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Abstract 
This research work was conducted to identify Database Management Skills 

required by secretaries for effective job performance in the Federal Polytechnic 

Bida. The research design was a survey. The population for the study consisted of 

fifty (50) secretaries in the Federal Polytechnic Bida. A modified 5 points likert 

scale questionnaire was used to collect data which was analyzed using mean and 

standard deviation. From the findings of this research, it was revealed among 

others that, database management security skills, database management design 

and planning skills and database software management skills were some of the 

skills required of secretaries in the Federal Polytechnic Bida. It was concluded 

that the success of a database management depends largely on the acquisition of 

the above mentioned skills for effective management of database. It was therefore, 

recommended that secretaries should endeavor to obtain a formal education in 

database management discipline as this will sharpen, expose and broaden their 

perception about managing database of an organization successfully. Secretaries 

in the institution should periodically review the goals and objectives for which the 

databases were created as this can be achieved through the identification of 

strength, weakness, opportunities and threats inherent in database management 

by implementing strategic database work plans. The institution should 

periodically organize seminars, workshops and lectures for secretaries to enable 
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them acquire what is recent about database skills, ideas and database managerial 

abilities necessary for self-reliance. 
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Introduction 
In the early days of computerization, it 

was normal to maintain specific files of 

individual applications.  Data were 

processed centrally in batches and there 

was little or no online interrogation of 

data.  This approach is wholly inefficient 

for most of today’s data processing 

systems.  The world has gone 

technological and this has permeated 

every field of endeavour including 

offices.  Database according to Francis 

(2018) is a computer software application 

that interacts with end-users, other 

application and the database itself to 

capture and analyze data. 

Database management involves data 

gathering and reduces the task of 

information processing so that required 

information is made readily available to 

those who need them. It is the heart of any 

organization or system.  It manages the 

current data as well as historical data.  

User should be able to get the accurate 

information from the organization 

(Francis, 2018). 

Secretaries are responsible for the smooth 

running of the day to day communication 

of their organization.  Competent 

secretaries make it possible and 

convenient for organization to function 

effectively and efficiently.  They work 

closely with the organization partners and 

management to meet staff, equipment and 

other organizational needs.  They 

maintain effective records and 

administrative activities that enable the 

good running of an organization .They 

also carry out a range of administrative 

information technology (IT) related task 

depending on the employing 

organization.   

Office operation today according to 

Francis, 2018 are obviously based upon 

digitalization, hence, management 

requires increasing skills broader than 

those required of the office management 

graduates of the past.  The study is 

therefore an attempt to examine the 

database sub-skills needed by secretaries 

in the Federal Polytechnic Bida to enable 

them demonstrate practical proficiency in 

the use of these skills. 

 

Statement of the Problem 

At this era of information age, and the age 

of global village there is need to make 

filing system computerized, so that 

secretaries can make their work more 

expedient and easier.  In time past, 

secretaries are trained with the use of 

manual system in performance of their 

duties especially in the area of data 
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management which made the organization and less productive 

In addition, office activities in various organizations were observed to have some 

Information and Communication Technology equipment and facilities but there seems 

to be no clear evidence of effective utilization by the secretaries due to lack of 

necessary skills. This scenario suggests that Secretaries may not have the needed 

Information and Communication Skills for effectiveness in their functions. It is 

therefore pertinent for this study to determine the database management skills required 

of secretaries in the Federal Polytechnic Bida. 

 

Purpose of the Study 

This study was designed to identify the Database Management Skills required of 

secretaries in the Federal Polytechnic Bida. Specifically, the study aimed at: 

1. Identifying the database management security skills required for effective 

performance of secretaries in the Federal Polytechnic Bida. 

2. Identifying the database planning and design skills that influence the great 

performance of secretaries in the Federal Polytechnic Bida. 

3. Identifying the database software management skills needed for effective 

performance of secretaries in the Federal Polytechnic Bida. 

 

Research Questions  

The research questions postulated for this study were: 

1. What are the database management security skills required of secretaries in 

ensuring data  security in the Federal Polytechnic Bida? 

2. What are the database management design and planning skills required of 

secretaries for  database design and planning in the Federal Polytechnic Bida? 

3. What are the database software management skills required of secretaries for 

effective management of database software in the Federal Polytechnic Bida? 

