
213 
 

Journal of Assertiveness, Volume 10 No. 1, June, 2016 

OFFICE TECHNOLOGIES AND SKILLS NEEDED FOR 
SECRETARIAL EMPLOYMENT AND EFFICIENCY IN A 

CHANGING OFFICE ENVIRONMENT 
 
 

Eghe Edwin Agbongiasede 
Department of Office Technology and Management, 

Auchi Polytechnic, Auchi, 
Edo State. 

 
 

Aimiosino Grace Oboh 
Department of Office Technology and Management, 

Auchi Polytechnic, Auchi, 
Edo State. 

 
And 

 
Erukpe Rogers Owu 

Department of Office Technology and Management, 
Auchi Polytechnic, Auchi, 

Edo State. 
 

Abstract 
The paper examined office technologies and skills needed for secretarial 
employment and efficiency in a changing office environment. For trainee 
secretaries and graduate secretaries to be employed in a changing 
technological office, they need to be proficient in office skills. These skills 
include personal computer, slide projector, overhead projector, videocassette, 
multimedia system and the internet. Other skills needed are intranet, web 
page, web-based E-mail, voice mail, electronic calendar, teleconferencing, 
smart card etc. In conclusion, the paper asserted that office technologies have 
completely replaced manual operations and the ways organizations are run, 
information created and the ways individuals carry out their jobs 
electronically. It was recommended among other things, that organizations 
should provide needed office technologies for secretarial efficiency and 
productivity.  
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The modern office has changed dramatically since the 1990s.  Offices in 

today’s society are transmitting information via electronic mail (e-mail), electronic 
calendars and teleconferencing, as well as other electronic devices.  Communication via 
the several technologies is just as important as oral and written communication in the 
work place of today.  Emerging technologies have continued to play a vital role in 
transforming the office environment to what it is today.  Advances in office 
technologies have transformed the world of work as individual workers can now see 
how their work connects not only to their particular work place, but to the entire value 
chain. 

 
Office technologies are areas the secretaries and graduate secretaries looking 

for employment should be proficient.  These changing technologies include personal 
computers, slide projectors, overhead projectors, videocassettes, multimedia system and 
the internet.  These technologies have a major impact on the office environment since 
the start of the 21st century.  The ability to use office technologies are essential skills 
secretaries in employment and those attending employment interviews must possess in 
this changing office environment of computer and office systems. 

 
The invention of the personal computers (PCs) in the 1980s altered the ways 

computing power was distributed within an organization – changing how companies 
were run, the ways information was created and used by individuals in carrying out 
their jobs.  The use of word processing and spreadsheet packages made it possible for 
secretarial and professional staff to create their own reports without having to go to a 
central typing pool or computer centre.  Before the advent of personal computers, 
secretaries typed letters, created reports and organized information in files.  The nature 
of secretarial positions changed with the arrival of the personal computers.  It became a 
focus on document creation and production to a focus on other kinds of administrative 
functions, as reflected in the changing work patterns of the office. 

 
For secretaries to be employed or efficient when employed, in a changing office 

environment, she should know how to use office technologies very well.  In the twenty-
first century office, according to Barrett, Kimbrell and Odgers (2003) secretaries who 
work in offices need to be well versed on the use and application of many emerging 
technologies.  Secretaries need to adapt to this ever-changing technology, if they are not 
to loose out because gone are the days when office work was done manually – office 
technologies have taken over. 
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Concept of Office Technology 
An office simply means a professional place of work.  Technologies enable an 

organisation to manage its operations efficiently and create a competitive advantage.  
Office technology therefore, refers to the use of computer systems, software and 
networks for processing and distribution of data and communicating information in the 
organisation. 

 
These office technologies facilitate communication among people in 

organisations.  All businesses need to employ workers who possess critical thinking 
skills, problem-solving skills, interpersonal skills and the ability to communicate 
effectively – whether in writing or orally.  Appropriate choices of communication lead 
to increased productivity and positive social effects.  Workers including secretaries 
need to be technologically literate in order to compete in a world that continues to 
change faster than one can imagine (McGuire, 1988). 

