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Abstract. 

The paper examines the information needs, seeking behaviour and 
utilization of the administrative personnel of Kogi State College of 
Education (Technical) Kabba. A questionnaire was used to collect the data 
required for the study. The study revealed that effective administrative 
functioning rests on the quality and sources of information apparatus, such 
as functional library, telephone, photocopy machine, radio, television and 
capable network to collect information on administrative duties. The study 
find that administrative personnel consult information sources, such as 
textbook, journals, newspapers/magazines, dictionaries/encyclopedia and 
published proceedings of and conferences/symposia/seminars in the process 
of seeking information on specified administrative matters. The information 
acquired from the various sources is basically used for decision-making, 
problem solving, keeping abreast of administrative innovation and latest 
technology in the field of administration. 

 
 
   Administration, in any sector, requires current information to be effective, 
this is so because the actions and reaction of administrators and the audience are 
hinged upon how well informed both sides are. There is no sector of the economy that 
does not require effective administration in order to annex various but diverse human 
and material resources and demonstrate effective administrative skill; administrators 
must have access to current information or regular bases. Information is a vital 
commodity for policy-making, planning and implementation in order to meet specific 
needs of the users. Information empowers the users to take an action; such an action 
may have far-reaching effect on the performance of the organizations working 
mechanism. Opeke (2000) opined that the major function of information is to increase 
the knowledge of the user to reduce his level of uncertainty. 
 

Administration theory and principles have a general application, though there 
are peculiarities with different sectors, the sources, needs, and seeking behaviour 
vary. The administrative segment of academic set-up provides administrative 
supportive services to the academic programmes. This segment is, therefore, a 
complementary service unit in the area of formulating, processing and documenting 
information that would lead to the implementation of academic programmes.  
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        In the event of performing these functions, administrators must identify their 
information needs; they should source for it and eventually utilize it for the purpose of 
implementing specific academic *programmes. Administrators’ performance will be 
enhanced if accurate information is obtained and utilized in the course of performing 
their duties. 
          In line with this premise, Opeke (2000) observed that information also affects 
the way in which public employees work within the management process because 
they want to gain a sense of satisfaction from a job properly carried out. Therefore, 
information that allows them to compare actual results with projected results is 
essential and desirable.      
         In this age of information explosion when so much information is available, a 
manager needs to ask the right questions in order to receive the right answers.         
                                                                                                               
Kogi State College of Education (Technical) Administrative Set Up                                                                                 
         The administrative workers as it is used in this paper is made up of those 
involved in the administrative decision making process and its implementation. There 
is no academic programme segment without the supportive administrative staff. In the 
college of education (Technical) Kabba, the centre of administration of the college in 
within the provost’s office, the registrar’s office, the bursary office, the works and the 
college Liberian’s office. Other vital administrative units include admission, 
establishment, academic /student affairs, schools {vocational and technical education, 
science, preliminary studies and Education.} and directorate of academic 
programmes. 
 The administrative system of the college has been developing with few 
supportive staff at the time the college took off, all sectors has been growing 
tremendously both in quality and in operation. 
 
Objectives of the Study 
The following objectives are set for the study: 

1.  To find out the type of information apparatus available to the administrative 
personnel of the Kogi state college of education (technical) Kabba. 

2. To ascertain the various types of information available to the administrative 
and the supportive staff in discharging their administrative functions. 

3. To determine the form of information product found most relevant by the 
administrative personnel when sourcing for information. 

4. To investigate whether the resources available in the information system meet 
the information needs of the users. 

5. To know how respondents utilize the information sought for. 
6. To find out the value of the information service obtained. 
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Literature Review 

The effectiveness of an administrative system depends to a large extent, on 
the administrator’s ability to identify the information need for the effective 
functioning of the organization. Further to this is to put in place strategy to source for 
the information needs. 

Adinoyi and Enebere (2011) described the term information need primarily to 
imply the extent to which the target community or workers ‘use’ available 
information service as well as the degree of expressed dissatisfaction with 
information availability. The success of the sector administration, according to 
Popoola (2000) called for the provision of more relevant, accurate, current, and timely 
information for policy formulation, analyses, execution and appraisal, projects and 
programmes planning, monitoring and evaluation, productivity measurement and 
good financial management. If Popoola position is true of public sector 
administration, then administration in the academic set up like that of Kogi state 
college of education (technical) Kabba not be exception. 

 
In order to seek accurate current and timely information, users must be able to 

decode, quantify, and acquire information that will meet both general and specified 
needs. Since the information need of different groups vary, Adinoyi and Omuya 
(2011) contended that to effectively introduce modern primary health care delivery in 
upper east and west region of Nigerian, health workers must understand social-
cultural information needs of the community, Essentially information on the beliefs 
and taboos of the community their tradition and festival must be considered, so as to 
be able to introduce the modern primary health care delivery. 

