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Abstract 
This paper addresses human relation as a panacea to achieving effective and sustainable 
secretarial practices in Abia State Polytechnic offices.  Human relation is the master key that 
opens the door of good office practice, harmony/unity among office workers and attainment 
of organizational goal.  The paper looks at the factors for effective human relations in 
secretarial practices, the functions performed by secretaries to build good human relation, 
human relation skills expected of secretaries and management strategies for better human 
relations.  Four research questions guided the study. Descriptive survey was employed. The 
population consisted of eighty (80) secretaries in Abia State Polytechnic, Aba.  A thirty item 
questionnaire was developed and instrument for data collection with four point scale rating 
(SA-4, A-3, D-2 and SD-1). The instrument was subjected to face validation by three experts. 
Cronbach alpha reliability method was used to determine the internal consistency of the 
instrument which yielded a reliability co-efficient of 0.87 showing that it was reliable. Data 
were analyzed using mean and standard deviation.  Items with mean score above 2.50 were 
accepted while items with mean score below 2.50 were not accepted.  Findings revealed 
among others that good human relations promote an organization’s reputation, encourages 
effective performance of secretaries in the office and help in building effective business 
world.  Recommendations were made based on the findings that secretaries should maintain 
cordial relationship with all in the organization for effective work flow and management of 
the organization ought to understand that efforts should be complimented for and employee 
appraised when due to enable them give in their best. 
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Introduction 
     As human being co-exist, there tend to be the quest for interaction among people of 
different life endeavors’ whether in business, government, social clubs, schools, home work 
place where colleagues and other workers come together in a formal relationship to achieve a 
stipulated objective.  There is always inter-relationship of human beings with one another in 
the course of daily activities to gain mutual benefits. According to Ohakwe (2010), human 
relation is the integration of people into a work situation in a way that motivate them to work 
together productively, co-operatively and with the economic, psychological and sound 
satisfaction.  Hence, human relations are essential in one’s life as its focal point is yielding 
positive result in organizations and institutions where there is mutual understanding among 
the management and workers.  
      Human relations therefore refer to all interactions that exist among people whether 
conflicting or peaceful behavior.  Agu (2003), emphasized that human relation is very 



IJED Journals 
International Journal of Education Development  

ISSN: 1119-74-98 University of Uyo 

 

Vol. 22(3)  2018 Page2 

 

 

important in an organization as it aids shaping and protecting the image of the organization 
which indirectly discards sources of misunderstanding between the management, workers 
and trade unions.  When he/she  gets along with people, he/ she interacts with them, tolerate 
others’ ideas, race, religion, interest and cognitive ability even, respecting their privacy then, 
the relationship is quite close.  Yedovo (2001) said human relations programme represents an 
attempt to improve employee morale and motivation through improved two-way 
communication by employee participation in decision making process. Hence, this implies 
recognition of the role of status, prestige, esteem, provision of good leadership, no nepotism, 
tribalism and struggle for power but complimenting efforts. Elendu (2001) said that good 
human relations could be favourable when the secretary remembers that goals cannot be 
achieved in the organization with her performance.  

One of the primary functions of a secretary according to Elendu is meeting people 
that come to the office, sorting and arranging incoming mails, taking dictation and 
transcribing notes with the typewriter or computer, composing letters preparing reports, 
answering telephone calls making appointments for her boss and  reminding him, arranging 
material for conferences and filing documentation. Flippo (2006) has it that human relations 
connote dealing with the employee.  Flippo argue that there must be a reasonable merger of 
person and organization for effective human relations. in other words, giving room for 
training and seminars to the workers, appraising them when due and provision of good work 
environment gives them sense of belonging and treating the organization as theirs.   
According to Osuala (2004), human relation is the integration of people into a work situation 
that motivates them to work, together productively, co-operatively and with psychological 
and social satisfaction.  Onosanya (2004) said human relations programme represents an 
attempt to improve employee morale and motivation through improved two way 
communication and employee participation in decision making process.    
     Human relation as an integrated body of knowledge composed of various elements of 
discipline which play an important role in the discharge of duties of office secretaries such as 
provision of good working material for the workers, understanding and working with a boss, 
wearing smiles even under pressure, avoiding misplaced aggression seeing things objectively 
and accepting mistakes as well as apologizing (Ahukannah, 2001).      
    The objective of human relations in any organization include: to create a favourable 
corporate image for the organization, to induce the public to have understanding and 
goodwill towards the organization, to attract favourable attention and to create harmony, 
relationship to maintain co-operation. Organizations exist to accomplish these  set objectives  
achieving this requires the services of personnel trained in effective  human relations.  For 
the secretaries to be effective, he must be aware at all times that the person dealing with he is 
forming an opinion of the organization based on her reactions and interactions.  The secretary 
should exhibit good abilities in his interactions with her boss, boss’s counterparts, other 
office workers, organization clients, ;potentials customer, friends and public. To achieve this, 
the secretary should be an approachable person, pleasant, courteous, responsive and 
understanding (Onosanya, 2004).   Okolo (2009) added that the secretary’s duties are of an 
administrative nature. Since automation cannot substitute for personal skills that are essential 
to the job, the need for secretaries will continue.  In Abia State Polytechnic, it become 
challenging that effectiveness of the secretarial practices in the office must have a base on the 
good human relation.  
 

