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Abstract 

Mind mapping is a powerful graphic technique to unlocking the potential of the brain. Studies have proven that 

work performance, including secretarial duties, are affected significantly by how an individual manages their thinking. 

Hypothetically, mind-mapping, one of techniques to organize thoughts and produce creative ideas, could help a lot to 

enhance desired mental attitude (one of our mind’s products) which in turns direct the secretarial duties completion 

with a desired result. The design of the study is Exploratory Research commonly used for Social Science Research. 

The study is observing and finding patterns of how mind-mapping affects one’s mental attitude and enhances one’s 

secretarial duties performance. The findings show that the mind mapping skills support the functions of an 

administrative professional personnel in planning and executing plans. The findings regarding mental attitude 

supporting Secretarial Skills also indicate that most of the mental attitude aspects support the secretarial skills.  
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1. Introduction 

Mind mapping is a graphic technique providing keys to unlock the potential of the brain 

(Buzan, 2006). Mind mapping simply means “a picture in our mind’ helping us to: overview of a 

large subject area, plan and make choices, gather a large amount of data, realize where and how 

we are going to somewhere and encourage creative problem solving. Mind mapping visualizes the 

human mind (Shao, 2020).  

There have been evidences by scientific researches regarding the advantages of mind 

mapping in academics and businesses. Mind mapping can improve someone’s memory (Farrand et 

al., 2002; Shao, 2020). It can also foster creativity (Malycha & Maier, 2017; Zampetakis et al., 

2007) and improve presentation skills (Buzan, 2006; Takahashi, 2014). Furthermore, mind 

mapping is able to enhancing learning, increasing confidence and sense of skill (Hector, 2011; 

Mento et al., 1999; Rezapour-Nasrabad, 2019). Eventually, mind mapping is powerful in 

motivating people to learn (Goodnough & Woods, 2002; Jones et al., 2012).  

Consequently, if someone can do the skills mentioned in the advantages, his or her 

confidence will improve. When people have high motivation to learn and improve memory, 

increase presentation and learning skills as well as creativity, then it is a guarantee that their mental 

attitude will also become positive. These kinds of people will have positive manner towards 

everything (Batdi, 2015).  

 Our brain has the functions of receiving information, analyzing, holding information, 

outputting the analysis result, controlling the information traffic and controlling the direction of all 

mental and physical function. Mind mapping, according to the studies conducted, is able to improve 

these brain functions (Buzan, 2006; Z. Sh. Abdunazarova, 2021). Proven by the previous studies 

and in line with the function of the brain, mind mapping clearly has effects on improving positive 

mental attitude and in turns enhancing various academic, social, and working skills. Therefore, 

hypothetically mind mapping can also improve secretarial skills in the administration world. 
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The study investigates the factors and characteristics of mind mapping on how mind mapping 

affects the mental attitude which will result in enhanced secretarial skills. Therefore, the study tries 

to describe the characteristics of successful mind mapping in improving secretarial skills. The study 

also tries to figure out why positive mental attitude is able to improve secretarial skills. The study 

contributes some recommendations on how to set up a successful mind mapping system to improve 

positive mental attitude which in turns will affect the secretarial skills performance. The study will 

also give a new perspective on how secretarial skill in administration world is improved with 

certain technique of mind mapping, due to its effect to the person’s mental attitude who performs 

the secretarial skills. 

 

Mind Mapping: Terminology Review 

 The term mind mapping is defined as the way someone represents an idea with pictures, 

graphics, colors and shapes (Buzan, 2006; Jones, 2018; Jones et al., 2012). Nesbit & Adesope 

(2006, p. 415) defined mind mapping, or a concept map as “a type of graphic organizer that is 

distinguished by the use of labeled nodes denoting concepts and links denoting relationships among 

concepts”. Important concepts and phrases are then connected; they can continue into other 

concepts and phrases. Furthermore, the text can be supported by images and color.  

 In academics, mind maps aid students to absorb information by organizing it and add images 

and color to it. According to Nesbit & Adesope (2006), these maps are useful because students are 

able to build a two-dimensional space to assemble ideas and concepts which are relevant to one 

another. Mind maps help students build a ‘mental picture’ to optimize their learning (Budd, 2004) 

and can be utilized as a learning tool that allows them to make ideas connection in meaningful 

ways.  

 

Mind Mapping, Academic, and Professional Achievement  

 There have been several studies conducted regarding the effect of mind mapping on academic 

achievement, education and students’ academic performance. Collected from national and 

international sources between the years 2005 to 2013, studies conducted by Batdi (2015), tried to 

investigate any important connections between the effectiveness of mindmapping and students’ 
scores retention. In this context, 15 studies were included in the meta-analysis, based on the 

inclusion criteria. The results point out that mind mapping has a positive effect on academic 

achievement, attitude and retention. Another earlier study by Holland et al. (2004) was about an 

investigation into the concept of mind mapping and the use of mind mapping software to support 

and improve student academic performance. Most respondents in the study felt that mind mapping 

had a very positive effect.  