 
Importance of Technologies in the Workplace 

Ludi (2005) opined that every work place can benefit from technologies.  Even 
a small business with three employees can use software to track clients and documents 
concerning all aspects of the work.  Accounting and marketing software programmes 
are available to help small and large businesses.  Office technologies in particular help 
to organize the work environment.  Everything from payroll to inventory is managed 
more efficiently with well-designed software in place.  Documents such as letters or 
government proposals for contract work are easier to write and edit on the computer.  
Phone systems including technology for three-way or four-way calling are available to 
save time in the office. Virtually all modern technologies from cell phone, internet to e-
readers save time and energy.  Instead of having to stay in the office, as workers did 
more than a decade ago, people can take calls, while they are on a journey.  Electronic 
readers help business travelers to access newspapers, mobile message and the internet 
quite easily.  This makes traveling less cumbersome because paper materials can stay in 
the office.  When you e-mail business associates from an electronic device, it means 
that there is no need for you to return to the office after work, if you are traveling 
around town or already headed home. (Ludi, 2005) 

 
According to Scott (2016), technology in the work place allows businesses to 

expand quickly and efficiently.  Office technologies such as video conferencing, social 
networks and virtual office technology have removed work place boundaries that 
preciously limited business expansion.  With office technology companies can target a 
wider customer’s base and grow to higher levels.  Office technologies are also 
important issues that improve communication in the work place.  Office workers, 
including secretaries are not limed to phone calls or inter-office mail to interact with 
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one another anymore.  Electronic mail allows workers to send messages instantly 
without interrupting the recipient.  Office technologies also improve communication 
with clients and business partners because information can be passed through multiple 
channels almost instantly.  Scott (2016) continued by saying that technology in the 
work place improves the efficiency of screening, recruiting and hiring potential 
candidates for secretarial and other employments.  Businesses utilize the internet to 
spread the word about the organisation and advertise job openings.  Technology like 
personality assessments and screening tools allow businesses to determine whether a 
potential candidate is fit for the job or not. 

 
Office Technologies and Secretarial Efficiency 

Office technologies save secretaries time and speed up the work flow process.  
Digital filing systems usually save space, paper and printing costs.  The use of computer 
systems allows secretaries to correct errors instantly.  Resources like electronic files 
access to information technology are available with the click of a button (Scott, 2016).
  

In the opinion of Dukes (2016), the modern work place has experienced a 
complete shift in how we spend our time.  Time management has been optimized, and 
the efforts put into everyday tasks have been lightened.  Secretarial efficiency has 
improved, allowing them to place more emphasis on more important things such as 
precision and creativity.  The level of expectation of clients and co-workers has also 
changed as a result of technology in the work place.  Now, results are expected much 
faster than ever before. 

 
Office Technology Skills Needed to Become a Successful Secretary 

Secretaries or potential secretaries in search of employment must be able to 
handle many details and challenging situations at once.  They should keep an office 
running while supporting the efforts of their bosses.  People who become very skilled in 
this field can advance to higher positions – supporting high-rankings officials in 
government, higher education, non-profit and private corporations.  They can also move 
on to other jobs in their organisation or industry.  In order for secretaries to be efficient 
and productive in their office work, they need the following office technology skills 
(Audra, 2016). 

 
Communication Skills 

In a busy office a secretary uses friendly communication to interact with a wide 
range of people, frequently exchanging information about office operations.  For 
example, she might explain procedures for routing mail and requesting supplies in the 
office.  He also delegates tasks to efficiently junior secretaries, giving appropriate 
clerical tasks and instructions to filing clerks, typists or receptionists in the same office. 
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Organizational Ability 
As someone who is involved in multitask activities, a secretary keeps herself 

organized so that she can have the time to keep his boss organized.  She knows how to 
manage a filing system, track incoming and outgoing correspondence and coordinate 
the flow of paper work around the office. 

 
Written Expression 

A secretary needs skills in standard written English and in some organizations, 
business English.  She can access a course in business communication or writing 
through a community college, vocational-technical school or e-learning provider.  Good 
writing skills will improve the quality of her correspondence, e-mails and memoranda.  
This will enable her to assist his boss to proofread important documents. 

