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Abstract  

The intent of this paper is to examine the growing demands for an 
effective handling of information in office administration vis-à-vis the 
emerging technologies. Office administration is the act of organizing, 
managing people and materials to attain organizational or institutional 
goals. Office administration is of two forms namely, traditional and 
modern or office administration in private companies or civil service 
modes. In any form, office administration is subject to innovations 
occasioned by new technologies. The origin of office administration in 
Nigeria dates back to 1963 when IBM set up African Education Centre 
at the University of Ibadan. Modern office administration is associated 
with use of computers which do handle information in all its diverse 
forms. New technologies have led to greater effectiveness and efficiency 
in the performance of office activities. Technology holds a lot of 
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promise for office administration, but its effective utilization is beset 
with challenges. Among the challenges against its utilization is the lack 
of skilled manpower to manage and maintain associated electronic 
equipment in the modern offices. For effective management and 
maintenance of new technologies in modern offices, government should 
provide appropriate equipment, steady power supply and train or 
retrain skilled manpower to match the sophistication of a modern 
business office. 

 
 
 In response to the growing demand for better handling of information vis-à-vis the 
challenges of modern day global business competiveness, a change in practices of office 
administration has become imperative. A modern business office administration 
involves word processing, data processing, reprographics, micrographics and 
communication systems which are integrated to facilitate attainment of better office 
services (Agomuo, 2012). Cole (1999) noted that the fast changes occurring in today’s 
world economy calls for fast and accurate information and much better ways of 
executing planned duties in offices. The emerging technologies, in recent years, have 
made office administration more complex and challenging than ever. The functions of 
administrative office manager have expanded beyond mere supervision of office 
employees to include a thorough understanding of the functional areas. In order to 
properly integrate functional areas of business, the administrative office manager needs 
to possess a specialized knowledge of work simplification, work measure and work 
standards, records management, and electronic data processing based on the present day 
technology. Sequel to the above, Jackson and Ntukidem (2004), pointed out that office 
administration involves job analysis and evaluation, office layout, office equipment, cost 
and control performance appraisal and selection of employees. 
  
 In the past few decades, office was considered a place for collection, processing 
and filing of facts and figures. Modern administration involves more than the foregoing. 
It is regarded as information centre encompassed by a company-wide information 
network linking sales, accounting, personnel, purchasing, inquiry, records centre and 
legal departments. The complexity and competitiveness in the world of business and 
industry have made application of information technology a vital element in the 
emerging field of office administration (Lawal, 2005). Office operations in recent times 
are based more and more upon mechanization and management which require increasing 
skills far broader than those of the early office management. 
 
 
 
 

The Intuition 



 
 

3 
 

The Concept of Office Administration 
 There are as different definitions of office administration as there are office 
management experts in institutions and organizations. Osuala and Okeke (2006) viewed 
office administration as a process of overseeing the day-to-day operations of an office. 
The task of administration is usually the responsibility of an office administrator or 
manager. One of the core tasks associated with office administration is the management 
of the employees for the attainment of goals. It involves the supervision of office staff, 
making sure that each employee has resources necessary to competently execute his or 
her assigned duties. Osuala and Okeke further asserted that the responsibilities of the 
manager or administrator may focus on a few core tasks which involve the management 
of a wide range of functions. In addition to the foregoing, office administration is 
concerned with ensuring that the office always has resources needed to remain 
productive. Productivity in this sense involves the repairs of any office equipment when 
necessary (Tatam, 2011). Oliverio, (1998) in his study found out that office 
administration is a set of day-to-day activities related to financial planning, billing and 
record-keeping, personnel and physical distribution and logistics within an organization. 
He viewed office administration as including planning work assignments for staff, 
supervising staff and requesting for new office equipment. To him, office administrators 
are, essentially jacks-of-all trades, as they are often responsible for everything from data 
entry, correspondence, client and community to organizational support and party 
planning. 
 
 Office administration in any organization or institution is the co-ordination of 
human and material resources towards the attainment of predetermined objectives. It is 
an art of organizing and managing men and materials to attain the goals of an 
organization (Akpan, 1995). Administration is a science because it utilizes scientific 
tools and methods such as computers and systems analysis in solving problems. It is an 
art because it involves a process of rational decision making. Akpan further added that 
administration entails co-operative human endeavors in maximizing the realization of 
the goals of an organization. Office administration involves the administrator’s 
understanding of the needs and disposition of his or her subordinates, their values, 
aesthetics and general environment. The aim of all types of administration is to attain the 
organization’s objectives in an effective manner. Office administration is, therefore, a 
service-activity or tool through which the fundamental objectives of an organization can 
be more fully and effectively accomplished. 
 