  In professional world, a study by Motha et al. (2016) aimed at studying the perception of 

employee motivation of Quality Assurance Design Department which was carried out at TVS 

Sundaram Clayton Ltd. in Padi, Chennai. Previously, most instructors still used strategies consisted 

mainly of lecturing and individual paper-work. An effective strategy of mind mapping was then 

applied and showed that it enabled the employees to absorb and retain much more information. 

These effects improved the employees’ motivation a lot, which in turns also enhance their positive 

attitude towards work. The study has proven that mind mapping contributes to the advancement 

and optimization of skills and work motivation.  

 Facts and relationships among ideas that are held in the mental map firstly need to be 

studied, understood and designed, and then drawn (Jelić et al., 2014; Jones et al., 2012). In this 

way, one is able to remember the information in the mental map visually and verbally, which 
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improves concentration of the learning process and support creative thinking. To build personality 

and grow professionally, a person needs to develop imagination and creativity, which is a task of 

the mind. On the contrary, information obtained through a computer will not allow that complex 

process to happen. The mind is a ‘dynamic self-organizing system which develops patterns of 

activity and mental activity depending on the cognitive abilities of the individual (Jelić et al., 2014). 

 

Positive Mental Attitude and Secretarial Work 

A positive mental attitude means the attitude of our mind, supported and energized by our 

thoughts, which tends to be positive, in a way that the mental attitude express enthusiasm. 

Moreover, as having been mentioned by Rhomanel Bette et al. (2021) that an attitude, or knowing 

how to be, is a crucial factor in the job of a secretary or administrative professionals. Furthermore, 

Jelić et al. (2014) register the list of positive mental attitude characteristics as openness, courage to 

explore ideas and intuition, including self-understanding.  

Openness or courage to explore ideas features sensitivity to problems, aesthetic sensitivity, 

courage, a sense of humor, playfulness, fantasy and imagination, risk acceptance, tolerance of 

ambiguity, persistence, openness to experience, emotional sensitivity, adaptability, intuition, 

willingness to develop, rejection of authoritarian claims without critical review and integration of 

diversity and contrasts (Jelić et al., 2014). Meanwhile, intuition, a quality that includes self-

understanding (Jelić et al., 2014) is a vision of where ones want to go and commitment to action 

that is necessary for its achievement. Features in this category include awareness of creativity, 

perseverance or endurance, self-leading, internal control, introspectiveness, freedom from 

stereotypes, concentration, energy and work ethic. 

Any information that goes through a human mind will contribute to his or her attitude since 

attitude is a result of whatever happens in one’s mind. All the visual and verbal information, as 

well as the mental picture and abstract concepts are responsible of how someone’s mood is 

determined at a point of time. Consequently, because mind mapping carries information and mental 

pictures, mind mapping will contribute something to someone’s attitude. The proper mind mapping 

is a good resource for the proper attitude (or ‘positive mental attitude’). Proper attitude is said by 

Gaiseanu (2021) as the construct of mind. It is obvious that proper mind gives effect to proper 

attitude. Tuladhar (2010) stated that managerial work, which is highly supported by an 

administrative professional or a secretary, is significantly supported by positive mental attitude. 

Positive mental attitude, which belongs to emotional skills allow the secretary to perform 

competencies successfully, increasing the quality of work and productivity (Rhomanel Bette et al., 

2021). 

 

Secretary: Roles and Duties 

The word Secretary has been defined variously by different authors and employers. Talking 

about etymology, [Latin] word secernere means “to distinguish” or “to set apart”; the passive 

participle (secretum) means “have been set apart,” with the final connotation of something private 

or confidential. A secretaries was a person, therefore, overseeing business confidentially, 

originally for a high-rank persons such as a king or pope (Adam, 2015). In the later progressive 

meaning of the term ‘secretary’, there are some of the practical definitions. Onifade (2011) defined 

a secretary as “An assistant to an executive, possessing mastery of office skills and ability, assumes 

responsibility without direct supervision, who displays initiative, exercises judgment, and makes 

decisions within the scope of her authority.” A Secretary is the person who supervise and control 

the execution of daily chores that is attached to executive’s time. A Secretary serves as a significant 
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administrative support in an office to increases the effectiveness of program staff by controlling 

the paper flow of the office and executing the daily administrative activities required (Onifade, 

2010). A secretary is a person of confidentiality (secrets), assistance or support or help, professional 

code of ethics, typing skill and communication skill. A Secretary should manage to keep secrets of 

the organization and that of his/ her superiors (Onifade, 2010).  