 

Database (DB) and Database Management System (DBMS) 

Ezenwafor (2011) defined database as a place to store information. The information 

which is managed or processed by a software application to produce the required 

information for use by management, that information could be sales figures, an 

inventory of computers own by the organization, a list of key clients, time-sheet 

information, the Compromised Intellectual Property: Your intellectual property, trade 

secrets, inventions, proprietary practices may be critical to your ability to maintain a 

competitive advantage in your market. If that intellectual property is stolen or exposed, 

your competitive advantage may be difficult or impossible to maintain or recover. 
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Database Designs, Planning and its Importance 

Database design is a collection of steps that help create, implement, and maintain a 

business’s data management systems with the primary purpose of producing physical 

and logical models of designs for the proposed database system.  A well designed 

database is essential to guarantee information consistency, eliminate redundant data, 

efficiently execute queries, and improve the database’s performance (Naheem, 2019). 

Management design process consists of the following: 

• Determine the purpose of your database 

• Find and organize the information required 

• Divide the information into tables 

• Turn information items into columns 

• Specify primary keys 

• Set up the table relationships 

• Refine your design (Ogidefa, 2008).   

 

Database Planning in Database Management is the management activities that permit 

the stages of the database system development life cycle to be realized as efficiently 

and effectively as possible. Effective database planning means that your software is 

capable of managing and consolidating all the data generated and relied upon by your 

business. A good database plan will allow your organization to develop a clear 

structure for the way in which data is stored and managed by every person or 

application using it. This process will also help identify a base for future needs and 

could provide the framework for both an immediate and long term growth strategy. 

Planning a database correctly is essential to the success of your application and its 

usefulness to the people managing it and the organization it supports (Nwabueze, 

2011) 

A database management as postulated by Chukwumezie and Nwogwugwu (2007) 

enhances data gathering and reduces the task of information processing such that 

required information is made readily available to those who need them. Therefore, 

Database management sub-skills that are applicable to the performance of secretaries 

are as follows: 

• Navigating database software: knowing how to use database software to find 

records, sort, review, edit, print, and other functions, knowing how to use 

built-in forms and exploring the software and learning various functions and 

features writing queries and report using available tools, coping data into other 

formats for further analysis. 

• Looking and analyzing data; the ability to use data efficiently to improve your 

programs. Include looking at lists and summaries, looking for patterns, 
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analyzing results, and making presentation to others, familiarity with the data 

available to you, knowledge of the programs, understanding the needs of 

client/ audiences, and willingness to explore creative approaches to use data. 

• Data integrity: understanding definitions, programs guidelines, and sources of 

data. Developing clear channel of communication. Reviewing data and 

working with colleagues to make sure that data is accurate. Beware of 

potential weakness in data when analyzing and using the data. 

• Managing accounts and files: keeping track of online accounts and helping 

others to keep track of their accounts, usernames, and passwords. Knowing 

how to organize files and folders on their computer or network. Knowing how 

to copy, move, upload or download files and photos, understanding how to 

use email to send attachment. 

• Database design and planning: understanding database design concept, 

include "relational database design concept" (table structure, one-to- many 

relationships). Understanding the benefits and limits of various types of 

Database, including personal computer and online databases. Ability to 

participate in short- term and long- term planning about database projects and 

to decide how to efficiently store and analyze various types of data (Leonard, 

2010). 

 

Database Management Skills Needed by Secretaries  

Azih, Ogala & Okoronkwo (2019) identified the following as database management 

skills needed by secretaries for effective secretarial performance: skills on how to 

maintain data Integrity, skills on how to develop data form, develop web page, separate 

data, develop data entry screen, use data report, sort data in sequence, access data 

currently, sort records in ascending and descending order, execute program 

instructions, skills on how to create payroll for workers, analyze data using statistical 

tools, operate database using graphics, text box,  and classify data into convenient 

group 

 

Methodology 

The researcher adopted survey method in the process of conducting this research 

which involves the use of questionnaire. The population of the study consisted of 50 

Secretaries from the Federal Polytechnic, Bida, Niger State.  The Researcher 

purposefully adopted the total population of the Secretaries in the Institution because 

of their manageable size. 

The  questionnaire was based on five point likert scale rating of strongly agree (5 

points), Agree (4 points), strongly disagree (3 points), Disagree (2points), Undecided 
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(1 point). The researcher personally administered Fifty (50) copies of the 

questionnaires to all the Secretaries in the Federal Polytechnic Bida. Out of the Fifty 

(50) questionnaires distributed, Forty One (41) representing 82% were fully completed 

and return. The data collected from respondents were presented in tables and analyzed 

using mean and standard deviation. The researchers used mean to determine the level 

of significance of each item in the questionnaire.  Decision Rule: Any mean point less 

than or equal to 2.99 “rejected” while any mean point greater than or equal to 3.0 was 

“ accepted. 

