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ABSTRACT

This study identifies the training opportunities available to professional secretaries in first Atlantic bank Plc and Oceanic Bank Plc Okpara Avenue, Enugu.

The study consisted of issues concerning training opportunities, how they are being financed, the organization who plans or organizes such training, the reactions of secretaries concerning their training opportunities as well as the obstacles they experience in such training opportunities.

Questionnaire was used in collecting the data which were analyzed suing percentage formula. 

The population consisted all the professional secretaries in first atlantics bank plc and oceanic bank plc Okpara avenue, Enugu.

They are 50 in number, sample of 50 secretaries was drawn from the population through stratified random sampling form the data analyzed, the following were made to:

· Find out type of training opportunities available to the secretaries in tertiary institutions in Enugu state.

· Find out how often these secretaries go through such training?

· How these opportunities were provided?

· Determine whether these secretaries are happy with the type of training opportunities offered to them.

· Determine alternative suggestion about suitable training opportunities to be offered to secretaries.

For the above findings, the researcher made the following recommendations.

· Secretaries should attend seminars / workshops, conferences, so as to improve their status and increase their efficiency in the handling of administrative affairs of the organization.

· Secretaries should be encouraged to participate in many other training opportunities.

· Secretaries and professional bodies like (J.C.S.N) and (NABTE) should be left alone to conceive originate, plan and organize all their training opportunities.

· The management and professional organization should actively participate in organizing and planning professional development activities.
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CHAPTER ONE

INTRODUCTION

1.1
BACKGROUND OF THE STUDY

As competition between personal assistance and personal secretaries geared up, it becomes imperative to turn attention and evaluate the professional growth of personal secretaries in government parastatals which are naturally insatiable.
For a secretary to perform her functions efficiently and effectively, she must have undergone some educational training and obtained the basic offices knowledge and skills for days are gone when any person that work in an office under the supervision  of boss is being regarded as personal secretary. A personal secretary is therefore quite different from a clerk, a typist and other workers. I time past, secretarial profession was the responsibility of commercial schools, in that period those who attended commercial schools were regarded as secretaries, but I actual sense they were typist.

However, changes came to the organization of secretaries at the advert of industrial revolution when techniques and training developed. Carr – Saunders et a. (1064, :. 250) also profession took place almost in our own time and may be traced down to the profound changes which have come over the educational world. Secretarial profession in Nigeria today i.e. distinguished as one of the profession that exist as a result of its immense contribution to the world which generally is concerned and taken as an instrument for achieving material in growth, more so, now that there is urgent need for it. A secretary has been defined by the national secretaries association (international) as” an executive assistant who posses a mastery of skills. Who demonstrate the ability to assume responsibility without direct supervision, who exercises initiative and judgment and who makes decision within the scope of assigned authority?”


However, the main reason for this research is to clearly examine and determine those vital or important activities that personal secretaries undertake to ensure continued professional growth usually witnessed through the efficiency of their continued service in first Atlantic bank plc and Oceanic bank plc. Okpara Avenue Enugu. And the effect on their performance.


Traditionally, higher institutions are established to equip efficiency with accessory skills, knowledge and attitudes to enable them line as active members of a given society. Nationally also people who have entered into the world of work grows with experience of the job which ultimately result to increase in productivity people also trained to gasp a desired experience to enable them perform in a given field in which training is given .


Secretaries are among other culture of workers that requires occupational training to perform better; secretaries are also known to exist in different offices with or without proper training.


The researcher are constrained to know if any opportunity exist for secretaries to grow while I an employment and if such opportunity helps to boost their performance on the job. It has also not been known the type of training these secretaries received to help them acquire the professional expertise required. This research work therefore is an attempt by the researchers to determine the professional growth activities of personal secretaries especially these in first Atlantic Bank plc and Oceanic Bank Plc Okpara Avenue Enugu and the effect of such activities on their job.

1.2 STATEMENT OF THE PROBLEM
Since our institutions of higher learning are determined towards producing adequate man power capable of undertaking secretary’s functions in our various organizations giving those secretaries pure professional training is work. While. After it is difficult to know what constitutive the professional training for secretaries who given and finance those professional training are also not known. This research work therefore attempted to determine professional development activities of personal secretaries in financial institutions in Enugu state.

1.3 PURPOSE OF THE STUDY

The main purpose of the study is to 

· Find out the type of training opportunities available to the secretaries in tertiary institutions in Enugu state.

· Find out how often these secretaries go through such training

· How are these opportunities provided?

· Determine whether these secretaries are happy with the type of training opportunities offered to them.

· Determine alternative suggestion about suitable training opportunities to be offered to secretaries 

1.4 DELIMITATION OF THE STUDY

This research work determined only the training opportunities available to secretaries in first Atlantic bank plc and Oceanic bank plc, Okpara avenue Enugu.

1.5 SIGNIFICANCE OF THE STUDY

The result of the study will expose the personal secretaries to the type of activities that the world engage in for them professional growth.

The result of the study will equally help first Atlantic Bank plc and Oceanic bank plc, Okpara avenue in Enugu to determine the type of professional growth activities they world engage their professional secretaries to appreciate the type of professional growth activities they would engage later in their professional position.
1.6 RESEARCH QUESTIONS

The following research question was developed for the study:

· What type of professional growth activities does personal secretaries engage in ?

· How organizes such activities?

· How are these activities financed?

· How far are these personal secretaries satisfied with the type of professional growth activities they have so far engage in ?

· What problem do secretaries encounter from engaging in professional growth activities

1.7 ASSUMPTION OF THE STUDY

The researchers assumed that in people are properly trained and given the incentive to improve their professional skill, their performance in the practice of the skill will maximally improve.

1.8 DEFINITION OF TERMS

Professionalism

This can be defined as behaviour, activities, aims or qualities that characterize a professional person. It is good here to mean secretaries in practice especially those belonging to professional association of secretaries.

Growth

Process of development or an increase in value

Personal secretary

National secretaries association (international) defines personal secretaries as “ an executive assistance who possess a mastery of skills; who demonstrates the ability to assume responsibility without direct supervision; who exercises initiative and judgments and who makes decision within the scope of assigned authority”.

First Atlantic bank and Oceanic bank
They are first generation banks that have branches in Enugu

Enugu state

A state in the federal republic of Nigeria 

Performances 

Being faithful in the performances of a duty. This is state of doing activity well and fine. It is used here to mean effectiveness and efficiency in doing something especially a job.
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