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ABSTRACT 

This study examined the Influence of Modern Office Automation on Administrative Performance of staff of 

Private Business Organizations in Port Harcourt Rivers State. The population for the study consisted of 4,734 

Administrative Staff of the 294 Private Business Organizations in Port Harcourt, Rivers State, from where a 

sample size of 352 was obtained and utilized for the study. A descriptive survey research design was adopted 

for this study. Four research questions and four hypotheses guided the study. The Cronbach Alpha reliability 

test tool was used in testing the reliability of the instrument which yielded a coefficient result of 0.80. A 

questionnaire titled “Modern Office Automation and Administrative Performance Assessment Scale 

(MOAAPAS)” was constructed and used in this study. The data gathered through the questionnaire were used 

to answer the research questions and to test the hypotheses. Each of the research questions was analyzed by 

the use of Mean and Standard Deviation with criterion mean value of 3.0, while each of the hypotheses was 

tested by the use of z-test statistical tool at 0.05 significance level. The findings  of the study revealed among 

others, that : the use of computers, internet facilities, scanning machines and printing machines all have  a 

significant and positive influence on the administrative performance of staff of private organizations in Port 

Harcourt. Based on the findings of this study, the researchers recommend amongst others that private business 

organizations should procure and make available modern office technologies such as the computers, internet 

facilities, scanning machines, and printers in their offices, as well as train their staff on the usage of these 

machines.  

Keyword: Office Automation, Administrative Performance and Private Business Organization. 

 

INTRODUCTION 

The term "office automation" generally refers to the use of integrated computer and communications systems 

to support administrative procedures in an office environment. Automated office systems represent structured 

methods of handling business text processing and communications through an integrated network that may 

include word processing for generating correspondence, electronic message systems for person-to-person 

communication, teleconferencing services, facsimile transmission, electronic filing systems, on-line calendar 

systems, and links to corporate files and outside services (Lucas & Olson, 2016). According to Jatain (2013), 

office automation systems can also be described as computer based information systems that are new and 

expanding very quickly. In any work environment, people, tasks, equipment and resources are organized to 

accomplish specific objectives, generally some type of product. Today‟s business has gone beyond using 

ordinary manual methods to deliver secretarial duties and other administrative tasks. In time past, men saw 

the need to improving efficiency and job productivity in administration and office tasks. Then, it was as if all 

office activities were carried out manually, and this tends to reduce work efficiency. However, more than a 

decade ago, various inventions are continually uprising that could enhance office and other administrative 
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works. Ejeka (2015) called these a conglomerate of office information processing technologies which include: 

word processing, data processing, micrographics, reprographics and telecommunications. It also refers to the 

various automated electronic methods by which information is gathered, processed, reproduced, 

communicated, stored or protected and retrieved. 

According to Esene (2012) the modern offices of today, lay due emphasis on paperless office as a way of 

facilitating the process of correspondence handling and operation. For instance, Ekula (2010) stated that in 

offices computer, database management and other accessories are increasingly being used to organize and 

control records. Administrative staff is now being required to be able to operate computer using Dbase, Excel, 

Corel Draw and Word Processing packages such as Word Perfect, MS word, Power Point, Adobe Page Maker 

and in particular the dexterity to use most of the application packages contained in Windows 2000 to 2007 

respectively.  

Computer and the internet are now being used to send and retrieve information from any part of the world 

with relative ease. Office automation has taken over the entire activities of very many organizations. These 

equipment, as a matter of fact are used to speed up the processing of correspondence, but not to replace the 

secretarial function of the secretaries (Koko, 2005 & Ekula, 2010). Perhaps, it must be stated very clearly that 

these equipment demand special skills on the part of the secretarial personnel to operate them proficiently. 

The proficient use of Office automation increases the productivity of the workforce in the organization and 

thereby reducing the need for human intervention. It plays an important role in the development of any 

organization and industry and help increase labor productivity (Haigh, 2006; Geofrey, 2013). Not only does 

office automation improve administrative performances but also boost the industrial management and 

productivity. 