 

Data Analysis  

Research question 1. What are the database security management needed by 

Secretaries in ensuring data security in the Federal Polytechnic Bida?  

 

Table 1: Mean responses on the Database security management skills needed by 

Secretaries in ensuring data security in the Federal Polytechnic Bida?  

         N41 

S/No ITEMS SUM X  SD REMARK 

1 Ability to encrypt sensitive data in 

database               

127  3.097      0.916      ACCEPTED 

2 Ability to keep database software up 

to date 

168 4.097 1.157 ACCEPTED 

3 Ability to set up auditing and robust 

logging 

171 4.170 0.919 ACCEPTED 

4  Ability to protect documents against 

attacks with a database proxy 

160 3.902 1.392         ACCEPTED 

5  Ability to maintain stringent user 

account management 

186 4.536 0.636        ACCEPTED 

6 Ability to keep track of online account 

with username 

139 3.390 0.833        ACCEPTED 

7 Ability to send email attachment 184 4.487 0.869         ACCEPTED 

8 Ability to assign passwords to an 

online accounts 

186 4.536 0.552 ACCEPTED 

9 Ability to organize database files and 

folders on computer or network           

 175 4.268 0.949 ACCEPTED 

10  Ability to save database tables. 179 4.365 0.536 ACCEPTED 

11 Ability to update data in an existing 

files                              

178 4.341 0.574 ACCEPTED 

12 Ability to move files on database 182 4.439 0.549 ACCEPTED 

Source: Research data (2022).  
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Table 1 revealed that the ability to encrypt sensitive data in database (× 3.097 SD 

0.916), ability to keep database software up to date (× 4.097 SD 1.157), ability to set 

up auditing and robust logging (× 4.170 SD 0.919), ability to protect documents 

against attacks with a database proxy (× 3.902 SD 1.392), ability to maintain stringent 

user account management (× 4.536 SD 0.636), ability to keep track of online account 

with username (× 3.390 SD 0.833), ability to send email attachment (× 4.487 SD 

0.869), ability to assign passwords to an online accounts (× 4.536 SD 0.552), ability 

to organize database files and folders on computer or network (× 4.268 SD 0.949 ), 

ability to save data tables (× 4.365 SD 0.536), ability to update data in an existing files 

(× 4.341 SD 0.574), and ability to  move files on database (× 4.439 SD 0.549) were all 

accepted to be the database security management skills needed by secretaries in the 

Federal Polytechnic Bida.  

Research Question 2: What are the database management design and planning skills 

needed by Secretaries for database design and planning in the Federal Polytechnic 

Bida? 

 

Table 2: Means response on the database management design and planning skills 

needed by Secretaries for database design and planning in the Federal Polytechnic 

Bida?        N=41 

S/No ITEMS SUM X  SD REMARK 

1 Ability to enter data on data sheet              136 3.317      0.878       ACCEPTED 

2 Ability to control text in database 129 3.146 0.882 ACCEPTED 

3 Ability to extract data from existing 

files 

166 4.048 1.139 ACCEPTED 

4 Ability to change database format 177 4.317 0.960         ACCEPTED 

5 Ability to modify table structure 187 4.561 0.776      ACCEPTED 

6  Ability to create database table using 

design view 

180 4.390 0.770          ACCEPTED 

7 Ability to assign primary keys 128 3.122 0.899         ACCEPTED 

8 Ability to save database tables 178 4.341 0.574 ACCEPTED 

9  Ability to establish and execute an 

entry relationship         

182 4.439 0.549 ACCEPTED 

   Source: Research data (2022) 

 

Table 2 revealed that ability to enter data on data sheet (× 3.317 SD 0.878), ability to 

control text in database (× 3.146 SD 0.882), ability to extract data from existing files 

(× 4.048 SD 1.139) as well ability to change data format (× 4.317 SD 0.960) , ability 

to modify table structure (× 4.561 SD 0.776), ability to create database table using data 

design view (× 4.390 SD 0.770), ability to assign primary keys (× 3.122 SD 0.899) as 
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well as ability to save database tables (× 4.341 SD 0.574), and ability to establish and 

execute an entry relationship (× 4.439 SD 0.549) were all accepted to be the database 

management design and planning skills needed by secretaries in the Federal 

Polytechnic Bida.  

Research Question 3: What are the database software management skills needed by 

Secretaries for effective management of database software in selected organizations in 

The Federal Polytechnic Bida? 