 
Time Management 

A secretary must manage his own time and the time of his boss well. She uses 
an electronic calendar in an e-mail Programme to set meetings for her boss, to request 
others to attend and to coordinate their responses.  She responds to request for his boss 
attendance at meetings. 

 
Management 

Some secretaries need management skills because they direct the actions of 
others and recommend corrections for better performance.  An example is a busy 
executive office in which an assistant manages all clerical personnel and handles 
request from other staff members, such as time-off request etc.  She can develop 
management skills through courses offered by employers, professional associations, 
local colleges or e-learning providers. 

 
Problem-Solving Skills 

A busy secretary solves problems such as how to change the boss’ schedule 
when unexpected obligations turn up.  She also troubleshoots conflicts among office 
personnel and works with vendors to ensure that orders are fulfilled as requested, 
invoices are paid and refunds or exchanges are processed. 

 
Planning Skills 

A secretary uses planning skills to create administrative and office procedures 
such as establishing a procedure for employees to call when they are sick.  She ensures 
the boss has the different resources at his disposal to complete projects on time. Such 
projects can also be placed in the e-calendar.  She has to plan her work to ensure that 
urgent ones are handled with dispatch not taken to the next day. In a nutshell, planning 
skills makes the difference between a successful secretary or an unsuccessful one. 
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Office Technologies Needed in the Office of Today 
The Encyclopedia of Business and Finance (2007) outlined the following 

varieties of office technologies available in today’s office: 
 

Intranets and Internets 
Messages can be transmitted electronically within an office (intranet) as well as 

around the universe (internet or Net).  Workers are able to exchange information over 
the computer via the Net through e-mail.  E-mails can be sent simultaneously to many 
individuals around the world. 
 

The intranet is an internal computer network that is used within a company, 
whereby pertinent information – such as telephone directories, calendars of events, 
procedure manuals, job postings, and human resources information can be posted and 
updated.  With the intranet, one is able to communicate online with individuals within a 
designated work environment.  

 
The internet is a global computer network that permits millions of computers 

around the world to communicate via telephone systems and other communication 
lines.  It is also known as the digital information super-highway and is a part of the 
World Wide Web.  With the internet one can communicate to anyone online throughout 
the world.  The internet is a public worldwide computer network full of information 
comprising inter-connected networks than span the globe. 

 
Web Pages 

Web pages make it possible for businesses, organizations and anyone who 
wishes to post information or sell products to do so on the World Wide Web pages. 

 
Web-Based E-Mail 

Web-mail is a popular internet service that allows one to send messages and 
files to anyone around the world from any computer that is connected to the Internet.  
With an account, users can send and receive messages, images, and any other type of 
information.  Users can access e-mail even if they do not have a computer, simply by 
using small, inexpensive devices that fit in the palm of one’s hand.   E-mail is keyed 
messages sent from one computer screen to another, using a network linking the units.  
Transmitting messages from one computer to another offers office workers the ability to 
communicate quickly through written messages with colleagues, co-workers and 
friends.  

 
 
 

Journal of Assertiveness  
 



219 
 

Journal of Assertiveness, Volume 10 No. 1, June, 2016 

Voice Mail 
Voice mail is an outgrowth of e-mail.  Information is spoken into the phone. 

Words are converted or digitized into electronic computer language.  This form of 
communication is transmitted electronically by phone lines for immediate delivery or 
can be stored in a computer mailbox.  The recipient is able to retrieve the message by 
dialing a code number access the mailbox.   The computer reconverts the message to the 
caller’s voice and the recipient is able to hear the voice message. 

 
Electronic Calendars 

Office tasks are being accomplished and redefined by computers.  Computers 
can keep a calendar of appointments.  The computer stores the files of employee’s 
schedules, forthcoming meetings, calendars of events and conferences, thereby enabling 
employees to check their central file.  Everyone in a particular office has access to 
electronic calendars and is able to choose a time and place that is available and open on 
everyone’s schedule.  Each office employee can be tied into the system by having 
access to a central electronic file.  

 
Portable Personal Computers 

Portable personal computers include personal digital assistants (PDAs), laptop 
computers and notebook computers.  Among the most popular personal digital 
assistants are the Palm and Blackberry.  Laptop computers are used by business 
travelers to make multimedia presentations, create and send reports and spreadsheets 
and do research on the Internet.  Notebook computers are similar to laptops but usually 
smaller. 
 