 
Information needs relate to a wide range of categories reflecting the 

significant areas of citizens experience in a work carried out on citizenship 
information Michael and Baba(2000) found that leisure and recreation, education, 
employment, transport and travel, legal issues and health care were consistently the 
most frequently cited for past and future needs, although some interesting variations 
was observed. In the same work the disabled citizens demonstrated an increased need 
for information on welfare benefits citing health reason for seeking information 
frequently. Earlier in their work, Michael & Baba (2002) described citizen 
information as information produced by or about national and local government 
departments and public sector organizations which may be of value to the citizens 
either as part of everyday life or in the participation by the citizens in the government 
and policy formulation. 

 
The information seeking patterns and utilization of the senior civil servants in 

Kogi state has been studied. In that study, Popoola (2000) established the existence of 
library and information centre in any of the establishment and that reference, loaning 
and data processing are the major services offered to the users. He reports that the 

Information Needs, Seeking Behaviour and Utilisation among the Administrative Personnel 
of the Kogi State College of Education (Technical), Kabba - James Adinoyi Joshua 
 



 
 

4 
 

civil servants used oral sources when seeking for information participation 
particularly through conservation with colleagues, and that the information products 
found must useful to them are published proceeding of 
conferences/symposia/seminars, textbooks and policy files. 

 
In a comprehensive study of information seeking behavior in an applied 

research/service delivery setting, Ochu and Abubakar (1998) reported that the 
findings demonstrate the importance of person- to-person communication, difference 
in the source used and the value placed on these sources by individuals in different 
work roles. 

In a study of the information- seeking pattern of rural development workers in 
Benue state, Nigeria, Gabriel (1999) reported that interaction with colleagues, 
personal correspondence and bosses formed their major source of information. Also, 
Olusegun (1998) in his study of information requirement of manufacturing industry in 
Oyo state observed that industrialist information requirement border on economic 
conditions and operational processes. 

 
Ademoh (2000) found that newspapers and directories ranked highest among 

the types of information sources required by industries in Nigeria. The Journalists in 
Nigeria require information for official duties. Enesi (1999) maintained that the major 
areas of information requirement of journalist are government affairs and political 
activities. And investigation carried out on information access, behavior and 
expectation of quality led. John and Victor (2001) contended that in other to improve 
users’ satisfaction for clinical hospital information system (HIS), due attention must 
be paid to the non- functional aspect of users’ requirements.  They identified channel, 
disposition and information demand characteristics as non-functional aspects of user 
requirements.  

 
Rasheed (1990), in his work on agricultural users population and their 

information seeking behaviour in industrial world, maintained that farmers and their 
adviser must have access to information on market prices and tends. In the same vein, 
Ozohu (1990) in a study on keeping contact with information sources, concluded that 
an effective transfer of information workers and information sources. She contends 
that the absence of these will have a retarding effective on the development of an 
information delivery system. Various scholars have investigated the importance of 
sourcing information through outside the organization contact. Ali (1990), based on 
series of investigations into the information needs of technologist, emphasized the 
importance of outside sources of information to research and innovative process. In 
the same study, information channels considered included literature (books, 
professional and technical journals etc) Vendors, customers, externals sources, 
technical staff and company research. 

 
It is pertinent, however, to stress the point that information sought for and 

acquired but not utilized has lost its value completely. A well informed administrator  
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will be able to critically analyse the myriad of information sources available, and be 
able to select the best for a result- oriented decision. A comprehensive analysis of the 
factors that are related to the use of sources of information by individuals might 
follow the framework suggested by Henry and Hardy (1999). They suggested that the 
value of information can be defined in terms of attributes of the information and 
factors related to the settings in which the information is used. The attributes of 
information include relevance, timeliness, comprehensiveness, authoritativeness, 
specific ability, distinctness of representation, locatability, (distinctness, of physical 
location) availability, ease of acquisition (including cost), and usability (suitability of 
form and content for the intended use). 

 
Research Methodology 

The success and acceptability of results obtained from any research work 
depend on the procedure or methodology adopted in executing it (Popoola, 1999, 
2002) in carrying out the present study, the questionnaire instruments was used to 
draw out the desired information from the respondents. 

 
Research Population 

The study population is made up of administration officers, dean of schools, 
executive officers and confidential secretaries in the college of education (technical) 
Kabba 

 
Table 1.    Research  Population 
 

Administrative cadre  20 
Confidential secretary 5 

Executive officer 15 
Total 40 

 
Preliminary investigation shows that the college has 40 administrative 

personnel. Table 1 above revealed three broad categories of administrative staff in the 
college. 

