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ABSTRACT 

The efficiency and effectiveness of the Office Manager in a cont emporary organizati on is a 

product of the avail ability of office technol ogi es and t he applicati on of skills and compet enci es of 

the Office Manager. The role of Office Managers i n busi ness has changed tremendousl y as a 

result of const ant changes in office technol ogy.  It is not uncommon t o find some organizati ons 

still subjecti ng Office Managers t o t he use of manual typewriters, traditional ways of records 

manage ment (paper filing) etc. When Office Managers are not provided wit h efficient and 

effective cont emporary worki ng t ools, productivity is defi nitely bound t o be low. Thus t his paper 

consi dered t he avail ability and usage of modern office technol ogy by Office Managers and how 

it affects t heir j ob perf or mance. Based on a survey of 90 randoml y select ed Office Managers 

from 6 different cont emporary organizati ons were used f or t he st udy. 3 vali dat ed i nstrument 

Modern Office Technology Avail ability ( MOTA), Modern Office Technol ogy and Secret ary’s 

Us age ( MOTS U) and Modern Office Technol ogy and Secret ary’s Productivity ( MOTSP) were 

adapt ed, modified and used f or t he st udy. Weight ed mean was used in anal ysi ng t he dat a 

collected. The fi ndi ngs of the st udy reveal ed t hat the productivity (efficiency and effectiveness) of 

the Office Manager is related t o and det er mi ned by t he avail ability and usage of modern office 

technol ogi cal gadgets. It was t hen recommended among ot hers t hat cont emporary organizati ons 

shoul d be technol ogi cally compli ant i n t he purchase of office machi nes and equi pment and t hat 

Of fice Managers shoul d be trai ned and re-trai ned i n t he use of modern office machi nes and 

equi pment so as t o i ncrease t heir knowl edge level and out put.  
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