 
 
Statement of the problem 
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 Some bosses never see the good work of the secretary worthy of compliment but, 
complain either ineffective or tell the personnel department to transfer him/her to another 
office and bring the one they feel can commune with thereby showing nepotism, tribalism, 
struggle for power and criticizing efforts instead of complimenting .  these has affected the 
productivity of such secretaries.  The problem of the study is put in a question form; how can 
cordial relationship (human relations) affect the productivity/performance of a secretary in 
Abia State polytechnic, Aba? 
 

Purpose of the Study 
  The main purpose of this paper was to find out human relation: a panacea for effective 
secretarial practices in Abia State Polytechnic, Aba.  Specifically the study will sought to; 

1.  Identify the factors that make for effective human relations in secretarial practices in 
Abia State Polytechnic. 

2. Identify the functions performed by the secretaries to build human relation. 
3. Examine the management strategies for better human relations in Abia State 

Polytechnic, Aba. 
Research Questions 
     The following research questions guided the study: 

1. What are the factors for effective human relation in secretarial practices in Abia State 
Polytechnic, Aba. 

2. What are the functions performed by the secretary to build human relations? 
3. What are the management strategies for better human relations in Abia State 

Polytechnic, Aba? 
Methodology 

This paper adopted the descriptive survey design as it is most appropriate when the 
study is directed towards gathering of information on people’s perceptions, attitudes, views 
and opinion on an existing fact.  The population was eighty (80) secretaries working in Abia 
State Polytechnic, Aba. Due to the manageable number of the population, there was no need 
for sampling as all was used. The instrument for data collection was structured questionnaire 
known as Human relation: a panacea for effective secretarial practices in Abia State 
Polytechnic, Aba (HRPESPASPQ) administered to the response handy and retrieved same.   
The questionnaire was constructed on a four-point scale rating with strongly agree (SA) -
4,Agree (A) -3, Disagree (D) -2, Strongly Disagree (SD)-1.  The instrument was validated by 
three experts .  in order to establish the reliability, a pilot study was conducted on 20 
secretaries in Imo State.   Cronbach alpha reliability method was used to determine the 
internal consistency of the instrument which yielded a reliability co-efficient of 0.87 showing 
that it was reliable..  The data collected were analyzed using mean ratings and standard 
deviation to answer the research questions.   Any  item with mean score of 2.50 and above 
was regarded as Agree while an item with mean score below 2.50 was regarded as Disagree. 
 
Research Question 1: What are the factors that make for effective human relation in 
secretarial practice in Abia State Polytechnic, Aba? 
 
Table 1:Mean rating and standard deviation of factors for effective human relations   n= 80 
S/N     Items                       X        SD    Decision                                                                                                               
 
1 Being able to motivate workers        2.70        0.38     Agree 
2.  Ability to communicate politely        3.18        0.43     Agree      
3. Ability to encourage other workers                   3.25        0.27     Agree  
4.    Exhibition of high sense of responsibility                      2.68         0.87     Agree    
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5.   Ability to work without supervision                               3.18         0.37            Agree        
6,     ability to show consideration to others                 3.18         0.47     Agree   
7. Being mentally alert.                                                      2.75         0.51             Agree     
8. Being neat                                           2.81         0.40             Agree    
9.        Being co-operative with everyone in the 
           Institution/office.          3.37          0.29      Agree    
10. Ability to portray good attitude.                                     3.12          0.47      Agree  
 
Table 1 shows that ten items had their mean above 2.5 indicating that the respondents 
perceived that being able to motivate workers, ability to communicate politely, encouraging 
other workers, exhibiting high sense of responsibility, working without supervision ,being 
cooperative with everyone in the institution/office are factors for effective human relation for 
secretarial practices. 
 

Research Question 2: What are the functions performed by secretaries to build good human 
relations? 
 

Table 2:  Mean rating and standard deviation of functions performed by secretaries to build 
human relations.                                                                                                               N = 80 
S/N     Items                      X        SD.    Decision 
11. Ability to make effective communication                  3.25       0.26   Agree   
12. Ability to keep workers informed about  
           Issues in the institution         3.62       0.20   Agree    
13.  Ability to encourage the participation 
           of workers in the institution.                    3.75      0.36    Agree   
14. Ability to recognize excellent performance                  3.00      0.50              Agree    
15.   Maintenance of satisfactory working 
           environment.                      2.87     0.35    Agree    
16. Ability to consider the workers problem 
           and grievances.           3.25     0.52    Agree    
17. Ability to maintain appropriate work 
           standard.                                3.00     0.50    Agree    
18. Ability to maintain discipline among workers               3.25       0.61              Agree     
19. Ability to have retentive memory                  3.62       0.23             Agree      
20. Ability to respect a constituted authority                       3.68       0.75              Agree         
 
Table 2 shows that ten items had their mean above 2.5 indicating that the respondents 
perceived that  effective communication,  keeping  workers informed about issues in the 
institution, recognizing excellent performance, maintenance of satisfactory working 
environment, considering the workers problem and grievances, respecting constituted 
authority are functions for building  effective human relation for secretarial practices by 
secretaries.   
 
