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Abstract : All changes in the office environment were and are still driven by advances in technology. The impact of computers
on office work has resulted in numerous changes in office activities, procedures and the expectations from office managers and
secretaries. This study investigated the level of knowledge and use of computer office application packages by secretaries and
office  managers  in  higher  educational  institutions  in  Ogun  State  and  the  implications  of  these  on  their  performance
enhancement. The study is an ex post facto research and adopted the survey design for the collection of data. Two hypotheses
were formulated,  and a  questionnaire  was developed and tested at  0.05 level  of  significance.  All  office  managers  and
secretaries in the service of higher educational institutions in Ogun State, Nigeria formed the population of the study. The
study was limited to federal institutions and a total of 120 office managers/secretaries were selected to form the sample such
that 40 office managers/secretaries were randomly selected from each of the three Federal higher institutions in the State, that
is Federal University of Agriculture, Abeokuta, Federal Polytechnic, Ilaro and Federal College of Education, Osiele, Abeokuta,
Ogun State. Analysis of data and hypotheses tests were carried out with frequency counts, percentage and T-Test. The result
indicated varying levels of awareness on office application tools with limited knowledge and use of computer application
packages by office managers/secretaries. The results also showed that good knowledge and high use of office application tools
enhance performance of office managers/secretaries. The study recommended that there should be maximum institutional
resources and support and personal development on the part of the office managers to ensure update knowledge and maximal
use of office application tools by office managers/secretaries.
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