Administrative Performance is understood as achievement of the organization through managerial inputs in 

relation with set goals. It includes outcomes achieved, or accomplished through contribution of the 

administrative personnel to the organization„s strategic goals (Bloom, 2018). Consequently, the engagement 

of automated equipment in administrative task will be instrumental in accomplishing organizational goals and 

enhance administrative performance. According to Ismaily, (2017), computers help to increase productivity 

among administrative staff. Computers help contribute a lot in executing administrative tasks; It is believed to 

make administrative work easier and more accurate thus improving productivity (Mortezaei, 2012). Office 

automation has considerably contributed to the enhancement of managerial productivity in the scope of 

official affairs. Office affairs in the past had been generally ignored in organizations. Alirezaean, (2015) 

asserts that despite the fact that office automation has potential to improve and enhance productivity, it has 

not been adequately reviewed and investigated. 

Statement of the Problems 

Modern technology has both its positive and negative sides. Thus, as many business owners adopt the use of 

application of modern technology in their business today, it is important that its influence on administrative 

performance is critically evaluated and reviewed. Hosseinni & Hosseinni (2016) has argued that modern 

office automation may have the capacity to improve the efficiency of current office procedures without 

altering the nature of office work altogether. The development of automated office systems raises a number of 

issues for the organization. Some even argue that the use of modern office automation may constitute some 

destruction like the use of smart phones, internet and so on during work hours. For instance, according to 

Koko (2011), every office worker of today is most likely to encounter the use of one office technology gadget 

or the other in the course of administrative performance, and therefore may be faced with the challenge of 

carrying out his official duties more efficiently as he or she struggles with the new technology. Against this 

background, this study, attempted to investigate the perceived influence of modern office automation on 

administrative performance of worker. 

Purpose of the Study 
The purpose of this study is to investigate the perceived influence of modern office automation on 

administrative performance of staff of private business organizations in Port Harcourt Rivers State. The 

specific objective of the study was to determine: 
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1. The extent to which computers influence administrative performance of staff of private organizations 

in Port Harcourt Metropolis. 

2. The extent to which internet facilities influences administrative performance of staff of private 

organizations in Port Harcourt Metropolis. 

3. The extent to which printing machines (printers) influences administrative performance of staff of 

private organizations in Port Harcourt Metropolis. 

4. The extent to which scanning machines influences administrative performance of staff of private 

organizations in Port Harcourt Metropolis 

Research Questions 

The   following research questions was guided the study. 

1. To what extent do computers influence the administrative performance of administrative staff of 

private organizations in Port Harcourt Metropolis? 

2. To what extent do internet facilities influence the administrative performance of administrative staff 

of private business organizations in Port Harcourt Metropolis? 

3. To what extent does printing machines (printers) influence the administrative performance of 

administrative staff of private business owners in Port Harcourt Metropolis? 

4. To what extent do scanning machines influence the administrative performance of administrative staff 

of private business owners in Port Harcourt Metropolis? 

Hypotheses 

The   following research hypotheses were tested in the study. 

1. There is no significant difference between the mean responses of senior and junior administrative 

staff of private business organizations on the influence of computers on administrative performance. 

2. There is no significant difference between the mean responses of senior and junior administrative 

staff of private business organizations on the influence of internet facilities on administrative 

performance. 

 

METHODOLOGY 

The study was carried out in Port-Harcourt, Rivers state. The study adopted descriptive survey research 

design. The population of this study consists of 4,734 administrative staff of the 294 private business 

organizations in Port Harcourt Metropolis, Rivers State (Corporate Affairs Commission (CAC) of Nigeria, 

Port Harcourt, 2018). The sample size for this study was obtained using Taro Yamene formula. So, 352 

administrative staff (Managers, Administrative staff, computer operators and clerical officers) were 

proportionately selected from three categories of business organizations as shown below: 

Table 3.1: Distribution of Population and Sample Business Organization 

S/No. Business Organization Population Sample 

1. 

 

2. 

 

3. 

