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Introduction 
he fecundity of employee’s job effectiveness and its 

veracity within the work environment is congenial in 

the scheme of organizational performance in the 21st 

century.  Needless to affirm that organizational 

effectiveness to a large extent is underpinned by the 

effectiveness of individuals employed by the organization. It 

determines the strategic benchmark for optimum utilization 

of non-human resources and influences the achievement of 

corporate objectives. While there are many ways in which 

this could be expressed. Job effectiveness is concerned with 

considerations such as abilities, expected outcomes 

aspirationsand rewards. The management guru Peter 

Drucker was quoted in Morino (2006) that “it is more 

important to do the right thing than to do things right”. This 

is quite insightful about the concept of effectiveness. 

Employee’s  job  effectiveness  in  a  work environment  has  

an  enormous  impact  on  the  quality  of  a company’s  

product  or  service,  which  often  dictates  a  company’s  

reputation  and  customer  Satisfaction. Job effectiveness is 

about doing what it sets out  to  be  done  and achieving  the 

desired outcomes and impact. It is the level of results from 

the actions of employees.   
Oyesode  (2008)  sees  a  secretary  as  one  who  possesses  a  
sound  general  education  and  has undergone  a  prescribed  
programme  of  instruction  in  the  areas  of  secretarial  training  
with appropriate skills, attitudes and competencies required 
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ABSTRACT 
This study 

investigates the 

motivation of 

Organizational 

behavior on 

Secretaries Job 

Effectiveness in the 

Taraba State Civil 

Service commission. 

The study Adapted 

survey research 

design. The 

population of the 

study comprises of 

10,000 Civil Service 

in Central Zone of 

Taraba State. The 

researcher sample 

500 Secretarial staff 

and their superior 

officers in the 

Central Zone Taraba 

State population. 

The instrument of 

data collection is 

questionnier .the 

study is analyses 

using the arithmetic 

standard deviation 

in which the  
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for assuming the roles/duties in an office. The  dividual  must have  also acquired  both 
personal  and business  attributes; for  secretarial training involves the process of guiding 
and initiating learners to acquire necessary skills, facts, knowledge, habits and attitudes 
that will make the secretary live and work peacefully with others as useful and productive 
members of the society. The Secretary occupies an indispensable position in the 
diversified daily activities of the world enterprise and their impact on the development of 
the Nigerian economy cannot be under-estimated. A Secretary has many administrative 
duties. Traditionally,  these duties  are mostly  related to correspondence, such  as the  
typing out  of letters,  maintaining files  of paper documents, etc. (Kolawole, 2010). 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 on the schedule are kept 
straight and manages 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 such as health care or legal support (Oyesode, 
20014). A Secretary manages paper and electronic filing systems, handles and routes mail 
and operates a variety of office machines such as computers, telephones, fax machines 
and videoconferencing equipment. Some Secretaries take dictation and create reports or 
letters, while others revise rough drafts written by the managers.  Many Secretaries use 
a variety of computer software and programs, such as databases, spreadsheets or 
graphics.  These among others are the duties of an effective secretary.    
Organizational  behavior reflects  the  history  and  tradition  of  an  organization  or  
consistent characteristics of the organization over a long period of time. It is the ability of 
the employee to adapt to this organization tradition and systems that enhances 
performance on the job and thus boost job effectiveness.  According to Ojo (2012), the 
empirical evidences emerging from various studies about the effect of organizational 
culture on work behavior have so far yielded mixed results that are inconclusive or 
contradictory. With regards to these contradictory result. 

researcher is use four (4) points rating scale, Strongly Agreed=4, Agreed=3, Disagreed=2 

and Strongly Disagreed=1.the null hypotheses is use to test analyses in the 0.05 

significant level of hypotheses. The scope is 2.50 above accepted while 2.50 below is 

rejected. The finding of the study reveals that there are relationship among 

organizational behavior and job effectiveness of secretaries. The result shows that there 

are differences in the levels of job effectiveness of secretaries in relation to the 

organizational behavior in the Civil Service Commission of Taraba State. However, there 

is no gender difference in the manner in which organizational behavior motivates the 

secretary’s job effectiveness in the Civil Service Commission of Taraba State. Based on 

these findings recommendations were made accordingly.  

 

Keywords: Motivation, Organizational behavior, Secretarial Staff, Job Effectiveness, Civil 

Service. 
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However, motivation is to enforce the zeal of secretaries in carry out their function, such 
that their best attitude to perform their job is appropriately ensured in Taraba State civil 
service commission   
 
Statement of the Program                                   
 Question of whether organization behavior improves or worsens secretaries’ job 
effectiveness is still worthy of further research. Interestingly, the dynamic and evolving 
dimensions of secretarial functions with the cutting-edge technologies seem to have 
placed some noticeable demands on the job effectiveness of secretaries. The rate and 
frequency of technological adoptions among other  factors  are  products of 
organizational behavior that is operational within the work environment. Hence, this is 
the thrust of the study. In fact, many Secretaries work hard to ensure that they are 
effective within the context of their organizational culture. This study therefore 
investigated the influence of organizational behavior on the job effectiveness of the 
secretary.  
 