 Osuala (2004) looked at office administration in Nigeria in two ways: one is office 
administration in private companies and another is that of civil service. Office 
administration as it is carried out in a private company may differ slightly from those of 
the civil service. In the private company, office administration is executed based on the 
type of business embarked on and the perception, goals and objectives of the owners of 
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the business. Office administration in the civil service is based on the rules and 
regulations governing the civil service. Office administration in the civil service is 
broader and better co-ordinated than that in private ventures. In some cases, it may be 
framed in accordance with the kind of operations being undertaken. 
 
Evolution of Technology in Office Administration in Nigeria 

The earliest use of technology in Nigeria was the introduction of microform 
technology at the University of Ibadan Library with the purchase of three microform 
readers in 1948 (Aguolo, Haruna and Aguolo, 2006). The first usage of computers in 
Nigeria was in 1963 when IBM set up African Education Centre at the University of 
Ibadan. During the said period, computing services were brought to Nigeria in 
connection with the analysis of 1962/63 National Census. By 1970’s computer science 
courses had been established in the Nigerian Universities at Lagos, Ibadan, Ife and other 
cities. By 1997, the total computer installations in Nigeria had grown to 70, while 
interest in technology also increased (Ukeje, Akabogu and Ndu, 1992). 
 

Computer applications were embraced by the banking industry in administration 
and production management, word processing, process control and computer aided 
design and engineering (FRN, 2008). Golu (2010) observed that the adoption of 
Information and Communication Technology (ICT) and its implementation as enabling 
tool in office administration was introduced slowly despite the much-talked about virtual 
office. The development and implementation of the technology in offices in Nigeria is 
still work in progress and it is severely challenged by lack of basic infrastructure. The 
National Policy on Information Technology (NPIT) (FRN, 2001) which is a general 
policy for the development of Information and Communication Technologies was 
developed in Nigeria in 2001. The deadline for the federal government of Nigeria to 
achieve ICT capacity was 2005. Iben and Okobo, (2007) observed that technology was 
initially embraced by libraries because it allowed bibliographic, financial and other 
records to be kept, managed and retrieved by both library staff and patrons. 
 

The introduction of ICT and digital office is a very recent development in 
Nigerian offices and the desire to use these emerging technologies is spreading fast 
despite the constraints in implementing them. Offices did not have technological tools at 
an earlier time and the effort to implement technological innovations in offices was not 
seen as being necessary by many administrators because of high cost. ICT as a tool for 
administrative effectiveness is gradually being implemented in some offices but they 
require accessible infrastructure to support it. There are many constraints against the 
adoption of full fledged technology in offices in Nigeria; its implementation is 
apparently too slow in addressing the challenges associated with implementation efforts. 
 
 

The Intuition 



 
 

5 
 

Application of Technology in Office Administration in Nigeria 
The terminology “office technology” had been there in the form of office 

automation, information globalization, office technology and office mechanization. 
These terms refer to office technology. Whatever technology is used or employed for 
producing information is office technology. There have been remarkable changes in the 
Nigerian office environment but the development has not been as fast as it has been in 
the developed economies of the world. Nigeria’s approach to office technological 
development has been haphazard in nature due to lack of adequate preparation towards 
the arrival of the computer and office automation.  
 

Nwafor (2007) remarked that most organizations in Nigeria still see modern 
office technology as a luxury rather than a means of survival. He further noted that no 
effort has been made by some organizations to produce these modern technologies. In 
some offices where efforts are made, the rate of adaptation tends to be too slow. Droka 
(2009) observed that some organizations that have the capacity to procure the 
equipment, lack trained personnel to manipulate and put them to effective use. This is 
because Nigeria still lacks conceptual clarity on the role of the Information and 
Communication Technology in national development. Suffice it to say that Nigeria is 
making waves in the use of technology in offices, but a lot still needs to be done. 
 
Concept of an Electronic Office 
 Computer used in offices give top executives an easy way to get the critical 
information they want as at when they want it. Agomuo (2012) posited that information 
is a body of organized facts or data which is meaningful to the end users or recipients. 
Information that top executives need come from many sources such as letters, memos, 
periodicals and reports from computer systems. He stressed that the computer-based 
information provides top and middle management with immediate and easy access to 
selective information about key factors that are critical to accomplishing organization’s 
strategic objectives. The present day Office Automation System (OAS) collects, 
processes, stores and transmits information in the form of electronic office 
communication. Automated systems and technologies help to enhance office 
communications and productivity. Electronic devices are used these days to proffer 
solution to myriads of office problems. 
 