Banks 

 

ICT Accessories/dealers 

 

Engineering services 

 

Total 

2,754 

 

    690 

 

1,290 

 

4,734 

   205 

 

     51 

 

     96 

 

   352 

 

The instrument used for the study was “Modern Office Automation and Administrative Performance 

Assessment Scale” (MOAAPAS) structured in four point rating scale of Very High Extent (VHE), High 

Extent (HE), Moderate Extent (ME), Low Extent (LE), Very Low Extent (VLE).  The reliability of the 

instrument was determined using the Cronbach Alpha reliability statistical test tool which yielded a reliability 

coefficient of 0.80 indicating a high reliability of the instrument. 
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RESULT AND DISCUSSION OF FINDING 

Research Question 1 

To what extent do computers influence the administrative performance of staff of private organizations in 

Port Harcourt? 

 

Table 4.1: Mean Rating of Senior Junior Administrative Staff on the Influence of Computers 

on the Administrative Performance of Staff of Private Organizations in Port 

Harcourt Metropolis. 

 

S/N 
Item 

Senior Staff (N=172) Junior Staff (N=180) 

x  SD RMKS x  SD RMKS 

1 Documentation process is now faster 4.50 0.35 High Extent 4.66 0.37 High Extent 

2 Human errors are minimized 

4.65 0.38 

High 

Extent 4.47 0.34 

High Extent 

3 Monitoring of work is faster 

4.57 0.36 

High 

Extent 4.57 0.36 

High Extent 

4 Faster control over office operation 

4.56 0.36 

High 

Extent 4.67 0.37 

High Extent 

5  Communications are now easier and 

faster 4.86 0.40 

High 

Extent 4.55 0.36 

High Extent 

6 More accurate organization decisions 

4.11 0.31 

High 

Extent 5.56 0.36 

High Extent 

  7 Less omissions in organization 

produce 4.58 0.36 

High 

Extent 4.58 0.36 

High Extent 

  8 More accurate retrieving and record 

keeping 
4.66 0.38 High Extent 4.71 0.37 

High Extent 

 Grand Mean 4.56 0.36 High Extent 4.59 0.36 High Extent 

 

From the above table, it would be observed that the mean rating for each item of each of the groups (senior 

and junior staff) is higher than the decision mean of 3.00 the indication there is that the respondents agreed 

that each item as a component of modern office automation exert some amount of influence on the 

administrative performance of private organization in Port Harcourt. Moreover, the grand mean of 4.6 for 

each group which is above the criterion mean of 3.0 and the small value of standard deviations indicates that 
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all respondents are of the view that  modern office automation has positive influence on administrative 

performance of private organization in Port Harcourt Metropolis. This finding is in line with Ejeka (2015) 

who observed that office automation has helped the Office Technology and Management graduates to 

increase productivity in their work. 

Research Question 2 

To what extent do internet facilities influence the administrative performance of administrative staff of private 

business organizations in Port Harcourt? 

Table 4.2: Mean ratings of Senior and Junior administrative Staff on the Influence of Internet 

Facilities on the Administrative Performance Among Private Business Organization 

in Port Harcourt. 

 

S/N 

 

Item 

Senior Staff (N=172) Junior Staff (N=180) 

x  SD RMKS x  SD RMKS 

11 Easy access to information 4.15 0.28 HE 4.38 0.38 HE 

12 Office work is speedier 4.66 0.33 HE 4.77 0.44 HE 

13 Easy solutions are found for problems 4.47 0.31 HE 4.67 0.42 HE 

14 Easy communication among 

colleagues 
4.81 0.35 

HE 
4.87 0.45 

HE 

15 Quicker replies from customers 3.78 0.25 HE 4.04 0.33 HE 

16 Customer follow-up is more effective 3.68 0.24 HE 3.85 0.32 HE 

17 Messages are sent faster through 

emails 
3.80 0.25 

HE 
4.18 0.35 

HE 

18 Knowledge and skills are improved on 

the job 
3.87 0.32 

HE 
4.71 0.42 

HE 

19 Easy and faster transactions online 4.08 0.27 HE 4.28 0.37 HE 

20 Increased job efficiency  4.35 0.30 HE 4.78 0.44 HE 

Grand Mean 4.16 0.29 HE 4.46 0.39 HE 

 

The table shows all item-by-item analysis of respondents view regarding the types of modern office 

automation that influence administrative performance among private business organization in Port Harcourt. 

