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Abstract
The study analysed the role of information and camioation technology
(ICT) to job performance of administrators in tary institutions. The study is
anchored on some perspective that administrata®’ jerformance is highly
influenced by communication and information. Trepgy draws out the
imperatives of information and communication tedbgyp to the
administrative activities of administrators withghiights on the basic forms of
ICT required by administrators as it relates to fsemance. In order to boost
administrators’ performance in institutions, theidy thus recommended that
internet and intranet services should be instaliedtertiary institutions.
Government should endeavour to install NuNet apgsed by Nigeria Union
of Universities. Also administrators and staff should be trained on tRa |
tools.

Keywords: Academic administratorsnformation and Communication technology
and administrators’ performance.

Section 8, 58 of the National Policy on Educati@d12), states that tertiary
institutions are established to carry out tertiadycation after secondary education in
universities, colleges of education, polytechnicd emonotechnics. The goals of tertiary
institutions (sub-section 59) are to contributenttional development through high
level relevant manpower training; develop and ioatd proper values for the survival
of the individual and society, develop the inteled capability of individuals to
understand and appreciate their local and extemaronments; acquire both physical
and intellectual skills which will enable the indluals to be self reliant and useful
members of the Nigeria society; promote and engmuischolarship and community
service, etc. In order to attain these laudablelsgaaub-section 60 states that, the
institutions shall pursue these goals through tegchresearch and staff development,
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virile staff development, generation and dissenmmatof knowledge, mounting of
variety of modes of programmes (full time, partéinand sandwich), maintenance of
minimum educational standards (from National Urmsigr Commission (NUC),
National Commission for College of Education (NCCHational Board for Technical
Education (NBTE)), dedicated services to the conityuthrough extramural and
extension services, etc.

Up to the late eighties, management of informatigithin the Nigerian
educational system was mostly manual. In 1989Ndu#onal Universities Commission
(NUC) introduced the computerised Management In&diom System (MIS) to
Nigerian Universities. This was occasioned by fthiatjconference organized by the
NUC and the British Council in Kaduna in 1987. longunction with Overseas
Development Administration (ODA), the project oféitty took off in 1989 in four pilot
universities amongst which are University of llgrinagos, Nigeria (Nsukka), and
Federal University of Technology, Minna (Mac-lkerjiara, 2005). In 1995, the NUC
made proposals for connecting all Nigerian unitiEsito the Internet through Nigerian
Universities Network (NuNet). The concept of NuNeto provide connections to all
Nigerian Universities and University Centres in onational computer network
(Internet) with a gateway at NUC. However, theraasinternet gateway in Nigeria yet,
so the Internet Service Providers (ISPs) in Nigeniake use of external gate-ways
located in countries like UK, US, Italy and Soutkriga to carry out Internet services
(Mac-lkemenijina, 2005 ifdowu and Esere, 2013).

Owing to these development, academic institutioostinue to make huge
investments to build information and communicatigiatforms to facilitate
administrators’ communication and, consequentlyhaece administrators’ job
performance. Administrators in institutions amuped as employees employed to
serve the academic purposes of an academic imstitand who have gone through
series of task exposures (lectures, workshops #ixmb, seminars, authorship,
editorship), work procedures (organization and emestion of lectures, continuous
assessment management, follow-up on students’ rpeaftce, examination
management), years of experience (interaction atetgersonal relationship) and job
promotion (rank and file) to attain that height. dministrators in universities,
polytechnic and colleges of education by their sifasation are Vice-Chancellor,
Rector, Provost, Dean of Postgraduate Studies,cm&ecretary of Postgraduate
Studies or Programmes (affiliations, weekend anddwich) Dean of Faculties
(School), Heads of Departments, Registrars and eRegistrars. Based on their
experience and exposure on academic activitiesapmointed into administrative
positions of academic activities or programmes; legipg the managerial functions to
academic and administrative activities. Theilib&mction entail planning, organizing
and controlling the school system: the studenthycators, administrative staff,
curriculum, classsroom lectures and assessmentglergt union, provision and
management of facilities, examination protocolsg aublic needs and interest: as a
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result of changes arising from societal needs, ajlelducation challenges, Ministry of
Education Guidelines and Policies, Policies andeatitation procedures of National
University Commission, National Commission for @gik of Education, National
Board for Technical Education, etc.