 Niraj (2001) observed that these new technologies offer a vastly enhanced means 
for collecting information for and about citizens communicating within organization, 
departments and the outside world. Electronic technology is essentially for effective 
management and control of the life-cycle of records and all documents constituting the 
record, regardless of format. Agomuo (2012) defined records as all papers, maps, 
exhibits, magnetic paper tapes, photographic films and prints, and other documents 
produced, received, owned or used by an agency or organization. Agomuo regarded 

Office Administration in an Era of Emerging Technologies: The Nigerian Situation  
- Enenwan Akwaowo Evanson; Hogan Usoro and Bassey Iniobong Umoudo  

  



 
 

6 
 

electronic records as informational or data files that are created and stored in digitized 
form through the use of computers and application software. Electronic records are 
dependent on machines for creation and reference but do not change the way these 
records must be stored and managed. 
 
 In Nigeria, electronic mail commonly called e-mail is becoming the 
communication method of choice for many public offices and private ventures. E-mail 
messages are often used as communication substitutes for the telephone as well as to 
communicate substantial information previously committed to paper and transmitted by 
traditional methods. Electronic networking plays a vital role in everyday office 
operations. It has made it possible for people to work from their homes. A client 
(programme) requests files from a server and presents the received files in a form which 
is useful to the end user. The development of office technology has empowered business 
organizations to shift from the use of manual system for the processing of information to 
computer-assisted systems. 
 
Impact of Technology on Office Administration 
 The business world in particular has been generally changed as a result of 
technological breakthrough. Technology has almost affected all facets of life as far as 
human existence is concerned (Bracken, 2004). The technological advancement 
according to him, has made for greater effectiveness and efficiency in the performance 
of various office activities. Bracken went further to add that new machines and 
sophisticated items of equipment now make for faster, neater, more accurate and more 
reliable outputs. Even the correct information supplied by computer contributes to 
organizational efficiency. To him, information is the bedrock of good decision making 
by managers. Technological advancement is directly boosting the functions of 
information officers and accountants. 
 
Challenges in Utilization of Technology in Office Administration 
 Although office technology holds promise for effective office administration it is 
beset by challenges associated with its utilization. Dabeski (2005) identified the 
challenges in the utilization of office technology as follows: 

1. Inadequate technology facilities such as computer hard ware and soft ware. 
2. Lack of skilled manpower to manage and maintain electronic equipment and 

office automation. 
3. Resistance by office personnel to change from traditional office methods to 

modern office technology. 
4. The over-dependence by organizations and institutions on governments for the 

supply and repairs of technical office facilities. 
5. Erratic power supply has limited full utilization of office equipment. 
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6. The data of some organizations are made accessible to unauthorized users. This 
is detrimental to the private life of organizations. 

7. The advanced technology was itself developed to meet special conditions of the 
advanced countries. The adoption of advanced technologies by a developing 
nation does not imply technology transfer for their technological growth. The 
transfer of foreign technology into Nigeria and other third world nations as a 
means of their development is apparently illusory. Technology is better 
developed than transferred as observed and reported by Usoro and Ekong 
(2011). 

 
Conclusions  
 A change in the practice of office administration is imperative vis-à-vis the 
emerging technologies associated with modern office administration. Modern 
technology has enhanced speed, accuracy, efficiency and effectiveness in day-to-day 
office operations. In other words, the emerging technologies in office administration 
have increased worker’s productivity in terms of meeting organizational goals and 
satisfying the public. Effective utilization of new technologies in office administration 
can be achieved only to the extent that the identified challenges associated with its 
utilization are prudently addressed. 
 
Recommendations 
  Sequel to the foregoing write-up, the following recommendations are proffered: 

1. Adequate technological facilities should be provided in offices to enhance 
efficient work operation. 

2. Workers who handle sensitive jobs that require computer application should be 
given adequate training to enable them function effectively. 

3. Workshops and seminars should be organized in offices from time-to-time to 
enlighten workers on the need to embrace modern office technology. 

4. Government should make efforts to provide new technologies and provide 
associated facilities as well as provide power supply to enhance effective 
utilization of these equipment for national development. 
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