As could be seen from the table, all item responses have means greater than the decision mean of 3.0 for both 

senior and junior staff. The implication is that respondents agreed that they have the listed modern office 

automations, and the low standard deviation is an indication that the responses are homogeneous. This is in 

agreement with Ogunleye (2017) who concluded in his study that internet facilities are of great importance to 

office professionals as it ensures quick access to information on solutions to problems encountered in the 

office, easy communication and increased work efficiency. 
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Research Question 3 

To what extent does printing machines influence the administrative performance of administrative staff of 

private business owners in Port Harcourt? 

Table 4.3: Mean Responses of Senior and Junior Administrative with Regards to the Extent to 

which Computer Usage as Modern Office Automation Influence Administrative 

Performance in Private Business Organization in Port Harcourt Metropolis. 

 

S/N 

 

Item 

Senior Staff (N=172) Junior Staff (N=180) 

x  SD RMKS x  SD RMKS 

21 Prompts administrative efficiency   4.56 0.36 HE 4.36 0.38 HE 

22 Promotes better control of work 4.17 0.28 HE 4.77 0.44 HE 

23 Relevant information are easily 

disseminated on paper 
3.88 0.26 HE 3.55 0.29 HE 

24 Improves problem solving capacity  4.05 0.31 HE 4.01 0.33 HE 

25 Increases proficiency of work 4.80 0.35 HE 4.56 0.36 HE 

26 Accomplishment of more task within a 

shorter time 
4.82 0.35 HE 4.51 0.34 HE 

27 Increases job satisfaction of the work 

force  
4.69 0.33 HE 4.37 0.38 HE 

28 Effective job delivery with regards  to 

paper works 
4.58 0.36 HE 4.55 0.36 HE 

Grand Mean 4.47 0.33 HE 4.42 0.36 HE 

 

The analysis in the table above shows that computer usage as modern office automation promotes 

administrative efficiency, improves problem solving capacity, increases job satisfaction of the work force and 

improves competitiveness to a high extent. The responses of senior and junior administrative staff with mean 

rating of 3.6 and above with corresponding low standard deviations are an indication that they all accepted 

that computer influences administrative performance to a high extent. This is further buttressed by the high 

grand means of 4.5and 4.4 for senior and junior administrative staff respectively. Data-max Communications 

Department (2014) asserted that businesses of today simply cannot function without the help of technology, 

and outdated technology can spell disaster for efficiency and productivity in the workplace. That is why it is 

imperative that business owners view the purchase of new office equipment like the printing machines as an 

investment in the total productivity in a company rather than a plain expense. 

 

 

 

 

 

 

 

https://www.datamaxarkansas.com/blog/author/datamax-communications-department
https://www.datamaxarkansas.com/blog/author/datamax-communications-department
https://www.datamaxarkansas.com/multifunction-copiers
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Research Question 4 

To what extent do scanning machines influence the administrative performance of administrative staff of 

private business owners in Port Harcourt Metropolis? 

Table: 4.4: An Item-by-Item Analysis of Responses of Senior and Junior Administrative Staff 

Regarding Scanning Machines and the Influence on Administrative Performance of 

Staff  in Private Organization in Port Harcourt Metropolis. 

 

S/N 

 

Item 

Senior Staff (N=172) Junior Staff (N=180) 

x  SD RMKS x  SD RMKS 

29 Important documents are reproduced 

and preserved 
3.39 0.22 HE 3.28 0.28 HE 

30 Speed and accuracy of  images for 

effective job delivery 
2.85 0.22 LE 2.82 0.27 LE 

31 Reproduction of texts is made easier 3.46 0.23 HE 3.36 0.28 HE 

32 Increased Job efficiency  2.77 0.22 LE 2.81 0.28 LE 

33 Improved job satisfaction 3.42 0.22 HE 3.22 0.28 HE 

34 Data  loss is  minimized 3.29 0.22 HE 3.29 0.28 HE 

35 Improved customers satisfaction  3.55 0.23 HE 3.56 0.29 HE 

36 Increased accessibility and 

convenience  
3.18 0.22 HE 3.04 0.28 HE 

Grand Mean 3.33 0.20 HE 3.18 0.28 HE 

 