The use of information and communication technol@@y) is greatly needed
in modern administrative activities of an admiragtr in tertiary institutions.
Administration is a term applied to the managenask of installing and carrying out
procedures in order to lay down a programme andmeans of which the actual
progress made may be under constant check andotagainst the programmes
planned. It thus covers the element of managemeawk as planning and contrdlhe
techniques and routine of planning and control &t pof management focus.
Administration is planning, programming and indtdn of procedures as well as
methods of control to ensure the efficient progr@sd execution of the plans (Oroka,
2011).

Recently administrators have paid increasing adtientto information
management for two reasons. First, administraisevities have become increasingly
complex. Second, the computer has acquired improapdbilities. This is reflected in
ICT capability to simplify administrative communigm, record management,
reduction in cost of operation — search, processidogumentation, and exchange of
data and information with the benefits of timelimeaccuracy, reliability and retrieval,
connectivity and interaction over geographicallygtaiced locationgAsiabaka and
Oku, 2013). Administrators are seen as infornmatmanagers of their assigned
jurisdiction and as such their active involvement the use of ICT device in
contemporary challenging office job demands in antside the office is inevitable.
Information and Communication Technology simply mean all embracing term that
includes all technologies for the communicatiomddrmation.

According to Ozuruoke, Ordu, and Abdulkarim (2018) Ejiagu (2013),
performance could be described in various waysouid be an act of accomplishing of
executive given task. It could also be describethasability to combine skillfully the
right behaviour towards the achievement of orgammal goals and objectives. Thus,
administrator’s performance is presented from thimtpof outcome relative to quality
of work performed, level of goals attained, andawdr that is demonstrably in line
with standard set in competency framework and istertes of core values.

From observation, there are some cases of oveilapsourcing, retrieving and
distribution of information from the angle of themainistrators’ offices in tertiary
institutions. This calls for serious consideratibthe national goal of tertiary education
must be attained as planned. Thus, the focus sfwbik is on how to enhance the job
performance of administrators in tertiary instibmis relative to the use of information
and communication technology.
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Concept of Information and Communication Technology

The chambers Dictionary (2004), defined ICT astd#whnology that is related
to the gathering, recording and communicating dbrmation in computerized or
electronic form. In other words it indicates étenic technologies (computer and
internet) and telecommunication facilities that amtes information gathering,
processing, manipulation, storage and retrievdlechnology is used to encompass a
range of new technologies and their applicatiogjuiding all aspects of the use of
computers, microelectronic devices, satellite, aathmunication technology. Vernon
(2001), stated that information and communicatiechhology (ICT) is a collective
term covering all those technologies, both hardwamd software, dedicated to the
capture, storage, processing, transmission, andeptation of information. The
application of ICT devices in administrator's offg in tertiary institutions directly
relates to efficiency of administrators as theicems to data or information and staff
would be timely. In terms of the benefits of 1@ school administrators, Harrison
(2005) in Ejiagu (2013), opined that ICT shortee thirn-around time between the
preparation and receipt of messages and documene(ment of students’ results from
School Officer to Head of department) by movingoimfiation quickly (emailing) and
efficiently (properly organised and timely) to theople that need it, reduces frustration
(process of organising comprehensive results irotder of courses examined), errors
(misplacement of matriculation number and sessioasiilts) involved in revising or
editing text and images for attractive and effectiocument presentation.

ICT Tools Required by Administrators

Based on the function and demand of the adminissatduties, the job
performance of administrators in terms of efficigé service delivery greatly hinges
on the availability and use of ICT devices. Thezess of ensuring ways to facilitate the
individual administrators job is to achieve theamigation goal of the institutions as the
job duties and responsibilities of each adminietsatimplies the breakdown of the
organizational (tertiary) goals into their functioim other words, a state of synergy
would be achieved where the various administratsk are creditably and efficiently
carried out in terms of timeliness, access, acguraeliability and feedback, etc. ICT
in this study centers on computer and telecommtioitadevices. Relevant to this
study are Internet, intranet, computer and its pbemals. In order to enhance
administrators’ level of service delivery in confgonary ICT challenging information
management in institutions, the basic ICT devicguired are internet and intranet
connectivity.
Internet: According to Lehman (2005), the internet is a metwof computer networks,
inter-linked at various points around the world,iethcan communicate with each
other. A network links two or more computers targhdata or resources. The ability of
computers and computer-based devices to communvgtgiteone another and share
information in a meaningful way without human imention is known as connectivity
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(Laudon, 2004). Administrators’ in their daily aities interact frequently with their
supporting heads as in Vice Chancellor or Provodtthe Deans of Schools. A state of
electronic connectivity would help a great dearéduce time loss in reaching out to
each of the Deans. Internet communication pravidemmunication in the form of
electronic mail, instant messaging, web pages,tiogattelephony, etc over distance
space.

