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ABSTRACT

The effidency and effectiveness o the Gfice Manager in a contenporary organizaion is a
product d the availability of dfficetechnol ogies and the applicaion o skills and conpetencies of
the Ofice Manager. The rde o Ofice Managers in business has changed trenendously as a
result o constant changes in dfice technology. It is nat uncommon to find sone organizations
still suljecting QGfice Managers tothe use d nanual typewriters, traditional ways o records
management (paper filing) etc. \When Gfice Managers are nat provided wth effident and
effective contenporary working tods, productivity is definitely bound to be low Thus this paper
consi dered the availability and usage of nodern office technol ogy by Gfice Managers and how
it afects their job perfor mance. Based on a survey o 90 randomy selected Gfice Managers
from 6 dfferent contenporary organizaions were used for the study. 3 vaidated instrunent
Modern Gfice Technology Availability (MOTA), Mbdern (fice Technol ogy and Secretary’s
Wage (MOTSU and Mbdern (fice Technol ogy and Secretary’s Productivity ( MOTSP) were
adapted nmodified and used for the study. Wighted nean was used in analysing the data
collected The findings of the study reveal ed that the productivity (effidency and effectiveness) of
the Gfice Manager is relaedto and deter mned by the avail ability and usage o nodern dffice
technol ogica gadgets. It was then recommended among a hers that contemporary organizati ons
shoul d be technd ogically conpliant inthe purchase of dofice machines and equi pment and that
(ffice Managers should be trained and re-trained in the use o nodern dfice nachines and
equipnent so astoincrease their know edge level and out put.
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