The table reveal that both set of respondents identify incessant power failure, financial constraints, scarcity of 

accessories, health hazards among others as problems that confront the use of modern office automation to a 

high extent, while scarcity of qualified personnel and scarcity of required accessories are problems but to a 

low extent, with means and standard deviations of 2.9, 2.8 and 0.22, 0.22 respectively. The grand mean of 3.3 

and 3.2 for male an females which are higher than benchmark of 3.0 is also an indication that both group 

accepted that the various problems confront the use of modern office automation and the influence on 

administrative performance to a high extent. This finding is in support of Akpomi & Ordu (2009) who noted 

that operating with scanning machines in the office improves greatly the business performance. 

Hypothesis 1 

There is no significant difference between the mean responses of senior and junior administrative staff on the 

influence of computers on the administrative performance of private business organization in Port Harcourt 

Metropolis. 
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Table 4.5: Z-test Analyses on the Influence of Computers on the Administrative Performance of 

staff of Business Organization in Port Harcourt Metropolis. 

Variables N 

 

x  SD   Z-cal Z-crit Ranks 

Senior Staff 172 4.6 0.36     

    0.05 0 1.96 Accept H0 

Junior Staff 180 4.6 0.36     

 

It could be observed from table 4.5 that the computed value of z is less than the tabulated value [z-cal 0 < z-

crit (1.96)]. This implies that the computed value is insignificant and therefore the null hypothesis of null 

significant difference is accepted at 0.05 level, and any observed difference can be distributed to sampling 

error. This means that both senior and junior staff agreed that the computer as a component of modern office 

automation influences administrative performance of staff of business organization in Port Harcourt 

Metropolis. 

Hypothesis 2 

There is no significant difference between the mean responses of senior and junior administrative staff on the 

influence of internet facilities on the administrative performance of staff of private business organization in 

Port Harcourt Metropolis. 

Table 4.6: Z-test Statistics of the Mean Responses to Senior and Junior Administrative Staff on the 

Influence of internet facilities on the Administrative Performance of staff of Business Organizations 

in Port Harcourt Metropolis 

 

From the above table, the computed z-value of 7.74 is far and above the critical value of 1.96, hence the null 

hypothesis of no significant difference is rejected. This implies that there is no significant difference between 

the mean responses of senior and junior administrative staff on the influence of internet facilities on the 

administrative performance of staff of business organizations in Port Harcourt Metropolis. 

 

DISCUSSION OF FINDINGS 

The findings of the study in hypothesis one reveals that both senior and junior staff agreed that modern office 

automation had a positive influence on the administrative performance of staff of private business 

organizations in Port Harcourt Metropolis. this is in line with the  findings of Moronkee, Olugbenga & 

Adeyanju (2017), the result of the findings indicated that there was a significant influence of computer (as a 

component of office automation) on administrative staff performance with regards to ensuring: faster 

documentation process, minimizing human errors, faster monitoring of work, faster control over office 

operation, faster and easier communications, accurate organizational decisions, less omissions in organization 

produce, and more accurate retrieving the record keeping. 

Variables N 

 

x  SD   Z-cal Z-crit Ranks 

Senior Staff 215 4.2 0.29     

    0.05 7.74 1.96 Reject H0 

Junior Staff 137 4.5 0.39     
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The findings of the study in hypothesis two reveals that the senior and junior staff administrative staff argued 

that there is a positive influence of internet facilities on the administrative performance of staff of business 

organization in Port Harcourt Metropolis. This is in agreement with Ogunleye (2017) who concluded in his 

study that internet facilities are of great importance to office professionals as it ensures quick access to 

information on solutions to problems encountered in the office, easy communication and increased work 

efficiency.  

