categories include; 

- Those that are meant for communication only and can be destroyed as soon as the 

message is conveyed. - Those that are meant to aid the solution of problem on project 

and can be destroyed once the decision on the problem is reached. From the 

aforementioned points, the organization is vital because it stores, retrieves and records 

files for the future forecasting and for ease of space in the office. It has the advantage of 

reducing the cost involved in each stage of the cycle. 

 

Method of Record Management 

According Denyer (2013) refers to the filing system as the activities involved in placing 

records in filing equipment. Harrison, Odina and Fosci (2011) contribute that filing is 

carried out for two primary resources which are:- 

1. To preserve correspondence and other documents making them tidy and clean. 

2. To have information contained in the papers available for quick and easy reference. 

According to Abuka (2017) filing is one of the activities in record management program. It 

is defined as a systematic arrangement and keeping of business correspondence and 

record so that they may be found and delivered when needed 
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for future reference. Filing is therefore, a form of record keeping. Acording to Place, Hicks 

and Byers of (2012) they say the functions of filing is the safe keeping of business papers 

either originals or copies in an orderly manner and a predetermined sequence until they 

are wanted. The basic objective of filing then is to make possible the prompt retrieval of 

such items when needed, to realize how vital is the filing function in a business one has to 

only consider the cost of filing mal- function filing system. According to Place, Hicks and 

Byers (2011) “time is money” easy access to facts and figures on the file is an essential 

ingredient in the profitable operation of any business, if files are its memory. The content 

of record of any particular business is largely determined by the nature of operation. As a 

company operation extends the funds become available, its filing ai1d retrieval activities 

may become mechanized or automated. Hording (2014) says filing is the sorting of letters, 

records, carbon copies and document in a folder, binders, dreamers and cabinets 

especially designed for the purpose, it is also the storing of correspondence in a retrieval 

system where it may be obtained for reference. Hording (2012) stated that the following 

are methods of filing: Alphabetical Filing The alphabet is the basic of most systems. This 

method refers to the filing of documents according to the first letter of the name when 

the first Letters of files are the same; you simply progress through the name until you 

reach a different letter. Alphabetical filing is the most common method of classification 

and is particularly successful when applied to the filing of correspondence.  

 

Record Management and Organizational Productivity 

The impact of record management on organizational productivity in the area of records 

which increases the efficiency of carrying out record keeping, some organizations do not 

have a clear policy on filing hence there system of classification, delays tracing of files 

when needed. Choice of equipment also constitutes to effective record management, 

which is installed for a particular system, it may become difficult to file and retrieve 

information, when they are needed. Junior workers who are responsible for recording 

also constitutes to poor record management, because of their attitude of negligence 

towards proper record keeping. The American encyclopaedia maintains that, “America 

co-operation Danbury made a clear observation that the staffs are responsible for 

recording and retrieving information. Conflict with the responsible staff sometimes hides 

people’s files until they are threatened 

beforethey can bring it out All these impacts can overcome if the management treats 

issues of record management with 

great care and importance. Organizations should have a clear policy on filing and adopt a 

system that can facilitate the locations of document with ease. Another way as stated in 

her book students press project or record management, is by choosing the right 

equipment and staff should be prepared to pass through whoever is charged with the 
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responsibility of keeping records and competent people should be chose to handle 

records i.e. qualified personnel and senior staff as well. , 

 

Impact of Record Management on Office Manager’s Efficiency 

According to Buguniski (2012) “information in every organization” and however record 

management is every organization’s most basic and essential asset. Moreover, Buguniski 

(2012) further states that record management ensures information is accessed easily and 

enables organization to function on its day to day business transaction and also to fulfil 

legal and financial requirements of today’s business world. He went further to give the 

impact of record management on office managers as follows: - An effective record 

management enables an office manager to be very effective in decision making this simply 

means that a good record management system ensures that sound decisions are made 

based on full, accurate and up to date information, and as well as ensuring that the reason 

and impact of such decisionare traced, scrutinized and justified if necessary in order to 

avoid taking the wrong decision.  