It is designed to permit computer users as the midtritor to communicate and
share information (with staff and students, reseyrersons outside the school such as
NUC officers, ministry of education personnel andteinational scholars).
Administrators can obtain information about anyjeabor conflicting issues such as
changes in curriculum and minimum credit unitsdourse registration) by connecting
to the internet. The Internet Business Models Hrat available are categorised into
Information Broker, Online Service Provider, Virtommunity Transaction Broker
Content Provider, Search Engine, Portal, Onlinekatatace, and so on. The model that
would be necessary for administrators are seargimeninformation broker and online
service provider.

Intranets: An additional dimension to connectivity is intetjng internet technologies
with LAN (Local Area Network) to create what is kmo as intranet. LAN is a group
of computers located in a relatively limited arazcts as the school system and
connected by communication links that allow them imteract with each other.
According to Bartlett (1998) in Lehman (2005), atrdnet is a group of web sites that
are internal and function as a network using irgemprotocols. It uses the enabling
technologies of the internet. It is intended tovue internal (such as within the
University — Uniben environment) communication adecision making. Intranet
provides a rich set of tools for creating collaltiwex environments in which
administrators of a university or college of edimatcan exchange ideas, share
information, and work together with their suppagtistaff, student union, students, etc.
on common task and assignments regardless of figisical location. They are
inexpensive, accessible from most computing platfor It provides instant
connectivity, uniting all computers in each offi@@rectors, deans, HODS, Lecturers,
Secretary, school officer, clerical staff, etcntoi a single, virtually seamless network
system. Common usage of intranet is the creatiamline repositories of information
(students’ data, students’ result, course registrastaff data, etc.) that can be updated
as often as required. Sensitive to service org#aizatertiary institutions can connect
their intranets to internal academic processingesys of exams and record department,
such that heads of department can take actionsatéottheir departmental operations
(Laudon, 2004). The two basic function of the dnt are the mass publishing of
information and the widespread sharing of data §Ragnd Fuller 1997 in Lehman
2005). It is used in institutions for electronialytishing, electronic mail, employee
conferencing, electronic forms completion, datalksessrches, groupware projects, help
desk assistance and technical support (Reynol@ @0Lehman 2005). Crucial to the
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school system, is electronic publishing of resultdéch makes it easier for naotification
of students’ result, individual result collectiohstudents and compilation of students’
transcript. Electronic mail could also be usedntmim lecturers for academic meeting
with the attached minutes of previous meeting fairt observation instead of reading
them at the meeting. At the venue of the meetinly observations would be noted.
This saves time. Also email could be used to mfar invite students on issues that
concern or need their attention such as wrong piaoé of matriculation number,
missing score, project and seminar defense, wogkeRbibition, convocation, etc.

In all the benefits of intranets to an administratare that it provides connectivity and
is accessible from most computing platforms. Itasmeans of disseminating
information to internal constituents for trainingdeos, promotions, present and past
calendars, policies, students’ assessment, aggreggatistics of graduating students,
staff statistics, students’ statistics and schblpss It can be tied to internal corporate
systems and core transaction databases. It redofoemation distribution costs for
instance reduction in the use of paper, physicalament of messengers as such a cut
in the number of messengers required. It is rigme more responsive in information
environment as the tertiary institutions.