Seeing the definition of the term ‘secretary’ having been mentioned, there are several roles 

that can be listed as a secretary’s main responsibilities and characteristics such as a person of 

support, assistance or help. He or she carries out activities assigned to him or her by the executive 

or takes initiative which is within his or her authority and responsibility (Onifade, 2011; Tuladhar, 

2010). Then, a secretary is also a person who interacts with people, as the first contact of people 

visiting the organization and because of the operation of the telephone for the organization and his 

or her boss (Kakabadse et al., 2016; Onifade, 2011). Moreover, a secretary’s communication skill, 

human and public relations skill must be distinguished (Tuladhar, 2010). 

Kakabadse et al. (2016) once analyzed company secretary’s effectiveness. The conclusion 

states that the company secretary role is quite dependent on, and similar to, the chairman role and 

is crucial to the running of the organization. It was also found that the most effective company 

secretaries are those who are able to perform greater voluntary capacity in their role (Kakabadse et 

al., 2016). It means that a company secretary’s duties are not limited to only clerical and 

administrative job, but also advisory work to a management decision making process, which 

determines the overall company’s direction. 

In a recent survey conducted by Professional Secretaries International (Adam, 2015), it was 

found that only 41 percent of office professional are using the title "secretary" in today's offices. 

The word ‘Secretarial Practice’ has been used to cover knowledge, skills, procedure and methods 

of work to be performed by a Private or Office Assistant. Adam (2015) also investigated that 

individuals with secretarial skills are relatively easy to find employment in all types of offices e.g., 

government, public or private, different types of agencies etc. in terms of secretarial practice such 

as Typist grade, Stenographer grade, Receptionist, Secretary, Personal Assistant (PA), Executive 

Secretary; all of them are located in big and small cities. 

  Having been reviewing some crucial previous researches and the common ground of the 

research, the study is then to reveal the contributing factors and characteristics of mind mapping 

and how mind mapping impacting the mental attitude and resulting in enhanced secretarial skills. 

Eventually, the study is to describe the characteristics of successful mind mapping in improving 

secretarial skills. The study is also to investigate why positive mental attitude is able to improve 

secretarial skills. 

 

2. Methodology 

2.1. Research Design 

The research is qualitative with limited use of numbers and figures only for describing tools. 

The design of the study is Exploratory Research which is commonly used for Social Science 

Research. This study has investigated how mind mapping and positive mental attitude are able to 

enhance and optimize secretarial duties assigned. Therefore, this study investigates the following 

points, which correspond to the research purposes: (1) to describe the characteristics of successful 

mind mapping in improving secretarial skills; (2) to seek the factors why positive mental attitude 

is able to improve secretarial skills; (3) to give the recommendations for the work-area where mind 

mapping is applicable. 

To conduct the research on investigating those research points, the following steps in data 

collection were conducted: (1) arranging a set of questionnaires; (2) modifying the questionnaires 
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and distributing them to the respondents; (3) conducting analysis and the interpretation of the data 

collected.  

The findings of data analysis and interpretation are used to describe the phenomena 

corresponding to the research points and making qualitative inferences. Due to the Exploratory 

Research  nature, and the purpose of the research, the participants in the research is a group of the 

alumni of Widya Mandala Secretarial Academy and Administrative Professionals Program whose 

job descriptions cover the area of Secretarial Studies, Personality Development, and Office 

Information Technology. There were thirty-four (34) alumni who are currently working in the 

secretarial jobs field. The reasons to select these participants due to the usage of purposive sampling 

selection, according to the qualitative research framework (Alwasilah, 2019; Palinkas et al., 2015).  

These participants represent the quality of the research participants; they have fulfilled the 

requirement of having the jobs related to secretarial field and implementing the skills and 

knowledge of Secretarial Studies. Due to the nature of qualitative study, the objective of the study 

is to explain the process: describe and map the pattern of how to improve secretarial skills using 

mind mapping and positive mental attitude. 

 

2.2. Research Instrument 

Qualitatively, the research instruments are the writers themselves. They have observed and 

analyzed the questionnaires results, recorded the observation, and analyzed the data. The data are 

gained from the questionnaires results containing the alumni’ answers. The data analysis is 

conducted by decoding the questionnaires result and interpreting it using categories, and patterns. 

After decoding and interpretation process, the writers see the similar patterns occurring or similar 

categories which appear.  
 