- An effective record management provides continuity in the event of a disaster or 

accident, i.e. fire, tsunami, earthquake and other related natural disasters. In event of any 

of this the office manager will easily install back the record he lost in the process of such 

accident or disaster in order to avoid necessary claims of properties by customers and 

other business associations. - An effective record management system increase fast, 

efficient and effective flow of work in an organization, in the sense that internal and 

external transactions of the organization will be balanced based on the requirement of 

business confidentiality, data privacy and public respect of today’s business world. 

- An effective record management will enable an office manager know its exact amount 

of record, information and document they have and as well locate them easily when 

needed. 

- An effective record management system plays a vital role in termS of saving costs, time 

and embarrassment. In this case record management offers a tangible benefit to office 

mangers. Though however it is clearly stated that an unmanaged record management 

makes the performance of duties more difficult and costs the organization time and 

money, resources and well lead to poor decision making andmakes organizations 

vulnerable to security breaches, prosecution and embarrassment as the office managers 

may not be well informed. In an unmanaged record environment, up to 20% of staff is 

spent looking for information (Buguniski, 2012). 

 

Strategies for Enhancing Efficient Record Management 
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According to Omotosho (2013), to ensure that information is available when and where it 

is needed is an organized and efficient manner and in a well maintained environment for 

records to be efficient and effective organizations must ensure that their records are: 

a. Records Inventory and Classification: One has to know what records they have and 

what they are responsible for, to this end, one conducts a records management, 

that is a complete and accurate writing of their records, whether paper-based 

micro-form 

or electric. This stage include how and where they are physically stored, value of 

storage, how they are classified for future use and retrieval. 

b. Retention Scheduling: All records have a life cycle maybe as short as a few hours 

as in the case of some transcript records or may be as long for few as the case with 

records of historical value.  

The record’s of life cycle is determined through analysis of:  

Primary needs Secondary need Record retention schedule is a comprehensive 

listing of the records an organization maintain that notes how long they must be 

retained along with the ultimate disposition, a retention includes how long it may 

need to be retained in an offsite storage. A legal or regulatory citation that 

mandates a specific retention. 

c. Records Storage and Conversion: Once one has determined what records they 

have and how long they need to be retained, they need to develop a filling and 

storage strategy or determine if their existing filing and storage is adequate. 

 

 Questions are needs to address includes: 

a. What are the access procedures for sensitive records or what are the environmental 

conditions for storage facilities or where and how do you store your active records 

and inactive records. 

b. Vital Records: Vital records are those essential organizational records needed to meet 

operational responsibilities under emergency or disaster conditions. An organization 

need to ask themselves what records are absolutely crucial to our business operation 

that will need to be recreated for backup copies if the originals are lost or 

inaccessibility in a disaster”. Typically theseare short term records that have legal and 

fiscal implications and amount to approximately 1% to 7% of an organization’s records 

should be identified as an integral part of a disaster prevention and recovery plan to 

business continuity. 

c. Disaster Preventing and Recovery: This is an implemented plan for the prevention or 

mitigation of records loss or an emergency or disaster, as well as a place for 

recovering records in such circumstances. A DPRD should include the following 
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components: o A decision tree for appropriate actions o A chain ot command with 

contact information 

d. Disposition: Disposition is the final administrative action taken by an organization with 

regard to records. This action all into two categories: destruction via this panel in trash 

or recycling shedding, incarcerating, pulpuling and deleting. o Transfer to an archive 

for permanent preservation. 

 

Research Methodology 

In this study, the researchers used survey design to assist in carrying out this research 

successfully because survey is the systematic study of population through sampling that 

is, taking a part of portion out of the entire population to represent the total population. 

 

Administration of the instrument                                                           

The questionnaires were personally distributes to the respond ants. The respondents 

were given time to file the questionnaire and were collected after one week.  