 

CONCLUSION 

The importance of modern office automation in business organization cannot be over emphasized, the use of 

this modern technologies increases performance and productivity and reduces wastage of man hours in work 

place. The modern office automation cannot be operated by itself and so the operators should be properly 

trained to effectively use them as to enhance performance. The findings of the study suggests that in as much 

as modern office automation is good but the cost of purchasing these machines is very high and some private 

business organization may not have the financial capabilities to afford the machines there by leading to poor 

performance and low productivity.  

 

RECOMMENDATIONS 

Based on the findings of the study, the following recommendations were made. 

 Private business organization should procure and make available as much modern office technology, as to 

increase their productivity. 

 Private business organization should train their staff on the usage of these modern office technologies as 

to get the right result. 

 Private business organization that does not have this modern office automation should seek for 

collaboration from banks and government to purchase these machines. 

 

REFERENCES  

Akpomi, M & Ordu, P (2009). Modern Office Technology and the secretary‟s  productivity in private 

organization. African Journal of Business Management (3), 333-339. Available at 

http.//www.academicjournals.org/ABM. Retrieved from 05/05/2019  

Alirezaeian,( 2015).Management Information System. Tehran:  Printing semat Publications. 

Bloom, L. (2018).List of the Duties of a Secretary. Retrieved from https://www.work.chron.com 

Ejeka, C.A. (2015). Office automation: a tool for quality assurance in work delivery in office technology and 

management (OTM). International Journal of Management Technology 3(1),69-80. 

Ekula, I. O. (2010). Repackaging secretarial/office education curriculum towards achieving the objectives of 

vision 20:20:20. Journal of Vocational and Technical Education ABU Zaria 5(1), 23 – 26.  

Esene, R.A. (2012). Perception of Professional OTM Educators, General Educators towards Quality 

Assurance in Office Technology and Management Programmes of Nigerian Polytechnics in Delta and 

Edo States. Delta State : Delta State University Press  

Geofrey, W.  (2013). Office Practice Made Simple. London: W.H Allen and Co. Ltd. graduates in the 

electronic office of the future. Maiden Annual Seminar of College of Education, Ekiadolor. Benin 

City. 

Haigh, T. (2006).Remembering the Office of the Future: The Origins of Word Processing and Office 

Automation. Journal of Institute of Electricals and Electronics Engineers Annals of the History of 

Computing, 28(4), 6-31. 

Ismail, M. (2013). Recent Advances in Wireless Indoor Localization Techniques and System. Journal of 

Computer Networks and Communications, 10 (1) 185-193 doi.10.1155/2013/185138 

Jatain, R. (2013). Different prospects of Office Automation Systems. International Journal of Computer 

Trends and Technology, 4(3), 210-213. 

Koko M.N. (2005), Information Technology and job Prospect challenges of Business Education Graduates. 

Business  Education Journal 5(1), 105-110. 

https://www.researchgate.net/journal/1058-6180_IEEE_Annals_of_the_History_of_Computing
https://www.researchgate.net/journal/1058-6180_IEEE_Annals_of_the_History_of_Computing


53 

 

Koko, M.N.(2011). Office Management technology: The role of verbatim Reporters, secretaries and 

Administrative Professionals. Journal of the chartered institute of certified secretaries and Reporters 

24,4-7. 

Mortezaei, F. (2012). The Role of The Information Systems (Office Automation) In Improving Managerial 

Decisions. Arabian Journal of Business and Management Review (OMAN Chapter), 2(5), 109-115. 

Nwosu, B. O., Anaka, E. A. & Eleoba, P. C. (2003). Fundamentals of Word Processing. Owerri: Chin and 

Chris ventures. 

Nwosu, B.O. (2012). Word processing and electronic office operations competencies needed by secretaries in 

selected business offices in Abia and Imo States. Business Education Journal 8(5), 172-185.   

Ogunleye, T.J. (2017). Effects of Office Automation on Office Professionals. An individual    seminar paper 

presented in partial fulfillment of the requirement for the award of Higher National Diploma. 

Kaduna: Kaduna Polytechnic Press. 

Olson, M. H., & Lucas, H. C.  (2016). The Impact of Office Automation on the Organization: some 

Implications for Research and Practice. Association of Computing Machinery 25 (11); 838-847 

 


