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Abstract

The study examined using modern office technology and its
impact on the executive secretary performance. It is aimed
to give more consideration and interest in the modern office
technology and the role to play in the office work
development. It is also aimed to improve the functional
performance through speed-up work finishing at fast and
accurate level as well as at lower cost. Further to highlight
the feedback of training on staff use the technology and its
impact on their performance. The quality of the programs to
run the electronic office and networks and their effect on
improving and developing performance of staff. Moreover, it
is aimed to conform to the latest developments and
modernize the office work by using modern programs and
equipment.

The problem of the study stemmed from What is The
relationship between using modern office technology and
the executive secretary

To answer the said question and others, the study assumed
that there is a relationship between using the Hardware and
software and the executive secretary performance. It is also
assumed that there is a relationship between electronic
networks and the executive secretary performance.

The most important findings as follows:

- Using the Smart Phones in the executive office work would
reduce the exerted efforts in communication operation and
fast transfer of information and data.

- Using multi-typewriter functions (typing, printing,
photocopy, scanner and fax) in office work would speed-up
finishing work and provide more space for office.

- The work performed by internal network would assist in
carrying out most office activities through computer at fast
rate and less time and efforts. Therefore, there is no need to
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move from one office to another and the human efforts will
be dedicated to work and improve performance.

The most significance recommendations:

- To pursue the modern training programs on the basis of
scientific approach, measurement and following the
training results and its impact on the executive secretary
activities.

- It is necessary to provide equipment and the modern
programs which would share in completion of work and
reducing time and efforts.

- To adopt the internal electronic correspondence instead
of paper documents through internet and therefore, it is a
large contribution to complete work at short time and
less expenenditure.
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