Teleconferencing 

In the business world, many companies hold meetings via teleconferences.  
Teleconferencing is a method of conducing meetings via telephone lines and/or through 
satellites connecting participants’ terminals at two or more locations, with one or more 
participants per location.  There are three types of teleconferences as follows: 

 

(a) Computer Conferencing – Terminals that are connected to a mainframe computer 
are used by all the participants.  Comments or questions can be keyed in on their 
screens, which are arranged on an inter-connected network.  Messages are displaced 
on the participants’ screens. 
 

(b) Audio Conferencing - Participants make comments over the phone.  They cannot 
see each other and they are not able to read body language.  Audio conferences are 
connected by telephone and/or speaker-phone.  
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(c) Videoconferencing – A chief executive officer (CEO in Sokoto could have a sales 
conference or interview with a person in Lagos. Both individuals are shown 
simultaneously or alternately on the screen.  The advantage of videoconferencing 
over audio-conference is that individuals can see as well as hear each other. 

 
Voice Recognition and Videoconferencing 

With the advent of voice recognition, a day may come when human translators 
are no longer needed.  The future of videoconferencing is not only multilingual, but 100 
percent real with no delays.  Voice recognition software allows humans to talk to a 
computer.  Computers understand the voice.  It is an electronic process in which 
information is printed from voice input, thereby bypassing the keyboarding operations.  
At one time, videoconferencing used large expensive pieces of equipment that provided 
“room” – based videoconferencing.  Participants gathered at a central site in a specially 
equipped conference room, looking at monitors display similar rooms at remote sites.  

 
Multimedia System 

A multimedia system presents information by using a combination of sound, 
graphics, animation and video.  Multimedia applications are used for business and 
education.  Marketing presentations are developed to advertise and sell products using 
multimedia.  Sales representatives use a computer, a video projector and a display 
screen to make their presentations to the audience.  Interactive advertisements, as well 
as job applications and training applications can be published on the internet or in a 
kiosk display. 

 
Electronic Whiteboard   

An interaction “smart” whiteboard with “electronic ink” and touch-sensitive 
screen can be hooked up to a computer and a projector.  The board magnified images 
clearly and colorfully.  The board has annotation capability and notes can be jotted 
down directly over the projected images that can be printed instantly.  Therefore, there 
is no need for individuals to take any notes.  The advantage that a whiteboard offers 
over a simple projection system is that it can be used as a projection screen and a 
writing surface through its connection with the personal computer, from which images 
can be printed out.  A white-board allows trainers and instructors to operate the 
computer as if they were using a mouse, moving the cursor around on the computer just 
by touching a point on the whiteboard.   A projector is mounted on the ceiling.  The 
screen should be centred so that all participants have a clear view of the screen. 

 
Smart Board 

A smart board is a tool that improves the way people meet, share ideas, and 
teaches.  It looks and feels like a regular whiteboard combined with the power of the 
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computer.  It allows users to save and print notes, collaborate on document, share 
information, and run multimedia materials – video or data conferencing across 
distances.  The smart board becomes a large, touch-sensitive screen when combined 
with a liquid crystal display panel or projector.  It can control Windows or multimedia 
by touching the board with one’s finger.  By picking up a pen, presenters can draw over 
their applications in electronic ink to obtain the attention of the audience.  Users can e-
mail notes to participants and even cut and paste them into other applications. 

 
Emerging Technology Challenges 

Fred and Oshorne (2013) opined that there are emerging challenges and 
consensus that technology will complement workers in every job of the future and some 
of today’s jobs will likely be substituted by technology.  This means that the jobs of the 
future will be either digital jobs or jobs that use digital tools.  There is, however, little 
consensus on when these changes might take hold, at what pace they might appear and 
how the gains and losses from these changes will be distributed.  There is right now a 
growing concern about whether the adoption of improved and lower-cost technology by 
businesses and governments could have negative impacts on employment or lead to 
inequality – allowing some parts of the population to benefit greatly; while others might 
find themselves with limited economic opportunities.  Four key themes being debated 
in the literature, according to them are: (i)  the extent to which jobs are susceptible to be 
replaced by technology or face massive reductions in wages; (ii)  the concern of 
growing inequality in the quality and remuneration of jobs and that if technology 
contributes to wages and wealth polarization, there is a risk of serious impact on the 
middle class and increased tensions in the society; (iii) the evolving nature of the effects 
of technology on employment and the risks individuals face and (iv) the growing 
divides of those who do not even have access to digital opportunities and whether they 
can ever catch up 