3. Result and Discussion 

3.1. Factors of Successful Mind Mapping in Improving Secretarial Skills 

The respondents in the study are all from professionals in administrative professional field 

and they come from different company’s backgrounds. Here is the description of how long they 

have been working in the companies and the companies’ line of business. 
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Figure 1. Length of Work and Company’s Line of Business 

 From the diagram, it is seen that the majority of respondents have been working in their 

companies in average for five years (52.9% of respondents work between one to five years and 

11.8% work for more than five years). It can be inferred that they have understood comprehensively 

their job, tasks, and any consequences regarding their work. It means that their answers to the 

survey and their opinion are relatively reliable for this research data.  

 From the diagram, it can also be stated that the respondents’ voices are representative 

enough to be the voices of general administrative professionals since they come from relatively 

various line of business (73.5%). Moreover, in majority, the companies are limited companies 

(73.5%). Therefore, the companies are considered to be managed professionally enough, not the 

ones belong to the group of micro or small entities. 
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Figure 2. Companies Ownership Scheme 

 The following parts are discussing the findings generated from the data collection and seeing 

how the data answer the research questions. 

 

 

Figure 3. Percentage of How Respondents Describing a Concept/ Idea 

 The research revealed that majority of the respondents use pictures, diagram, combined 

with short phrases/key-words to create a mental picture of a concept or an idea. The respondents 

‘translate’ the idea into a picture, or a diagram, combined with short phrases/ key-words in their 

mind and store it. This finding is also supported by the study by Medkova & Prykhodko (2021), 

pointing out that mind mapping is a powerful tool for planning a concept, which is one important 

job of a secretary or an administrative professional (Kakabadse et al., 2016). 

 The next finding showed that the majority of the respondents use pictures, diagram, 

combined with short phrases/key-words to describe a concept--meaning to plan and to interpret it. 

This is to transform the idea into somewhat ‘a visualization’. Then, it is also found that majority of 

the respondents use pictures, diagram, followed by short phrases/key-words for self-idea-

processing when they received instructions from their superior or information from the company’s 

clients. Later they have to process the instruction and execute it. The secretary or the administrative 

professional needs to transform it into steps of execution. Regarding the information from the 

company’s clients, the secretary needs to create a meaningful feedback, in line with the public 
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relations’ function of a secretary (Cismaru & Novac, 2015). Therefore, the result study has 

confirmed that the use of visual forms using colors, pictures, and dimensions supports conversion 

of information. This finding is supported by Vorona-Slivinskaya et al. (2020) in their study. They 

found that mind mapping a useful tool to visualize any information in the professional world. 

 In addition, the research has found majority the respondents use short phrases/key-words 

for self -idea-production (productive skills). It means that they pour out their ideas (into a piece of 

paper or in their soft files) in the form of short phrases and key words. This is similar to what has 

been found by Israel et al. (2021) that mind mapping helps in the organization of knowledge and 

memory. The use of short phrases and key words is to make the information more manageable and 

more easily organized (rather than in the forms of long words and sentences). Regarding the use of 

mind mapping to organize information and make it more easily to manage, Hope (2017); Mattos 

et al. (2012); and Pollitt (2003) also found that mind mapping has been helping the professionals 

in handling details to capture, track, complete and evaluate the entire process.  

 In summary, the functions of a secretary or administrative professionals are significantly 

supported by the mind mapping skills in terms of planning, organizing (Stulz et al., 2013) and 

executing the plans and concepts. The respondents showed that in majority they used graphs, 

figures and symbols in making the plan and during the process of the execution. In conclusion, 

mind mapping has greatly assisted secretaries and administrative professionals in their professional 

work to produce professional documents (Grant & Archer, 2019), making a good presentation for 

the companies (Medkova & Prykhodko, 2021), organizing information, records and archives 

(Michetti & Haufek, 2021), maintaining a good conduct of public relations (Cismaru & Novac, 

2015), and visualizing concepts or plans (Vorona-Slivinskaya et al., 2020)  

 

3.2. Positive Mental Attitude in Improving Secretarial Skills 

As summarized in Figure 4, The respondents agreed that they expressed this state of mind 

after successful delivering an idea or a concept to people. The majority of the respondents are happy 

and grateful after executing good planning; it shows some of the positive mental attitude aspects 

appearing after good planning (or it is concluded that good planning and execution are impacts of 

positive mental attitude). However, few of them has no appreciation on the process; it is shown by 

their comment saying that they felt nothing special after good planning and execution. Eventually, 

very few are worrying if it works continuously; these respondents felt that the good planning and 

execution might be just an incidental occasion. 
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Figure 4. Mental Attitude after Good Planning and Execution 

   

 Therefore, the respondents’ responses correspond with the following aspect of positive 

mental attitude: risk acceptance, tolerance of ambiguity, persistence, openness to experience, which 

are usually expressed by thankfulness, as stated by Jelić et al. (2014). The state grateful and joyful 

(thankfulness) are hand in hand with risk acceptance, tolerance, yet persistence and openness. 