 
Research Instrument 

The questionnaire instrument, which was designed by the investigator, was 
divided into two parts. Part A contained questions on personal data of the respondent 
while part B contained questions which  elicited information from the respondents on 
the information  requirements, the process of searching and obtaining the information, 
and the ways the information so collected is utilized by the respondents. 
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Methods of Data Analysis  

In the questionnaire, questions 9 and 14 were analyzed using Likert 4 point 
scale for the purpose of decision for the study. Any item with a mean rating 2.50 and 
about was considered as adequate any below 2.50 or less was considered as 
inadequate. The investigators used simple percentage calculation to analyze the other 
questions in the questionnaire. 

 
Data Analysis and Discussion 

The total respondents involved in this study is fourty. Out of the forty copies 
of the questionnaire distributed, thirty-eight (38) (95.0%) were duly completed and 
returned. Out of the 40 respondents, 33 (88.5%) of them hold university Degree and 
above, while the remaining 7 (17.5%) were non-university degree holders. The 
average mean of length of service of the respondents was found to be 10 years. This 
shows that staff in this category of personnel in the administrative set up were 
relatively young in the service of the college under study. 

There is fair gender representation in the administration workforce because 
44.3% were female while 55.7% were male. All the 40 (100%) respondents agreed 
that information is essential and therefore, vital resources for effective discharge of 
their administrative function. In this study the 40 respondents are grouped into 5 
(12.5%) confidential secretaries 15 (37.5%) executive officers and 20 (50%) 
administrative cadre as shown in table 1. It must be stressed that both the confidential 
secretaries and the executive officers perform supportive administrative functions to 
the administrative officers. 
 
Table 2.  Is there any significant difference between the services offered in the library 
and information centre in the college. 
 
Table 2: Services Offered in the Library and Information Centre in the 
College.  

N=40 
Services Frequency Percentage 

Photocopying  20 50% 
Loans 13 32.5% 
Internet searching 16 40% 
References 22 55% 
Data processing 09 22.5% 
Literature searching 25 62.5% 
Current awareness 26 65% 
Index and Abstract 07 17.5% 
Selective/dissemination of information(SDI)  28 70% 
Information repackaging 14 35% 
Binding 05 12.5% 
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The table shows that 20 photo-coping machines representing 50% were 

provided in the library, loan of material 13 representing 40%;reference 22 
representing 55%;data processing 29representing 22.5%;literature searching 
25representing 62.5%;current awareness 26 representing 26representing 65%;while 
index and abstract 07representing 17.5%;selective/dissemination of 
information(SDI)28 representing 70%;information repackaging 14 representing  35% 
and binding 05 representing 12.5%. 
 

From Table 2 above, the services that are rated above 50% were accepted to 
be the utilized in the library/information centre.  It implies from the table that greater 
number of respondents enjoyed current awareness service with 65%, 
selective/dissemination of information (SDI) with 70%, literature searching with 
62.5% and references with 55%. 
The table reveals that, there is no significant difference between the services offered 
in the library and information centre. 
 

                    Table 3.  What level of adequacy and relevance do the material provided in the    
information centre to the needed information.  
 
Table 3: Types of Information Products Mostly Utilized by Respondents 

When Sourcing for Information.  
N=40 

Information Products Frequency Percentage 
Textbooks 37 92.5% 
Journal/periodicals 35 87.5% 
Government publication  23 57.5% 
Newspapers/magazines 32 80% 
Bulletin/newsletter 24 60% 
Published proceedings of 
conference/symposia 25 62.5% 

Computer print outs 18 45% 

Abstract/indexes 17 42.5% 

Dictionaries/encyclopedia 30 75% 

Policy files 13 32.5% 

Handbooks/manuals 20 50% 

College edit 22 55% 
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The table shows that Textbooks 37 representing 92.5%;journals/periodicals 

35 representing 87.5%; Government publication23 representing 57.5%; 
Newspaper/magazines 32 representing 80%; Bulletin/newsletter 24 representing 60%; 
Conference/symposia 25 representing 62.5%; Computer print-outs 18 representing 
45%; while Abstract/indexes 17 representing 42.5%; Dictioneries/encyclopedia 30 
representing 75%; Policy files 13 representing 32.5% Handbooks/manuals 20 
representing 50% and College edit 22 representing 55%. From the analysis above, 
information products with frequency above 50% is regarded as mostly utilized by the 
college personnel. Going by the interpretation, textbook (92.5%), journal/periodical 
(87.5%), newspaper/ 

Magazine (80%), Dictionaries/encyclopedia (75%), published proceeding of 
conference/symposia (62.5%), Bulletin/New letter (60%) government  
Publication (57.5%) and the college edit (55%) are mostly utilized as source of 
information by the residents. 
The table indicates that, the materials provided in the library and information centre to 
the needed information are quite adequate and relevance. 
 
Table 4. What area(s) of service do the respondents utilized the information products 
mostly.        
 