Objective of the Study 
This study is investigates the motivation of Organizational behavior on Secretaries Job 
Effectiveness in the Taraba State Civil Service commission 
 
Research Question  
The following research questions were raise to address the problem 
1. What are the levels of secretaries’ job effectiveness in relation to organizational 
behavior?                                                                                            
2. Would there be gender difference in the manner organization behavior will influence 
secretaries’ job effectiveness?                                                
Also the following null hypothesis was tested: HO1 -Organizational behavior will not 
significantly influence secretaries’ job effectiveness 
 
Methodology 
The study adopted descriptive method using Three hundred secretarial staff and 
their superior officers in the Taraba State Civil Service constituted the sample.   
Stratified random sampling was used in selecting the sample size.  The population 
was divided into three strata, which are Ministries, Departments and Agencies of the 
Taraba State Government.  Five Hundred (500) respondents were selected from 
each stratum. In all, 500 secretarial staff and their superior officers constitute the 
samplerespectively.                                                        The organizational behavior was a 
questionnaire developed by Humming Consulting (2005). The 22-items instrument 
was responded to by the secretarial staff with 4-point rating scale such as: SA- 
Strongly Agree, A – Agree, D – Disagree, SD – Strongly Disagree.  The sample items 
include:  “The organization has clear business and operational objectives that are 
understood by all employees;  Employees feel comfortable talking about personal 
issues with other employees and management” among others. The Annual 
Performance Evaluation Report (APER) form of the Taraba State Civil Service was 
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used to test the job effectiveness of the secretaries by their superior officers who 
were in the best position to assess the job effectiveness of their subordinates.  The 
instrument is also in two parts, section A consist of the demographic data of the 
respondent while section B consisted of 30-item on 4 point Likert; A-Outstanding, B-
Very Good, C-Good, D-Satisfactory, E-Fair, F-Poor. The sample items include; how well 
secretary does understand, organizes and does his/her job? How well secretary does 
applied professional/technical or any other acquired knowledge to her duties? The 
psychometrics properties of the instruments were tested by experts to establish the 
validity of the instrument. The revalidation (reliability) of the instruments was done 
through test-retest method and correlations co-efficient of 0.72 and 0.89 were 
obtained for instruments 1 and 2 respectively.  Procedure The researcher with the 
aid of two research assistants administered the questionnaire. Out of the 1,200 
questionnaire (300for secretaries, 600 for the superior officers), 479 were collected 
and 421 were valid for interpretation representing 97% of the total administered 
questionnaires and raw scores were analyzed.  The statistics used for data analysis 
were percentages, mean,  standard deviation  and  chi-square  while  Multiple  
Regression  analysis  such  as  ANOVA  was  used  in analyzing  the  hypotheses  using  
SPSS  IBM  20.  The hypothesis was tested at 0.05 level of significance.              
 
Results      
The results are presented in the tables below: 
 
Table 1: 
Distribution Tabulation of some Demographic Features and Job Effectiveness  
Variables N Mean  SD  Df t-cal t-table Decision 
Male   297 3.55  2.00  
       0.08 0.90 1.98        
significant 
Female 195 2.2  1.05 

 
The table shows that 495 respondents were female and 195 respondents were male 
respectively. It was discovered that the job effectiveness. With the t-calculated value of 
0.90 lesser than the z-table value 1.98, the null hypotheses is therefore accepted. Hence, 
the level of job effectiveness of secretaries in relation to the organizational effectiveness 
is high. Also, it was discovered that there is no gender difference in the job effectiveness 
of secretaries. Hypothesis one organizational behavior will not significantly influence 
secretaries’ job effectiveness                                                                                                    
 Table 2  
Contribution of Organizational behavior on Job effectiveness of Secretaries Independent.  
Variables N Mean  SD  Df t-cal t-table Decision 
Male   267 3.2  1.99  
       0.07 0.80 1.87        
significant 
Female 2.33 2.78  1.09 



 

TIMBOU-AFRICA ACADEMIC PUBLICATIONS 
MAY, 2022 EDITIONS, INTERNATIONAL JOURNAL OF: 

 

TIJSSRA 
415 

SOCIAL SCIENCE RES. & ANTHROPOLOGY VOL.9 

ISSN: 2977-5745 

The table also revealed that Organizational behavior was the most potent independent variable. 
With the t-calculated value of 0.80 lesser than the z-table value 1.87, the null hypotheses are 
therefore accepted. This implies that there was significant relative contribution of Organizational 
behavior on job effectiveness of Secretaries. Therefore null hypothesis one is rejected.                                                                                                                                                
 