Grateful and joyful share the same majority percentage, 22.81%. 
 

Table 1. Key Words in Minds after Good Planning and Execution 

 

 

  

 Meanwhile, there are some other aspects correspond to future improvement and excitement 

after good planning and execution. 4th and 5th rank out of 10 key-words for positive mental attitude 

(which implies potential-dynamic-active attitude to do an activity) in Table 1. indicated positive 

mental attitude which signaling dynamic attitudes. They share 10.53% (for future improvement) 

and 8.77% (for excitement). It can be concluded that people with these positive attitudes are 

impacting in good planning and good execution. This finding is also confirmed by Ying et al. 

(2017) saying that people with positive mental attitude can enhance people’s ability to carry heavy 

No Key words (expressing mental 

pictures) when being able to plan dan 

execute it well 

Percentage Notes/short interpretations 

1 Grateful 22.81 Positive attitude (static) 

2 Happy/joyful 22.81 Positive attitude (static) 

3 Proud 14.04 Positive attitude (static) 

4 Future improvement 10.53 Positive attitude (dynamic) 

5 Excited 8.77 Positive attitude (dynamic) 

6 Relieved 8.77 Positive attitude (static) 

7 Satisfied 7.02 Positive attitude (static) 

8 Motivated 1.75 Positive attitude (dynamic) 

9 Appreciating self 1.75 Positive attitude (static) 

10 Optimistic 1.75 Positive attitude (dynamic) 
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workloads and rapid working pace The following table indicating the state of mind after being able 

to transfer ideas well to others.  

Table 2. Key-Words in Mind after Being Able to Transfer Ideas Well 

 

No Key words (expressing mental pictures) 

when being able to transfer an idea well 

(to others) 

Percentage Notes/short interpretations 

1 Happy/joyful 35.71% Positive attitude (static) 

2 Grateful 21.43% Positive attitude (static) 

3 Excited 7.14% Positive attitude (dynamic) 

4 Satisfied 7.14% Positive attitude (static) 

5 Nothing special 7.14% Neutral 

6 Proud 5.36% Positive attitude (static) 

7 Relieved 3.57% Positive attitude (static) 

8 Optimistic 3.57% Positive attitude (dynamic) 

9 Confident 3.57% Positive attitude (dynamic) 

10 Future improvement 3.57% Positive attitude (dynamic) 

11 Feeling supported 1.79% Positive attitude (dynamic) 

 

 The majority is happy and grateful; They share 35.71% for happy and joyful while grateful 

shares 21.43%. The following (3rd rank out of 11 key-words for positive mental attitude), which 

implies potential-dynamic-active attitude to do an activity, is excitement; it shares 7.14%. The 

summary also shows that few of them has no appreciation (7.14%) and finally none is worried if it 

only works once. This result corresponds to what Jelić et al. (2014) stated. The feeling of happiness, 

gratefulness and excitement cover the aspects of risk acceptance, tolerance of ambiguity, 

persistence, openness to experience, emotional sensitivity, adaptability, willingness to develop. 

These aspects are under the positive mental attitude of openness and courage to explore ideas. 

Somehow, the feelings appeared, according to the respondents, after finishing the transfer ideas 

process. These aspects of mental attitude are confirmed by Muradova (2021) that positive thinking 

skill is an important factor related to problem-solving, happiness, and resulting in job performance. 

Sakina et al. (2017) also supported this finding, pointing out that employees with positive work 

attitude will expect a positive outcome and make them more successful. 

 In addition, the findings from the questionnaire regarding mental attitude supporting 

Secretarial Skills show that most aspects of registered mental attitude supported the secretarial 

skills, around 90% to 100%. Only keyboarding skills are valued by the respondents as relatively 

low supported by mental attitude (40%). Please see Figure 5 for the description. This occurrence 

means that in order to do the secretarial work well, an administrative professional needs significant 

supports from his or her mental attitude. As having been pointed out by Rhomanel Bette et al.(2021) 

that a secretary or an administrative professional needs ‘an attitude’ in performing the job. As 

having been seen from the result, most of the secretarial skills require communication skills and 

supported a lot by positive mental attitude. This finding has agreed with Muradova (2021) who 

found positive and significant correlation between positive thinking skills and internal 

communication. Consequently, improving positive mental attitude, the level of internal 

communication also improves. 
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Notes of the graph 

Number 1 2 3 4 5 6 7 8 

Skills Keyboarding 

skills 

Document 

production 

Correspondence Communication 

skills 

Public 

relations 
skills 

Telephonin

g 

Special office 

responsibilities 

Adaptive 

skills 

 
Figure 5. Mental Attitude Percentage Supporting Secretarial Skills 

3.3. Recommendations for Working Mind Mapping 

  Reviewing the technical definition of what a secretary is, the secretarial role is a job requiring 

skills nobody else can have if one has never undergone secretarial studies education (Adam, 2015). 