DATA ANALYSIS Technique of the data was analyzed by the mean value of the 

respondents responses based on the cut-off point obtained from the value collected to 

the 4 point scale. The formular for the cut-off point ∑𝑓𝑥𝑓  the four point scales 

represented by the following value strong agree 4, agree 3, disagree 2, strong disagree 1. 

From 2.5 and above is accepted, any scale less than the cut-off point mean is rejected. 

 

RESULTS  

Research question 1:  what are regulation requirement of record management on the 

performance of secretaries in Bali Local Government secretarial?   

Table 1  

ITEMS  X SD Remark 

It provides evidence in the court of law 3.4 0.85 Accepted 

it leads to proper appropriation of funds  3.2 0.82 Accepted 

Reference from record are used to proffer solution to 

managerial problem 

3.5 0.87 Accepted 

It aids the executive in making decision  3.7 0.92 Accepted 

It serves as a guide in promoting of Staff 3.2 0.82 Accepted 

 

Base on the table above, with the point of 3.4 its accepted that record management 

provides evidence in the court of law. The second variable was accepted with the point of 

3.2 that proper appropriation of funds. The third variable which states that reference from 

record are used to proper solution to managerial problem was accepted with the main 

value of 3.5. The fourth was also accepted that proper record management aids the 
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executives in making decision with a mean value of 3.7. The fifth was accepted also with 

a point of 3.2 which states that; is serves as a guide in promoting of staff  

Research question 2 how does Efficiency of record storage plan of record management 

on the performance of secretaries in Bali Local Government Secretarial? 

 

Table 2 

ITEMS  X SD Remark 

It prevents losing essential document  3.8 0.95 Accepted 

it enable easy location of document  3.6 0.92 Accepted 

It saves managers time an effort  3.5 0.87 Accepted 

Prevents misappropriation of funds  3.4 0.85 Accepted 

Enhance the ability to keep confidential 3.3 0.82 Accepted 

  

The above table interpretation where all accepted in variable, the first variable was 

accepted with the point of 3.8 that proper record management leads to prevention of 

losing essential documents. Proper record also enable easy location of the document with 

a mean value of 3.6 the second variable.  The table also accepted the variable which states 

that; proper record management saves office managers’ time and effort with a point of 

3.5. The forth variable was accepted with the mean value of 3.4 which stated; that proper 

record management prevents misappropriation of funds. The final variable which stated 

that; proper record management enhance the ability of the office manager’s to keep 

confidential document with the point of 3.3 

 

Research Question 3 what classification of file contributes to effectiveness of record 

management on the performance of secretaries in Bali Local Government Secretarial? 

Table 3 

ITEMS  X SD Remark 

With record management it is easy to know organization 

problem even without research or setting of committee  

3.7 0.92 Accepted 

It is easy to execute programmed accounting to plan 3.4 0.85 Accepted 

It organization principle and procedure easy 3.2 0.81 Accepted 

It lead to the achievement of setting goals  3.7 0.92 Accepted 

It makes information available with a very short time 3.5 0.87 Accepted 

 

The above table interpretation where all accepted the variable, the first stated that record 

management makes it easy to know the organization problem even without research or 

setting a committee this variable was accepted with the mean value of 3.7. The second 
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variable which stated that record management makes way for easy execution of 

programmed according to plans, accepted with the point of 3.4. The third variable was 

also accepted with the point of 3.2 which stated that record management makes 

organization principle and procedures easy. The fourth which stated that record 

management leads to the achievement of setting goals was also accepted with the value 

of 3.7. The variable which stated that record management makes information available 

within a very short time was also accepted with the point of 3.5  

 

SUMMARY OF FINDINGS 

In view of the fact that the population is not much the researchers have decided to use 

the whole population as respondents. This is in line with the view of All and Denga (2013) 

which states that in a situation where the population is not much, the entire population 

should be used. For the purpose of documentation, reference and accuracy, 

questionnaires were drawn or the instrument for data collection. The researchers made 

use of primary data these include the questionnaires. researchers also made use of 

secondary data, which were gotten majority from books, hand-outs and seminar papers. 

