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Abstract

This thesis is a case study wherein some hypotheses are made and
tested. The methodology adopted combines the historical / descriptive and
analytical approaches with the statistical techniques as facilitated by the
statistical package for social sciences. (SPSS).

The study aims to identify solutions for a host of administrative
problems and assess their negative impact on performance. The main
emphasis is put on the role of sound office management and proper use of
modern technologies in facilitating and enhancing the effectiveness of
administrative work. More specifically, the study focuses on identifying
problems impinging on administrative performance at Omdurman Ahlia
University, and attempts to put for ward appropriate procedures and
modes of work to redress the identified shortcomings.

Three hypotheses are made and tested. The first hypothesis
establishes a correlation between office management on the one hand, and
performance efficiency, on the other. The second hypothesis assumes a
correlation between use of modern technology in office managements and
levels of efficiency in carrying out administrative work. The third
hypothesis is that improving efficiency of office work at Omdurman Ahlia
University requires, among other things, fuller utilization of modern
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technologies currently available at the university. After all, a computer is
much more than a modern version of typewriter.

To obtain answers to the questions posed by the study a
questionnaire has been designed and distributed to staff members and
administrators at the university. Findings of the analyzed data show that: -

- It is imperative to introduce and widely use the various modern
library technologies and media of communications, especially the
Internet.

- More efforts should be made to enhance efficiency of utilizing
existing technologies through well-designed in-service training
programmers.

Finally the study recommends the following arrears for further

research: -

1. The future role of office management in enhancing administrative

efficiency in higher education institutions.

2. The growing impact of information technology on performance

efficiency in office management.

3. The role of Executive secretariat and office management — as

distinct specialization, in developing management sciences.
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