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Abstract
Office Secretary is trained on keyboard and performs many office duties. Secretaries
possesses personal professional ethics confidentiality, superb appearance and absolute
loyalty. There are legal, medical and bi-lingual specialist in adaptability, levelheadedness,
intuitiveness, flexibility, accuracy and self-confidence while his business attributes include
secretarial skills and responsibility. Secretaries remain indispensable and play a vital role in
the realization of organization goals and success in line with standing policies. In an attempt
to write on secretaries often called secretaries and their vital roles played in the achievement
of organizational goals, this article sought to examine the pertinence of secretaries, qualities,
skills and roles that make secretaries indispensable as key to the success of every
organization.

Keywords:Secretary, Skills, Organization, Domain Knowledge, Cross Cultural
Competencies.

Introduction
Asecretary is described as an assistant to an executive Officer, possessing mastery of

office skills and ability, assumes responsibility without direct supervision, displays initiative,
exercises judgment and makes decisions within the scope of allocated authority. The
executive assistant is referred to as the person who performs the myriad of daily chores that
nibble away at an executive’s time. He/she is the image maker of the organization or office
attached to. An secretary as the principal administrative support position in an office
increases the effectiveness of staff by coordinating the paper flow of the office and carrying
out the day to day administrative support activities required to accomplish the work of the
organization. Having expressed a few shades of opinion about who the secretary is, the
ingredients that must be contained in explaining who a secretary is should include
confidentiality keeping, assistance or support or help, professional code of ethics,
keyboarding skill and communication skill.

An secretary should be able to keep secrets as well as classified information relating
to either the organization or that of the boss. His role is principally that of support, assistance
or help. He carries out activities assigned to him by his executive or takes initiative which is
within his authority and responsibility. A secretary or secretary is a professional who has
some code of ethics which he should guard jealously. He should be dynamic and versatile
because he works in an environment that is not static.
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Secretaries employ many different talents and work tenets with many different
people. As an office professional, the secretary has the responsibility to organize the work
flow so that the employer will feel that everything is under control, with all projects
completed when needed. Modern professional secretaries are now referred to as secretaries
because of the activities, education, skill acquisition, knowledge and even expectations from
their bosses, customers, clients and even the general public. Whether called a secretary,
secretary or a personal assistant, they are more that man or woman sitting behind the
typewriter, taking shorthand dictations and attending to visitors only. Office management is
now more concerned with the use of knowledge for carrying out successfully the functions of
the office.

Attributes of a Secretary
The role of asecretary, whether in a small family-run business or in a large corporate

company is quite challenging. It will also be time consuming and if the role is successfully
carried out, can also be rewarding and fulfilling. The secretary plays an important part to
ensure that the office runs smoothly and this, in turn, helps the company to operate in an
efficient manner

Personal Attributes of a Secretary
Lauria (1972) highlighted the personal attributes of a secretary as adaptability,

levelheadedness, good observer, intuitiveness, flexibility, tact, friendliness, accuracy,
thoroughness, fire-thoughtfulness, initiative, self-confidence, good listener, a good telephone
personality and a good appearance.

Professional Code of Ethics of a Secretary
Tied to the personal and business attribute of a secretary is the professional code of

ethics. The ethics of a secretary and office professional are mortal principles relating to the
job that he will be bound by. These include loyalty, reliability, responsibility, work
unsupervised (meet deadlines, set priorities) cooperativeness, flexibility, multi-skilling etc.
The International Association of Administrative Professionals (IAAP) highlighted the
essential duties of secretaries as follows:
 Composes and types routine letters, memoranda, reports, minutes of meetings,

scientific or technical material, numerical data, charts and forms.
 Receives and screens visitors and telephone calls, takes messages, schedules

appointments for professional(s) and/or management staff and provides information to
callers requiring knowledge of agency’s operations, supervisor’s point of view, and the
interpretation and application of policies and procedures.

 Schedules and arranges meetings and conferences for professional(s) and/or
management staff and notifies interested parties.

 Prepares itinerary.
 Proofreads and correct grammar, formal, completeness and content.
 Establishes and maintains office files, logs, indexes, control records, or other

information concerning the work that is under the supervisor’s control.
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 Enters, retrieves, updates, verifies, and deletes information from electronic files.
 Takes minutes or recordings of meetings.
 Sorts, opens, and distributes incoming mail to staff, associates incoming

correspondences with files or related materials need for meetings correspondence and
reports.

 Maintains confidentiality of documents and information received.
 Keeps informed of office details and advises management of problems.
 Assists in the preparation of budgets and financial reports; prepares and monitors

time-keeping and other personnel records.
 Determines needs and orders office supplies, equipment, repair and maintenance

services through agency channels.
 Composes formats, prepares and edits correspondence and reports with some latitude

as to content.
 Locates and reviews pertinent information from files, documents; newspapers, and

other sources; and prepares a summary of content for profession(s) and/or
management staff.