 
Office Job Susceptibility 

As technology becomes smarter, it is likely that the entire office jobs or a 
subset of skills embedded in a job might be digitized.  For example, advances in office 
technology since the 1980s have meant that few businesses hire typists any more.  The 
responsibilities of clerical staff have had to shift, often along with their wages.  It is 
possible that jobs and tasks previously thought not to be covered by automation could 
become digitized in the future.  These jobs can easily be automated with technology.  In 
future, robots may remove human efforts in the office (Fred and Osborne, 2013). 

 
Conclusions 

The introduction of office technologies has altered the ways computing is being 
done in organisations.  Office technologies have completely replaced manual operations 
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and the ways companies are run, information are created and the ways individuals carry 
out their jobs electronically.  Trainee secretaries and graduate secretaries need to be 
knowledgeable in the use of various office technologies.  The ability to use office 
technologies are essential skills secretaries in employment and those attending 
employment interviews must possess in this changing office environment of computer 
and office systems of today.   
 

Emerging office technologies have continued to play a vital role in 
transforming the office environment to what it is today.  Advances in office 
technologies have improved the world of work and secretaries and graduate secretaries 
have serious advantages in this area.  Furthermore, secretarial efficiency, productivity 
and creativity have improved greatly, unlike the days of manual operations of office 
jobs.  However, there is the fear that some of today’s jobs will likely be substituted by 
office technologies in the future. 

 
Recommendations 

 

Based on the discussions in this Paper, the following recommendations are made: 
 

 There is need for trainee secretaries to be trained properly in the use of office 
technologies in the Department of Office Technology and Management in 
Polytechnics in Nigeria. 
 

 There is also the need to have a functional model office equipped with model office 
equipment for trainee secretaries’ practical. 
 

 For secretarial efficiency and productivity to be achieved, organisations need to 
provide the needed office technologies for secretarial work. 

 
 Secretaries in organisations should be exposed to office technology skills training 

like communication skills, organizational ability, written expression, problem-
solving and planning skills for improved performance. 

 
 

References 
 

Audra, B. (2016).  Nine Skills Needed to Become a Successful Secretary. 
http./work.chron.com-skills-needed-become-successful … 

 
Barrett, C. F., Kimbrell, G & Odger, P. (2003).  Office Skills. 4th Edition. London: 

Thomson South Western Press. 
 

Journal of Assertiveness  
 



223 
 

Journal of Assertiveness, Volume 10 No. 1, June, 2016 

Dukes, E. (2014.). Four Ways Technology has Changed the Modern Work Place. 
http:/www/officecorp.com/blog/4-ways-technology-has changed the … 

 
Encyclopedia of Business and Finance (2007). Office Technology. 

http:/www/encyclopedia.com/topic/office tehnologyy.aspx 
 
Fred C. B. & Osborne, M. A. (2013).  The Future of Employment:  How Susceptible are 

Jobs to Computerization?  http:/www/oxfordmartin.or.ac.uk/downloards/ 
academic/The Future of Employment. PDF.  http:/www.ask.com/business-
.finance/definition-office technology-7    

 
Ludi, L. H. (2005). How does Technology affect the Work Environment Today? http:/ 

small/business.chron.com/technology-affect-work-environment … 
 
Mc.Guire, P. A. (1988).  Wanted:  Workers with Flexibility for 21st Century Jobs. APA 

Monitor, (29), 7. 
 
Scott, S. (2016).  Importance of Technology in the Work Place. http:/small 

business.chron.com/importance-technology-workplace. 

Office Technologies and Skills Needed for Secretarial Employment and Efficiency in a 
Changing Office Environment –  Eghe Edwin Agbongiasede;  Aimiosino Grace Oboh and Erukpe 
Rogers Owu 
 