All the completed questionnaires were also collected personally by the researchers. That 

is, there is 100% re 

 

Methods for data collection  

The researchers made use of primary data these include the questionnaires the 

researchers also made use of secondary data, which were gotten majority from books, 

handout and seminar papers. All the complete question were also collected personally by 

the researchers. That is, there is 100% return rate  

 Validation of the Instrument In order to be sure of the validity, the researcher draft 

questionnaire was validated by two secretaries of the department in addition and their 

observation was incorporated before the entered to the respondent’s. 

 Administration of the instructors the questionnaires were personally distributed to the 

respondents. The respondents were given time to fill the questionnaire and were 

collected after one week. 

Data Analysis Technique the data were analyzed by the mean values of the respondents’ 

responses based on the cut-off point obtained from the values allocated to the 4-point 

scale. The formula for the cut-off point is: fxf The four point scales are represented by the 

following values: Strongly Agree - 4 Agree – 3 Disagree - 2 Strongly Disagree - 1 4+3+ 2+ 110 

fx ¿ 4 = =2.5 4 Any scale less than the cut-off means rejected and any scale on the cut-off 

point and above is accepted. Each value of the scale is multiplied by x to get (fx) for each 

of the variables was obtained by dividing the sum of the frequency. Where: X = The value 

of each scale f = Frequency for each variable N = Number  = Summation fx = Frequency of 
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variable x value of scale the above table interpretation where all accepted in variable, the 

first variable was accepted with the point of 3.8 that proper record management leads to 

prevention of losing of essential documents. Proper record management also enable easy 

location of the document with a mean value of 3.6 the second variable. The table also 

accepted the variable which states that; proper record management saves office 

managers’ time and effort with the point of 3.5. The forth variable was 

accepted with the mean value of 3.4 which stated proper record management 

prevents misappropriation of funds. The final variable which stated that; proper record 

management enhances the ability of the office manager’s to keep confidential document. 

With the point of 3.3 

 What classification of file contributed to effectiveness of record, management on the 

performance of secretaries in Bali Local Government secretary’s management makes 

organizational principle and procedures easy. The fourth which stated that record 

management leads to the achievement of setting goals was also accepted with mean 

value of 3.7. The fifth variable which stated that record management makes information 

available within a very short time was also accepted with the point of 3.5. 

 

Conclusion  

Base on the data analyzed from the finding of the study conclusion where arrived at; 

There is a link between organization productivity and proper record management as 

proper record evidence in the court of Law and also leads to proper appropriation of fund 

the researcher also concluded that proper record management aids executives in making 

decisions. The findings also concluded that proper record management affects office 

manager’s efficiency by enabling the office manager’s ability to keep congenital 

document and also prevent misappropriation of funds. The finding concluded that as a 

result and also proper record management, organization time cost and labour is saved 

because proper record management leads to the achievement of setting goals as well as 

make information available within a very short time. Finally the researcher however 

concluded that record management brings about the efficiency in the system and advise 

organization lay more emphasis on proper record management and always update their 

record management department   

 

Recommendation  

The following recommendations have been put forward to enhance record management 

in the organization. 

1. Since the world has entered the computer age it is necessary that record 

management in the organizations should be computerized therefore, computers 
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should be acquired for use in every office so that record can easily be retrieved 

when the needs arises. 

2. Organizations should train their staff on the natty gritty of record management. 

3. Organization should give more emphasis on proper record to achieve its plan and 

increase productivity. 

4. Organizations should try and equip and update their record departments to 

enhance smooth operations. 

5.  All staffs involved in record management the executives and their office 

professionals should be proper trained on a modern (cotemporary) record 

management and keeping. Workshop, seminars and short courses can be use to 

do the training 
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