 Serves as liaison between management and staff by transmitting information,
explaining appropriate work instructions and following up on assignments.

Organization and the success of a Nation
The term “organization” is derived from the word ‘organism’ which means a structure

or body divided into parts that are held together by a fabric of relationship as one organic
whole. In an enterprise, many managers and employees work together for achieving common
objectives. It is the organization structure which binds them together and brings proper
adjustment and coordination in their work. The division of work and authority and the
establishment of relationship among individuals or groups are possible due to the
organization structures.
In simple terms, organizing means arranging the ways and means things are done for the
execution of business plan. It is the creation of administrative set up for the execution of the
plan, it suggests the functions. The term organization suggests a functional group working
together for achieving common purposes/objectives. Organization provides mechanism for
integrated and co-operative action by two or more persons with a view of implementing any
plan. Organization facilitates efficient administration, direction and control. Every
management has to establish its own organization structure for efficient conduct of business
activities. There are different structures which can be given to an organization. They include
line, functional and so on. An organization deals with a number of elements which define the
relationships between the members of a group. It is concerned with the channels of
communication and lines of authority. It also defines the degree of authority and
responsibility of each person in the organization. In short, organization clarifies relationships
and provides a framework within which all managerial actions take place.
Organization involves the following aspects:
 Identifying the activities required to achieve organizational objectives.
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 Grouping up of these activities into workable unit (Department).
 Assigning duties and responsibilities to subordinates in order to achieve the task

assigned.
 Establishing superior-subordinate relationship.
 Providing a system of co-ordination for integrating the activities of individuals and

department.

Importance of Organization
Ensures Optimum Utilization of Human Resources: Every enterprise appoints employees
for the conduct of various business activities and operations. They are given the work
according to their qualifications and experience. Organization ensures that every individual is
placed on the job for which he is best suited.
Facilitates Coordination: It acts as a means of bringing coordination and integration among
the activities of individuals and departments of the enterprise. It establishes clear-cut
relationships between operating departments and brings proper balance in their activities.
Facilitates Division of Work: Different departments are created for division of work,
specialization and orderly working of the enterprise. Similarly, delegation relieves top level
managers from routine duties.
Ensures Growth, Expansion and Diversification: Sound organization structure facilitates
expansion/diversification of an enterprise. Organization structure has inbuilt capacity to
absorb additional activities and also effective control on them. A business enterprise brings
diversification in its activities within the frame work of its organization.
Stimulates Creativity: Organization provides training and self-development facilities to
managers and subordinates through delegation and departmentation. It also encourages
initiative and creative thinking on the part of mangers and others.
Facilitates Administration: Effective administration of business will not be possible
without the support of sound organization structure. Delegation, departmentation and
decentralization are the tools for effective administration.
Determines Optimum Use of Technology: Sound organization structure provides
opportunities to make optimum use of technology. It facilitates proper maintenance of
equipment and also meets high cost of installation.
Determines Individual Responsibilities: Responsibility is an obligation to perform an
assigned work. In a sound organization, the manager finds it easy to pinpoint individual
responsibility when the work is spoilt.

Indispensability of the Secretary in an Organization
The office manage is indispensable in an organization because he is a human being unlike the
other office ingredients or resources that do not have initiative that can only be manipulated
by the secretary. He is the organization’s image maker. He is the most important officer to be
seen first and last by visitors to the organization.
 The secretary is trained to receive visitors in a manner that neither the computer nor

any other person can.
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 The secretary knows how to keep secrets and confidential documents.
 The secretary is in charge of the supplied of the organization.
 The secretary possesses good communication skills and thus making him good in

human and public relations.
 The secretary ensures an efficient and effective office by being current in records

management and organizational ability.
 The secretary organizes meetings by making sure that preparation before the meeting

id faultless and activities during the meeting are carried out properly and after the
meeting, things are put in order. He ensures accurate recording of minutes and prompt
dissemination of the minutes.

 The secretary is the acceptable assistant of the chief executive since the chief
executive cannot perform all the office functions despite his knowledge of the
computer. He prepares light refreshment for the boss. He keeps his diary and
constantly reminds him of his schedule. He prepares his itinerary and makes flight
and hotel reservations for the chief executive.

 It is the secretary that other office workers look up to for solving office problems and
who can help them with required information.

Succeeding at Modern Offices
For an secretary to achieve success at work is a challenge which must be overcome in order
to remain on the job and office. Ruben &De Anglis (1988) listed out the following as
competencies and skills needed by secretaries in the workplace.