These are the skills that someone with no formal education in secretarial skills will miss or have 

difficulties to perform, namely keyboarding skills, about how to type with speed and accuracy; 

document-production skills, how to type memos, letters, reports, tables etc.; proof reading skill; 

how to correct people or bosses written errors and mistakes, which has to do with comprehension, 

English Grammar and spellings; correspondence skills, able to check correspondence writing 

referring to all the standards and practices under the typewriting skills such as paragraphs, spaces, 

designs of business letters, creative typing, clear and admirable presentation of work; punctuations; 

and many, many more.  

  Seeing how the mind mapping activities conducted by the respondents in their daily working 

activities, the description of how the mind mapping could impact their area of working is presented 

in the following table. There are at least six areas of administration office jobs which have potential 

connection with the mind mapping activities. Eventually, it is found that seven out of the eight 

areas are significantly affected; they are: document production, correspondence, communication 

skills, public relations skills, telephoning, special or specific responsibilities (given by the superior/ 

management) and adaptive skills. Only keyboarding skill is not directly making use of mind 

mapping activities.   

 Therefore, it is recommended that mind mapping is used when the administration office 

practitioners perform the following areas of job, except keyboarding. The mind mapping can be 

used to optimize the professionalism of the staff when performing the tasks. Most of the areas 

which benefit a lot from mind mapping is planning, determining working path, and work-flow 

chart. All of these are related to preparing a concept, logical path, and changing abstract concept 

to an execution.  
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Table 3. Key-Administrative Professional Skills and Mind Mapping 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4. Conclusion 

 The mind mapping skills supported the functions of an administrative professional personnel 

in terms of planning and executing the plans. The respondents showed they used graphs, figures 

and symbols in planning and executing the plan. The findings regarding mental attitude supporting 

Secretarial Skills also indicates that most of the mental attitude aspects supported the secretarial 

skills. The aspects of positive mental attitude which supported the secretarial skills are the feeling 

of happiness, gratefulness and excitement cover the aspects of risk acceptance, tolerance of 

ambiguity, persistence, openness to experience, emotional sensitivity, adaptability, willingness to 

develop. As seen in the research result, the majority of the secretarial skills need communication 

skills and supported mainly by positive mental attitude. 

 

5. Suggestion 

 It is recommended that an administrative professional makes use of mind mapping to support 

the daily activities within the work-area of the administrative professional job. Mind mapping can 

optimize the professionalism of the staff when performing the tasks. 

  

6. Acknowledgment  

The research has been funded by Widya Mandala Foundation in 2020.  

 

References 
Adam, A.-K. (2015). The Efficacies of Secretarial Profession by Ghana Education Service and Higher 

Education Institutions. Journal of Education and Practice, 6(18), 81–113. 

http://search.ebscohost.com.proxy-

ub.rug.nl/login.aspx?direct=true&db=eric&AN=EJ1079710&site=ehost-live&scope=site 

Alwasilah, A. C. (2019). Pokoknya Studi Kasus Pendekatan Kualitatif (2nd ed.). PT Kiblat Buku Utama. 

Batdi, V. (2015). A meta-analysis study of mind mapping techniques and traditional learning methods. 

Anthropologist, 20(1–2), 62–68. https://doi.org/10.1080/09720073.2015.11891724 

Budd, J. (2004). Mind Maps As Classroom Exercises Metello Mugnai Teaching labor relations: 

Opportunities and challenges of using technology. The Journal of Economic Education, 35(1), 35–46. 

Buzan, T. (2006). The Ultimate Book of Mind Maps. HarperCollins Publishers. 

http://books.google.com/books?id=v4-D6Pu_9bAC&pgis=1 

No Key-administrative 

professional-skills 

Recommended to use mind 

mapping 

In what area 

 1 Keyboarding skill No   

 2 Document production Yes working path/flow 

chart 

 3 Correspondence Yes planning 

 4 Communication skills Yes planning 

 5 Public relations skills Yes planning 

 6 Telephoning No   

 7 Special/specific office 

responsibilities 

Yes planning 

 8 Adaptive skills No   

http://u.lipi.go.id/1494318870
http://u.lipi.go.id/1494318870
https://doi.org/10.32487/jshp.v7i1.1588
http://u.lipi.go.id/1503384576


JSHP VOL. 07, NO. 1, 2023 p-ISSN: 2580 -5398  

DOI: https://doi.org/10.32487/jshp.v7i1.1588                                                                             e-ISSN: 2597-7342  

 

54 
 

Cismaru, D., & Novac, C. (2015). APPLICATIONS OF MIND MAPPING AND CONCEPT MAPPING 

IN TEACHING, RESEARCH, HUMAN RESOURCES AND PUBLIC RELATIONS. INTED2015 

Proceedings, 6707–6717. 