Research Question 3: What are the management strategies for better human relations in 

Abia State Polytechnic, Aba? 
 
 
 
Table 3:   Mean rating and standard deviation of management strategies for better human 
relations.                                                                                                             n = 80 
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S/N     Items                    X        SD    Decision 
21. Imposition of human relation atmosphere                2.87          0.45            Agree 
22. Recognition of the role of status, prestige 
            and esteem         3.00          0.50     Agree 
23. Provision of workers incentives.                 3.25          0.20     Agree 
24. Provision of good leadership                       3.37          0.29     Agree 
25.     Giving room for training and seminars to    
 the workers.                    3.75         0.31           Agree    
26. No nepotism, tribalism and struggle for power            3.87          0.32           Agree      
27 Giving appraisals to workers when due.                       3.68          0.76       Agree 
28. Provision of good working materials to       
           workers.                    3.37          0.29          Agree   
29. Provision of good work environment                 2.93          0.46          Agree     
30. Complimenting effort instead of criticizing it.             3.00           0.35          Agree           
Table 3 shows that ten items had their mean above 2.5 indicating that the respondents 
perceived that creating human relation atmosphere, recognizing role of status, prestige and 
esteem, provision of good leadership, provision of workers incentives, no nepotism, tribalism 
and struggle for power, giving room for training and seminars to the workers, provision of 
good working materials to workers and appraising workers  are management strategies for 
better human relations. 
 
Findings 
The major Findings were:  

1. . The secretaries will perform their secretarial practice excellently if they consider 
such human relation factors as co-operating with other workers, 
encouraging/considering others and communicating politely important. 

2. Functions by secretaries to build human relations are recognizing excellent 
performance, considering other workers problems and grievance and, maintaining  
discipline among workers 

3. There are strategies that management should apply for effective human relations in 
offices as giving appraisals to workers when due,, no nepotism, tribalism and struggle 
for power, provision of workers incentive and complimenting efforts instead of 
criticizing it. 

Discussion of findings     
      The findings from table 1 show all the items had above 2.5 indicating that factors are 
responsible for effective secretarial practices such as ability to communicate politely, ability 
to encourage others, showing consideration to others, portraying good attitude and co-
operating with everyone in the institution.    The findings  is in line with Ohakwe (2010) that 
said human relation is the integration of people into a work situation in a way that motivate 
them to work together productively, co-operatively and with economic, psychological and 
sound satisfaction.  This findings from  table 2 show that secretaries have part to play in 
building human relations such as keeping other workers informed about issues in the 
institution, encouraging the participation of workers in the institution, recognizing excellent 
performance, considering the workers problem and grievances maintaining discipline among 
workers respecting constituted authority.     The findings show  that a secretary has acquired 
a skill the distinguished him/her which is in agreement with Okolo (2009) who added that the  
secretary’s duties are of an administrative nature.  Therefore, as automation cannot substitute 
for personal skills that are essential to the job, the need for secretaries will continue. 
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This finding equally agrees with Yedevo (2001) who observes that human relation 
represents an attempt to improve employee morale and motivation through employee 
participation in decision making.  The finding from table 3 show that management has part to 
play in improving human relation in the institution such as recognition of the role of status, 
prestige and esteem, provision of workers incentives, provision of good leadership, giving 
room for training and seminars to the workers, avoiding nepotism, tribalism, and struggle for 
power, giving appraisals to workers when due and complimenting effort instead of criticizing 
it,  A remarkable aspect of the findings shows that respondents were ofthe view that both 
secretaries and  management have part to place in maintaining good human relations in the 
organization which is in agreement with Flippo(2005) that there must be a reasonable merger 
of person and organization for effective human relation. 
Conclusion 
     Based on the findings, conclusion was drawn that co-operating with others, understanding 
and respect to other people’ views increases human relation and   management to consider 
peoples effort and appraising them when due increases effective and efficient performance of 
the secretaries. 
Recommendations 

1. It is hereby recommended that secretaries should maintain cordial relationship with 
all in her office for effective work flow. 

2. There should be provision of working materials and effective communication channel 
to workers in the office by the management that will give the workers sense of 
belonging and resultant effectiveness and efficiency. 

3. Management of the organization should appraise  employee  when due as it  will 
motivate them toward the achievement of organizational goals. 
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