Personal Competence
a) Positive Attitude: A positive attitude in relation to managing work relationships and

coping with change. This can be referred to as “can do” attitude and approaching
work with enthusiasm.

b) Self-Motivation: Self-motivation refers to an internal drive to get things done. This
quality is associated with a positive attitude.

c) Flexibility and Adaptability: Being flexible to and adapting well to change, whether
it is in regard to position changes, changes in responsibility, or general organizational
reorganization.

d) Integrity: Honesty, especially as it applies to interpersonal dealings.
e) Active Learner: Willingness to continue in learning process on the job. Employers

are looking for candidates who want to grow their knowledge-base for themselves,
and to help the company.

f) Problem Solving: The skill to resolve issues, and identify solutions to problems. This
is the ability to understand a company’s problem areas and to actively seek solutions
to addressing the problem.

g) Decision Making Ability: Fact based decision making, which includes the skills to
assess potential based on facts, not assumptions.

h) Analytic/Cognitive Ability: The skill to thinking analytically.
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i) GPA/Academic Achievement: Grade Point Average (GPA) refers to the overall
grade point, with the higher the GPA being more desirable. An average of 3.0 or
above is sought. GPA has been positively correlated to potential success on the job.
Other academic achievements include academic awards and scholarships.

j) Loyalty: Commitment to the job and organization.

Communication Competencies
Communication, Written and Oral: Competency in effectively articulating ideas in both
written and oral formats.
Public Speaking: Oral communication skills, public speaking skills, and presentation skills.
Presenting information clearly to groups.
Listening Skills: This skill refers to the individual as an “active listener”. Some articles
indicated that a good listener is one who repeats back to the speaker the essence of what they
are saying to make sure that the meaning is understood.
Social Skills: Getting along with others, participation in the creation of positive working
relationships. The term is linked to team/group skills.
Team/Group Skills: Skills to work well in a team or group projects and jobs. Drawing on
combined strengths, including leadership ability to be one of many who collaborate to get the
job done.
Networking: Skills to make connections between people, in offices or departments. This
skill may be more important as it related to company size.

Organizational Competencies
Organizations Skills: Managing tasks and projects and file well.
Leadership/Management Skills: Skills to manage other people to get results and taking the
initiative.
Meeting Skills: The skill to successfully run meetings and participate in meetings, which is
also connected to social skills and team/group skills.
Systems Perspective: This quality defines the individual as working within a broader
system, and employers are seeking candidates who acknowledge that they are working alone,
but are part of a bigger system, part of the company as a whole.
Computer Skills: The skills to use a computer competently are a quality sought by
employers. This includes knowledge of MAC/PC and software packages. Other technical
skill that employers mentioned included knowledge of photocopiers, fax machines and other
office equipment.
Quality Approach Knowledge: The understanding of work as a process. Several authors
indicated that Total Quality Management (TQM) knowledge is desired, since companies are
looking to offer quality services and products, and analyze processes for improvement.
Work Experience: Through an internship, externship, co-ops or other employment,
companies seek those who possess some work experience. This is quality paired with
business understanding.
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Customer Orientation: The skill to relate with people/clients/customers, and address
concerns or issues in a positive way.
Extra-Curricular Activities: These activities are those that a new graduate may have been
involved in outside of class while attending college.
Business Understanding: Relating to a business environment and its processes. This kind of
understanding would be gained through some sort of prior work experience.

International/Intercultural Competencies
Cross-Cultural Competency: The skill to deal with others unlike themselves and to do so
with a positive attitude. Since some individuals may not have extensive experience in dealing
with diverse people, this trait in a new graduate is viewed positively by employers.
Second Language: Some employers are seeking candidates with skill in other languages.
This is an advantage for job/residential mobility.
(International) Management: Business course in marketing or international marketing.
(International) Trade Theory: Business course in trade theory or international trade theory.
(International) Human Resources: Business course in human resources of international
human resources.

Domain Competencies
Basic Business Courses:

Some business courses were identified as being useful for new graduates to have
taken. Certain undergraduate business college courses were valued because they provided the
new graduate with some basic knowledge. Often articles pointed out that a new employee
would be taught what they did not know and that sometimes prior knowledge (as gained
through such classes) may not be applicable.
Domain Knowledge: Reflects the knowledge that a person gained through their
undergraduate major. Domain knowledge is the one area of concentrated skills/ability gained
through college education.

Conclusion
There is no gain saying the fact that the secretary is one single employee of any

organization that is most important and needed. No matter the innovation or invention
brought about by technology, the presence of the secretary is needed. The establishment of
every organization is geared towards meeting various demands in the market, this put the
continuity of organizations on the level of patronage obtained in terms of maintaining and
retaining customers as much as possible. Thus the image makers (secretaries) of the
organization are saddled with the responsibility of maintaining connectively, handling flow
of work and information both locally (internally) and externally with all professional and
ethical dexterity by employing personal competencies, communication competencies,
organizational competencies, international/intercultural competencies and domain
competencies. These competencies single out the secretary as an indispensable tem player in
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the actualization of goals and achievement of success of all organizations as highlighted in
this paper.
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