E-mail (electronic mail): is the process of sending messages directly fomma
computer to another through the internet protodsing this device, the administrator
(Dean) transmits the message such as notificafiahange of examination schedule,
notice of meeting, academic board meeting, follgnem preparation for accreditation
requirements, etc. over the telephone network tergral computer, which allocates
disk storage to act as an electronic mail box #wheuser (Heads of department and
School Officer). The merit of email over postalihemd hand-delivery (mail men) is
that of speed as electronic transmission is alnmstintaneous if there is network
reach. It does not require postage stamp andrpageaids efficiency: a message
meant for several persons e.g. all lecturers ipgyerl once but can be sent to all
lecturers at the touch of the send button. In sepfrsecurity of email message access is
restricted by the use of password. Document that ditached files (soft copies) of
minutes of meeting, staff complaints, equipmenturgtjon needed for accreditation
and thesis can be retrieved and stored to wordepsitg and graphic packages. Some
of the demerits of electronic mail are that it Hasdonly one-way communication.
However, if an administrator desire two-way cona#ics), he must either send multiple
e-mail messages back and forth or use another mealia the limitation of only being
able to communicate with registered users.

Teleconferencing device The teleconferencing refers to electronic mestirigat
involve people who are at physically different sitd elecommunication technology
systems allow meeting participants to interact woitle another without travelling to the
same location. Administrators’ whose schedule takesn most often out of town
conducting routine meeting is made easier and owegcproblems of postponment of
meetings. The major types of teleconferencing tbatld be used are: audio
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conferencing, video conferencing and computekudio teleconferencing (conference
phone calls) enables participants of Academic Baaeeting such as Dean, Heads of
Department and lecturers to hear each other ongpeaker phone may be used at one
or more locations to allow groups to participatehia meeting. Audio teleconferencing
is by far the least expensive. Video Conferencinga method whereby the
administrator and lecturers in different geograghlocations can have a meeting, see
and hear one another, using computers and comntiomsa Video conferencing
systems range from small videophones to group cenée rooms with cameras and
multimedia equipment. The system combines voice tafelision images that allow
two or more groups to interact with one anotherthWthe popular use of Tablet,
Windows Phone (Nokia Lumia) enhanced with webcaisu@ aid) and Bluetooth
(private listening or audio) the envisaged barrterthe use of video conferencing has
being overcome. In business applications, videecteiferencing can be particularly
effective because interaction between people iallysdifferent when they can see each
other.

All these devices help to provide the choice of timgeat different places at
same time. In this form of meeting, decisions amtion items are recorded
electronically such that it helps to speed up fetap on deliberations of activities in
meetings (Lehman & Dufrene, 2005). Discussionsadd held with staff despite the
administrator might be outside the school. Thattiavelling schedules no longer
affects the administrative task of an administratdvith the improvement in
communication technology, electronic meeting is enagossible for people to
participate in a meeting that they would have b#isadvantage due to time or distance.
The technology aiding this form of meeting is th&leo broadcast equipment,
groupware, telephones, personal computers, etc.

Administrator and staff who work during non ovepap hours in different
locations face significant challenges in meetingheather to discuss work-related
issues (Cross and Cummings, 2009). Even for tinse work in the same location
and during the same hours, finding a way to comoaiaiis important. It is through
information and communication technology that adstiator's exchange ideas, request
critical information, or learn about effective stiduns, all of which contribute positively
to performance.

The choice of device and method of organising metfon greatly depends firstly on
administrator's requirements. These may include sidmmation such as routine
recording of data, preparation of regular acadeanitt management information, fact
retrieval for decision-making, administrator’s guities, regularity of processing,
response time required, volume of processinguracy required, cost, efficiency and
security of processing, storage media used angsado data (regular or irregular)
Image Processing Device Tertiary institutions have large volume of do&nts that
must be maintained in files so that the informatian be retrieved when needed. These
files are maintained in paper form, but the spacgirement became intolerable. As a
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solution to space requirement, the need to storicnage of the document rather than
the document itself becomes necessary for admatistheading exams and record,
admission, faculty. Image processing also calledtednic image management, allows
an administrator to electronically capture, stopeocess, and retrieve images of
documents such as semester or sessional resultsseveral years. The nature of
documents being handled may include text, numeaia,dhandwriting, graphics and
photographs.

The implication of image processing technology timanistrators is that it
helps to reduce the problem of paper overload lyigng information management
with more efficient use of physical storage spaod &creased productivity. To
successfully execute image processing in an adiratos's office will require an
Optical Character Recognition (OCR), scanners toved paper or microfilm records
to a digital format for storage in secondary sterdgvice of a computer. Once stored,
the images can be retrieved for display or prinAn administrator can accesses the
document and produces hardcopy.