 

Table 3: Mean responses on the database Management skills needed by Secretaries for 

effective management of database software in the Federal Polytechnic Bida? 

  N=41                                                                                                             

S/No ITEMS SUM X  SD REMARK 

1 Understanding how to locate records 

and use other software functions                     

182  4.439    0.549       ACCEPTED 

2 Understanding how to use reports and 

build in form in a database 

178 4.341 0.574 ACCEPTED 

3 Understanding how to write reports 

and queries using tools and copying 

data into excel 

178 4.341 0.911 ACCEPTED 

4 Understanding how to relate different 

components in a database 

190 4.634 0.581    ACCEPTED 

5 Understanding how to use database 

software to find records 

194 4.731 0.501      ACCEPTED 

6  Understanding how to use database 

software to review records 

180 4.390 0.945          ACCEPTED 

7 Understanding how to use database 

software to sort records 

170 4.146 0.988      ACCEPTED 

8 Understanding how to use database 

software to edit records.                      

186 4.536 0.552 ACCEPTED 

Source: Research data (2022) 

 

Table 3 revealed that understanding how to locate records and use other functions (× 

4.439 SD 0.549),  understanding how to use reports and build in form in a database  (× 

4.341 SD 0.574) ,  understanding how to write reports and queries using tools and 

copying data into excel  (× 4.341 SD 0.911) and as well understanding how to relate 

different components in a database  (× 4.634 SD 0.581), understanding how to use 

database software to review records  (× 4.731 SD 0.501), understanding how to use 

database software to review records (× 4.390 SD 0.945) , understanding how to use 

database software to edit record with a mean score of (× 4.146 SD 0.988) and also 
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understanding how to use e-mail to send attachment  (× 4.536 SD 0.552) were all 

accepted to be the database software management skills required of Secretaries in the 

Federal Polytechnic Bida. 

 

Discussion of Findings 

What are the database management security skills needed by Secretaries in ensuring 

data security in the Federal Polytechnic Bida?  

Table 1: from the analysis gathered in relation to the necessary database skills that are 

required for data security, it was evident that all the respondents have positive 

conception about the database security management skills needed by secretaries in the 

Federal Polytechnic Bida in ensuring data security.  This is in agreement with the Azih, 

Ogala and Okoronkwo (2019) which stated that database Security is a collective 

measure used to protect and secure a database or database management software from 

illegitimate use and malicious cyber threats and attacks. 

What are the database management design and planning skills needed by secretaries 

for database design and planning in the Federal Polytechnic Bida?  

In table 2: it was evident that all respondents have agreed that database skills for 

database design and planning are most necessary and this is in agreement with the 

words of Naheem (2019), which stated “a well designed database is essential to 

guarantee information consistency, eliminate redundant data, efficiently execute 

queries and improve the database’s performance. 

What are the database software management skills needed by secretaries for effective 

management of database software in the Federal Polytechnic Bida? 

 From the analysis in Table 3, it was gathered in relation to the required database skills 

for managing database software, that all the respondents are of good opinion about the 

database skills and this is in agreement with the words of Francis (2018)  who stated 

that secretaries should have the ability to relate different components of database, 

understand how to use database software to find records and also understand how to 

use database software to edit records amongst others.  

 

Conclusion 

The success of a database administrator/Manager depends largely on the acquisition 

and display of necessary skills such as Database Security Management Skills in 

ensuring data security, Database Management Design and Planning skills for database 

design and planning and Database Software Management skills for effective 

management of database software and it is notable that secretaries cannot perform 

effectively without high possession of those skills. 

These database skills are not looked at for immediate performance of the work at the 

moment but those database skills would be required as the secretaries advance and 
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business of the organization expands. Therefore, there is need to draw a database skills 

profile and identify those database skills that are necessary and crucial and ensure its 

consistent updating and application in database management policies and procedures. 

 

Recommendations 

(1)  Secretaries in the Federal Polytechnic Bida should endeavor to obtain a formal 

 education in database management discipline as this will sharpen, expose and 

broaden their  perception about managing database of an organization 

successfully. 

(2)  Database administrator/Managers in any organizations should periodically 

review  the goals  and objectives for which the databases were created. 

This can be achieve through the  identification of strength, weaknesses, 

opportunities and threats inherent in database  management by implementing 

strategic database work plans. 

(3)  The Institution should periodically organize seminars, workshops and lectures 

for the   secretaries to enable them acquire what is recent about database skills.. 
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