Farrand, P., Hussain, F., & Hennessy, E. (2002). The efficacy of the “mind map” study technique. Medical 

Education, 36(5), 426–431. https://doi.org/10.1046/j.1365-2923.2002.01205.x 

Gaiseanu, F. (2021). Evaluating Attitude and Behavior: An Info-Operational Procedure Related/Supported 

by the Cognitive Centers of Mind. International Journal on Neuropsychology and Behavioural 

Sciences (IJNBS), 2(1). https://doi.org/10.51626/ijnbs.2021.02.00004 

Goodnough, K., & Woods, R. (2002). Student and Teacher Perceptions of Mind Mapping: A Middle School 

Case Study. 

Grant, T., & Archer, A. (2019). Multimodal mapping: Using mind maps to negotiate emerging professional 

communication practices and identity in higher education. South African Journal of Higher Education, 

33(1), 74–91. https://doi.org/10.20853/33-1-2758 

Hector, C. S. (2011). Visual Mapping to Enhance Learning and Critical Thinking Skills. Optometric 

Education, 36(3), 125–139. 

http://search.ebscohost.com/login.aspx?direct=true&db=ehh&AN=78201005&site=ehost-live 

Holland, B., Holland, L., & Davies, J. (2004). An investigation into the concept of mind mapping and the 

use of mind mapping software to support and improve student academic performance. Learning and 

Teaching Projects 2003/2004 University of Wolverhampton, 89–94. 

Hope, J. (2017). Improve collaboration, staff knowledge with visual mind mapping. The Successful 

Registrar, 17(10), 9–9. https://doi.org/10.1002/tsr.30374 

Israel, C., Zipp, G. P., D’ Abundo, M. L., & Deluca, D. (2021). Qualitative Analysis of the Use of Mind 

Mapping in Physician Assistant Students. International Journal of Learning and Teaching, December, 

73–81. https://doi.org/10.18178/ijlt.7.2.73-81 

Jelić, Ž. J., Demarin, V., & Šoljan, I. (2014). Mind maps in service of the mental brain activity. Periodicum 

Biologorum, 116(2), 213–217. 

Jones, B. D. (2018). Motivating students by design: Practical strategies for professors (second). Music(R). 

http://hdl.handle.net/10919/102728 

Jones, B. D., Ruff, C., Snyder, J., Petrich, B., & Koonce, C. (2012). The Effects of Mind Mapping Activities 

on Students’ Motivation. International Journal for the Scholarship of Teaching and Learning, 6(1). 

https://doi.org/10.20429/ijsotl.2012.060105 

Kakabadse, A., Khan, N., & Kakabadse, N. K. (2016). Company secretary: a role of breadth and majesty. 

Society and Business Review, 11(3), 333–349. https://doi.org/10.1108/sbr-04-2016-0023 

Llewellyn, D. G. (2007). THE ROLE AND INFLUENCE OF THE SECRETARY IN RELATION TO 

GOVERNING BODIES IN HIGHER EDUCATION. In School of Management, University of Bath. 

University of Bath. 

Malycha, C. P., & Maier, G. W. (2017). The Random-Map Technique: Enhancing Mind-Mapping with a 

Conceptual Combination Technique to Foster Creative Potential. Creativity Research Journal, 29(2), 

114–124. https://doi.org/10.1080/10400419.2017.1302763 

Mattos, D., Mateus Junior, J. R., & Merino, E. (2012). Cognitive ergonomics: The use of mind mapping 

tool in maintaining productive sector of a Brazilian paper company. Work, 41(SUPPL.1), 1599–1605. 

https://doi.org/10.3233/WOR-2012-1014-1599 

Medkova, O. M., & Prykhodko, D. S. (2021). Mind Mapping Techniques. WayScience, 2, 79–80. 

Mento, A. J., Martinelli, P., & Jones, R. M. (1999). Mind mapping in executive education: Applications and 

outcomes. Journal of Management Development, 18(4), 390–416. 

https://doi.org/10.1108/02621719910265577 

Michetti, G., & Haufek, S. (2021). Mind Mapping Functions for Managing Information, Records and 

Archives. In E. Sengsavang & J. Boel (Eds.), Recordkeeping in International Organizations: Archives 

in Transition in Digital, Networked Environments (1st ed., pp. 139–153). Routledge, Taylor and 

Francis Group. 