Fax Machine This is a device for sending message over mis location. Fax
machine connected to a telephone, uses computerdiegy and communications links
to send quality graphics, charts, text and handwgdtalmost everywhere in the world.
This device would be useful in transmitting studétrianscript to schools where they
are required so as to maintain confidentiality led iocument. The sending material,
transcript is placed in the fax machine at one ergre it is digitized. Those digits are
transmitted across the miles and then reassemblétk aother end to form identical
version of the original. All this activity takes lgmrminute or less. The administrator or
his support staff can send and receive faxes tlirbgt means of a fax/modem. Fax is
not only faster than overnight delivery servicag, ibis also less expensive. As such fax
contributes to problem solving of delay deliveryitemtion of documents and
authenticity of information by sending documentsaiddressee quickly and easily,
regardless of their geographic location.

Database: A database is a collection of interrelated fdésred together with minimum
redundancy. At the faculty level, administratorguiee a database system which would
incorporate all students’ data from the point ofmision, courses registered,
examination results and summary of results. Healgo require the database of staff
in each department such that the demand for asydf information will only require
keying in the data request and within few secomésftll information of the request
will surface for either further editing or printing It is observed that sometimes
when NUC demands for the statistics of stislein each department, number
and caliber of lecturers in each departmentfaculty there is observed lapse of
time in searching, collating and organisinige tdata but where there is an
organised computer database of this sort, kquaccess, accuracy of data and
timely submission of information will be aeked. When this happens the
administrator is said to be efficient at hab. In organizing the expected data, a
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plan must be made to enable the administrator tafédg access the data on files. The
selection of a particular file organization depengen the type of application. The best
file organization to use in a given application elegs on the need or job demand of
administrator. Some common forms of file organmatire Sequential File Processing,
Direct File Processing and Index File Processing.

The Role of Communication Network oflCT and Administrators’
Activities and Job Performance

Specifically, the tasks administrators include iwium planning and
development, staff and student management, provisemd maintenance of
infrastructural facilities, ensuring adequate ficiag and constant interaction with all
the internal and external stakeholder. In otherrdsp the management and
administrative tasks performed in the office by adstrators are grouped into decision
making, data manipulation, document handling, comigations and storage in terms of
curriculum, management of teaching-learning procesmagement of human resource
(academic and non-academic staff), Students’ assggsadmission and examinations
record, etc. The task of administrators such a®ten of Schools demands a great deal
of access to information, knowledge sharing andvels the transfer of both academic
and administrative information to superiors andosdimates in institutional hierarchy.

The traditional method of storage, preservation g@mesentation of large
volume of information in print media has failedfazilitate the work of the educational
administrator consequently ICT became indispensabtee administration of tertiary
institutions. The administrators of tertiary itiions are constantly making decisions,
planning, organizing, communicating, influencingpordinating, and evaluating,
consequently, they need good information. Infororatiand Communication
Technology (ICT) is technology-based and knowleddigven and as such is
indispensable in all spheres of human activitietherpresent agésiabaka and Oku,
2013).

Access to novel information or new ideas (from @pinbox created in
individual websites or in intranet) helps to besiecomplish tasks of an administrator’s
job owing to the fact that new ideas help to broade administrator’s horizons such
that he or she could apply different approacha®fime existing approaches to resolve
academic and administrative problems. This apprbashbeing found to be effective in
contributing favorably to performance (Gilson, 3l and Ruddy 2005). An
admirable or outstanding performance of an admati@t cannot be without a spice of
creativity in his manner of communication.

In contemporary educational system, shorter timdeiover information to staff,

students and school environment are salient (VidgehWang 2009). Such that when
academic staff and non-academic staff have questarout work-related problems
(lecture time-table, examination schedule, job oespilities, admission criteria, etc.)
or ask for advice from an administrator, it is impat for the administrator to give
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advice in a timely manner such that they can resphoblems and accomplish their
assignments before deadline. Otherwise, their pedoce will suffer.