Discussion                                                                                                                                                
The result of the finding from research questions revealed that the level of the secretaries’ job 
effectiveness is high irrespective of the nature of organizational behaviors and the motivation of 
gender on the job effectiveness was insignificant. These could have been accounted for by other 
factors different from the organizational behaviors with the organization. Apparently,  there  are 
multidimensional  socio-economic  variables  that  determine job  effectiveness  of  an  employee 
within the organizational system. These factors include; the integration between organizational 
goals and personal goals; individual differences and characteristics; existence of fair job rules and 
adequate reward systems; self-development of the employee and professional advancement, 
personal integrity among others (Abdek-Razek, 2011). Also, Saeed and Mussawar (2013) discover 
that managerial attitude, financial reward, job content and personal problems of the workers have 
a correlation with their job performance. Interestingly, the correlation between organizational 
culture and job performance was also established. The motivation of gender on job effectiveness 
was found inconsequential of organizational behaviors; irrespective of the gender of a Secretary 
the level of job effectiveness can still be highly sustained. These goals in line with the finding of 
Ahmad and Omar (2010) that say gender does not consistently have direct impact on performance 
outcome. The  findings  on  the  hypothesis  showed  that  there  is  significant  relative  contribution  
of organizational behavior on job effectiveness of secretaries for its high correlation. This is 
however lending credence to the report of Flynn and Chatman (2001) that organizational culture 
acts as a system of social control and influences employees’ attitude and behavior through the 
values and  beliefs operating in an organization.  Also the findings of Ojo (2009), that organizational 
behavior affects such outcomes as productivity, performance, commitment, self-confidence and 
ethical behaviors. Ojo (2012)stated that the ability of the employee to adapt to organization 
tradition and systems will enable him perform well in his job and thus boost job effectiveness. The  
finding  on  hypothesis  two  reveals  that  there  is  significant  composite  contribution  of 
organizational behaviour on job effectiveness of secretaries.  This further corroborates the 
assertion of Jo Hatch and Schultz (2001) that employees must feel they have a personal 
relationship with their leaders to the point where they would feel comfortable having a 
conversation that involves some risk.  The study goes in line with the work of Sorenson (2002) that 
organizational behavior has been linked to economic performance and organization viability and 
success. 
 
Conclusion                                                                                                                                             
The study concluded that organizational behavior had a positive influence on the job effectiveness 
of secretaries in the civil service of Taraba State.  It also led to discovery of that fact that every 
individual in an organization will always want to work in an environment that is conducive and 
especially where employee’s contribution are appreciated and recognized. 
 
Recommendation                                                                                                                        
Sanded  the  Directors  and  senior  personnel’s  in  the  civil  service  should  be enlightened  on  the  
importance  of  organizational  behavior as  factor  that  could  enhance  job effectiveness of 
secretaries in the workplace.  Workshops and seminars should be organized in workplace on the 
importance of organizational behavior and their roles to ensure that these factors are allowed to 
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exist based on their interpersonal relationship with their superiors.  Government at all levels should 
be sensitized on the need to establish policies that will enhance or promote  good organizational  
behaviors  in  workplace  so  as to  improve  on the  effectiveness  of secretaries and employees 
generally. Secretaries in workplace on the importance of organizational behavior and their roles to 
ensure that these factors are allowed to exist based on their interpersonal relationship with their 
superiors.  Government at all levels should be sensitized on the need to establish policies that will 
enhance or promote  good organizational  behavior  in  work environment  so  as to  improve  on 
the  effectiveness  of secretaries and employees generally.        
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Introduction 
otivation is the most important matter for every 

organization public or a private sector. For the 

success of any organization motivation play an 

important role. All organization encounters the matter of 

motivation whether they are in the public or private sector 

(Chintallo & Mahadeo, 2013). According to Chaudhary & 

Sharma (2012) basically motivation word is derived from 

Motive”. The meaning of “motive” is needs, wants, and the 

desire of the persons. So that employees motivation mean 

the process in which organization inspiring our employee 

with the shape of rewards, bonus etc. for achieving the 

organizational goals. Today organization can easily change 

their material, needs, goods and services to other 

organization, or to other countries. But the only one 

resource which is not easily exchangeable is human 

resources. So we can say that human resources is the very 

important or most competitive assets of any organization 

that cannot be exchangeable. Human resources or human 

assets mean the workers or the employee of any 

organization. So the motivation is main factor that affect the 

human resources of the organization. The organization 

should be motivating their employees for the best 

performance or for achieving the organizational goals. In 

fact motivation is the best tool for best performance. Today 

there are many discussions about motivation and the 

relationship of employee’s efficiency and the organizational 

efficiencies. Motivation will lead to the fact that workers or  
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ABSTRACT 
The Purpose of this 

study is to examine 

the important of 

motivation on 

employee’s 

performance in the 

Polytechnic Bali. The 

study adopts 

descriptive survey 

design. The 

population of the 

study comprises of 

150 Polytechnic 

Academic Staff. The 

researcher is sample 

fifty percent (50%) 

from the 

population.  The 

data for this study is 

been collected from 

sixteen 

Departments of the 

Polytechnic Bali. . 

The structured of 

the study is 

observation 

method use to 

collect the data. The 

instrument is design 

with some items 