Table 4. Pattern  of  Information  Utilization  

 N=40 
 Frequency Percentage 
Address office routine problem  21 52.5% 
Decision making and problem 
solving 

36 90% 

Updating knowledge in subject 
discipline and administration  

35 87.5% 

Recreational purpose 19 47.5% 

From table 4 above, it could be inferred that the respondents utilized 
information for decision making and problem solving 90%. They also utilized 
information to update respondents in their subject discipline and administrative 
functions (87.5). It could be as well concluded that the respondents utilized 
information to address office routine problem (52.5%). However, the respondent 
utilized less of information to address recreational purpose. In response to question 20 
which seeks to established the level of satisfaction with the information from the 
library, 20(50%) and 25(62.5%) of the total respondents felt highly satisfied and very 
satisfied respectively. 

 
The table indicates that decision making and problem solving, updating 

knowledge in subject discipline and administration, and address office routine  
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problem are mostly the areas that the respondents make use of the information 
materials. 
 
Table 5: Channels of Communication in Seeking Information 

Itemised Channels X SD Remark 
Person to person communication 
with college 

3.58 0.50 Adequate 

Meeting/symposia/conference 3.38 0.74 Adequate 
News from media  2.70 0.28 Adequate 
Conservation with officers 0.61 0.58 Adequate 
Consultation with current source 
of information in the library 

3.36 0.59 Adequate 

Written report  3.10 0.56 Adequate 
Newspaper 3.10 0.56 Adequate 
Radio TV   3.23 0.25 Adequate 
Memoranda  0.61 0.58 Adequate 
Newsletter/bulletin 3.25 0.94 Adequate 

 
From table 5 above, the respondents utilized all the itemized channels of 

communication, except memoranda and conservation with officers (0.61), to seek 
information. While the mean value of memoranda and conservation with officers are 
less than the weighted mean value of (2.50) and concomitantly discarded as a channel 
of information, each of the other items has its mean value above 2.50 and, thus, 
utilized as information seeking channel.  

 
Table 6: Information Sources Consulted 

Itemized Sources X SD Remark 
Function library                         3.72 0.54 Accepted 
Telephone/intercoms               3.43 0.66 Accepted 
Photocopy machine                   3.21 0.69 Accepted 
E-mail                                           2.68 0.94 Accepted 
CD-ROM/computer networks  2.94 0.80 Accepted 
Radio/TV cable networks         3.27 0.75 Accepted 
Type-writers                                3.15 1.03 Accepted 
Binding/lamination                   2.66 1.52 Accepted 

 
From table 6 above, it is evidenced that respondents consult the information 

apparati listed. This could be inferred from the mean scores of the items in table 6 are 
above (2.50), which is the point of decision. By inference, therefore, the respondents 
use functional library, telephone, photocopy machine, E-mail, computer network, 
radio/TV, among others, in order to collect the information required to perform their 
duties in the college.  
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Table 7:  Attributes of Information Obtained from Library and Information 
Centre                                                                                       

 X SD Remark 
Relevance 3.33 0.48 Accept 
Completeness 2.95 0.60 Accept 
Accuracy 3.36 0.49 Accept 
Timeliness 3.09 0.61 Accept 
Comprehensive 3.00 0.66 Accept 
Authoritativeness 3.36 0.64 Accept 
Specific ability 2.24 0.49 Accept 
Acquirability 2.94 0.40 Accept 
Suitability 3.82 0.38 Accept 

 
A look at table 7 above reveals that the value of information obtained from 

library and information centre is highly satisfactory. The mean scores of all the items 
are above (2.50) point of decision. Hence, the information obtained from library has 
such attributes as relevance, completeness, accuracy, suitability, comprehensive.  
 
Conclusion  

This study reveals that administrative personnel do utilize information in the 
course of discharging their duties. It is also established that most of the respondents 
consult library in sourcing and accessing information. The information services 
mostly enjoyed from the library include photocopying, reference, and literature 
searching. Administrative officers also consult diverse information products when 
sourcing for information. The information products mostly sought for include 
textbooks, journal/periodicals, newspapers/magazines and published proceeding of 
conference/symposia. 

 
Recommendation 
 Based on the findings from this research, the following recommendation are 
hereby offered. 
1.  Nigeria must embrace a holistic and radical approach to a knowledge driven 

social service that has a foundation to enhance the quality and efficiency of 
product and development, production and maintenance and the flexibility to 
acquire the new methods from the achievement of information services. 

 
2.  A cadre of highly trained scientific and processing personnel that is, experts 

who can understand fully material. Scientific and social development and who 
can lead in their assessment adaptation and local application necessary for the 
present pressing challenges. 
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3.  Rapid change and growth in knowledge and information will require constant 

learning. The government should embark on lifelong learning and training 
which provides opportunities for those who are unemployed to enter workforce 
and those already employed to renew their knowledge and timeliness etc 
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