Considering this study, administrators’ communmainvolves the interchange
of facts (about students, staff, curriculum, eeuregistration, guidelines and policies,
work procedures, regulatory bodies, etc.) vajudgments and opinion (examination
malpractices, immoral practices, staff and stuslemfliscipline, expected entry and
exit behaviour of students, examination standardparation and issuance of results,
code of conduct, etc). The communication proceayg take many forms: face to face
conversation (using webcam), telephone calls, mé&r and formal meeting,
conferences, memoranda, letters, reports, tabotaharts, etc.

An effective communication is essential to the sgsdn the use of ICT in the
work environment of an administrator. Applying coomication process of Lehman
and Dufrene (2005), to the job role of administratovith an xray of a Dean of
Education as an administrator it would reflectlzsan below.

The Dean from the diagram carrying out his assigasl, update of progress
report on curriculum, results, complaints asteff development communicates to the
various heads of department and the school offaewnward communication) on the
progress report of presentation of semester argiosesesults of students, decisions on
cases of students who applied for waivers, eten f&@nate and the Vice Chancellor. He
communicates the results that were approved bytSemal also feedback on the ones
that require verification and amendment. Also iinfation on moderation of results,
NUC guidelines and accreditation issues are pafsettheir consideration and action.
In addition to this, is reminder of job responstlgs of the heads where there seems to
be conflict of roles or negligence of duties. Camdive criticism in preparation for
execution of examination schedule, adequacy antbpppteness of halls for lectures,
lecture approach for some practical courses, assegsfor specially challenged
students are put under scrutiny. Based on the dbmformation from the Dean, the
first order administrator, Heads of department,gbeond order administrator institutes
various committee to handle different issues amdnsarily Academic Board Meetings
are held to discuss and approve decisions propassdted by the committees.
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DEAN, FACULTY (SCHOOLS)

Progress Reports (spoken and written)
- Results and accomplishments
- Problemsand clarification

UPWARD COMMUNICATION DOWNWARD COMMUNICATION UPWARD COMMUNICATION
(HEADS, DEPARTMENT) (SCHOOL OFFICERS)
Policies and Procedures —_—>

Progress Reports (spoken and written) Organisationalgoals and strategies
- Resultsand accomplishments Work assignments

- Problems and clarification Employee development

- Job role/responsibility

- Performance appraisal

- constructive criticism

- Deserved praise and recognition

HORIZONTAL/LATERAL COMMUNICATION g

(interactions within Departments e.g. Academic/
School Board of Studies Meetings, School
Committees (exam committee), etc.)

- Coordination of interrelated activities

- Problem-solving efforts

Benefitsof ICT to Administrators

The benefits of ICT usage to administrators inideytinstitutions are that it
enhances timely access and provision of informatibrpermits administrators to
communicate and share information within and oetdigeir location, ICT makes it
possible for administrators to actively involve iwidual staff in decision making, to
analyse problems, visualize complex issues, creag¥s ways of students record
management through the established connectivityar&t it promotes efficient service
delivery of support staff attached to the admiaistrs, it serves as an instrument for
creating value in educational institutions, enhagdhe institution’s strategic position
and increasing market value of its product througfable database, it enhances the
decision making abilities of administrators duegtock access to data and it facilitates
the execution of business processes (unique maimnerhich work is organized,
coordinated and focused to produce a valuable ceg)iwhich leads to a better
management decision and more efficient administnati

- Ideas and suggestions
- feelings and attitudes

Conclusion

A resounding performance requires greater colldtmrand teamwork among
workers in different functional groups using divelisformation and communication
technology. Hence, to manage the existing perfoomanf the administrators and to
motivate them for better performance, efficient I@Factices have become more
important in all academic institutions. From olysgion, there exists a correlation
between ICT usage and administrators’ performanide.people led by the
administrators’ understand the bigger organisatigreture through efficient ICT
device they will be more willing and more motivateddo the job he needs them to do.
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Recommendation
Based on the study, the following items are reconded:

1. The government should ensure adequate funding DfinQertiary institutions
and include installation of NUNET as proposed byQ\letc.
2. internet and intranet connection should be providedchools so as to aid

communication between administrators and Headseplidments, lecturers, course
advisers, school officers, etc.

3. Administrators and staff should be trained on how use the modern
information and communication technology so as fiecévely use the device to
communicate. Training of should include basic cotapuiteracy, email, search
engines, organisation of database system, useludite, etc.
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