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Abstract

The Role of Information Technology (IT) and
Information Systems (IS) on Office Management (OM) and
Secretarial Duties (SD) Field.

(A Research submitted in partial fulfillment for the award
of the master degree in business Administration)

The SD field is completely depending on using modern
technology, and its demand is highly increased in an
environment shaped with technological development and
information technology. Further more, the SD is closely
linked with technology in general, and IT is a dynamic
engine for office work.

The importance of IT and IS in relation to SD and OA
is reflected in the application of technology on office
practice. The successful SD basically rests on recent
technology which requires modern facilities to help
effectively in office practice management. It is necessary to
think of ways and means to perform work as well as to
make the required amendments in work techniques. It is
also important to consider that modernization of technology
which requires sufficient knowledge and technical skills.

The study highlights the role of IT and IS on OM and
SD field with respect to College of Engineering and College
of Computer Science and Information Technology at Sudan
University of Science and Technology (SUST). The study
aimed at focusing on the importance of using technology
and modern systems in OA and SD field.

The study has adopted interview approach which has
been made with dean colleges and head of departments at
SUST.

The introduction of the study is concerned with the
framework of methodology, research problem, objectives and
its importance. It also includes tools of the research as well
as time and place limit. Chapter One examines the concept
of IT, IS and new developed technology. SD and OA is also
included in this chapter. Chapter Two has focused on the
historical background of SUST and the administrative
structure of the University. This chapter provides
information about the origin of the College of Engineering
and work techniques in the College of Computer Science
and information Technology.



The study came out with adopted the following
recommendations:

1. To provide training and rehabilitation of human
resources to cope with the new technological
requirements.

2. To provide studies abroad for employees working in SD
in order to cope with technological tools so as to facilitate
implementation on returning home.

3. Administrated units should apply modern techniques
and concepts of advanced technology thus providing
failure.

4. It is necessary to uplift the staff cadre by training
courses and provide them with technological knowledge.

5. It is necessary to modernize and furnish offices with the
required equipments to help the staff to perform their
duties.