Motha, L. C. S., Amudha, R., Surulivel, S. T., Selvabaskar, S., & Alamelu, R. (2016). Mind Maps and 

http://u.lipi.go.id/1494318870
http://u.lipi.go.id/1494318870
https://doi.org/10.32487/jshp.v7i1.1588
http://u.lipi.go.id/1503384576


JSHP VOL. 07, NO. 1, 2023 p-ISSN: 2580 -5398  

DOI: https://doi.org/10.32487/jshp.v7i1.1588                                                                             e-ISSN: 2597-7342  

 

55 
 

Employee Motivation- An Urban Perspective. Indian Journal of Science and Technology, 9(July). 

https://doi.org/10.17485/ijst/2016/v9i27/97637 

Muradova, N. (2021). The Effect of Positive Thinking on Internal Corporate Communicatıon.pdf. 

International Journal of Business & Economic Studies, 3, 91–101. 

Nesbit, J. C., & Adesope, O. O. (2006). Learning with concept and knowledge maps: A meta-analysis. 

Review of Educational Research, 76(3), 413–448. https://doi.org/10.3102/00346543076003413 

Onifade, A. (2010). The Indispensable Secretary. Journal of Social Sciences, 22(1), 47–51. 

https://doi.org/10.1080/09718923.2010.11892783 

Onifade, A. (2011). The Third Millennium Secretary And Information & Communication Technology: 

Nigerian Experience. International Journal of Management & Information Systems (IJMIS), 13(2), 39. 

https://doi.org/10.19030/ijmis.v13i2.4945 

Palinkas, L. A., Horwitz, S. M., Green, C. A., Wisdom, J. P., Duan, N., & Hoagwood, K. (2015). Purposeful 

Sampling for Qualitative Data Collection and Analysis in Mixed Method Implementation Research. 

Administration and Policy in Mental Health and Mental Health Services Research, 42(5), 533–544. 

https://doi.org/10.1007/s10488-013-0528-y 

Pollitt, D. (2003). Mind mapping your way to a better career. Career Development International, 8(5), 253–

256. https://doi.org/10.1108/13620430310698572 

Rezapour-Nasrabad, R. (2019). Mind map learning technique: An educational interactive approach. 

International Journal of Pharmaceutical Research, 11(1), 1593–1597. 

Rhomanel Bette, T., Carneiro Zuin, D., Vieira Baêta, O., & Carvalho Moreira, N. (2021). Secretarial work 

in pandemic times: new skills or old tasks? Management and Adninistrative Professional Review, 111–

135. http://dx.doi.org/10.7769/gesec.v12i2.1241 

Sakina, H., Yusof, M., Munap, R., Izwan, M., Badrillah, M., Raihan, N., Hamid, A., & Khir, R. (2017). The 

relationship between organizational culture and employee motivation as moderated by work attitude. 

Journal of Administrative and Business Studies, 3(1), 21–25. https://doi.org/10.20474/jabs-3.1.3 

Shao, H. (2020). Exploration of the Application of Mind Mapping Combined with Computer Technology 

in Computer Teaching. Journal of Physics: Conference Series, 1578(1), 2–6. 

https://doi.org/10.1088/1742-6596/1578/1/012047 

Stulz, K. M., Shumack, K. A., & Calkins, P. F. (2013). Procedures and Theory for Administrative 

Professionals (2nd ed.). South Western, Cengage Learning. 

Takahashi, K. (2014). How to Use Mind Mapping for Better Thinking. Proceedings of International 

Academic Conferences, 702315. https://www.designorate.com/how-to-use-mind-mapping/ 

Tuladhar, S. M. (2010). Secretarial Skill Development and Institutional Arrangement for Assistant Staff 

Training in Nepal. Administration and Management Review, 22(1), 103–115. 

Vorona-Slivinskaya, L., Bokov, D., & Li, O. (2020). Visualization of Learning and Memorizing Processes 

Using Mobile Devices: Mind Mapping and Charting. International Journal of Interactive Mobile 

Technologies, 14(21), 136–152. https://doi.org/10.3991/ijim.v14i21.18475 

Ying, G., Jianping, X., Haiyun, L., Xia, L., Jianyu, Y., Qun, X., & Jianyun, Y. (2017). Using mind maps to 

improve medical student performance in a pharmacology course at Kunming Medical University. 

Journal of the College of Physicians and Surgeons Pakistan, 27(7), 404–408. 

Z. Sh. Abdunazarova, A. G. G. (2021). Biophysics Of Brain Activity. Brain Activity In The Development 

Of “Creative Thinking” “Mind Map.” Turkish Journal of Computer and Mathematics Education 

(TURCOMAT), 12(4), 1–6. https://doi.org/10.17762/turcomat.v12i4.452 

Zampetakis, L. A., Tsironis, L., & Moustakis, V. (2007). Creativity development in engineering education: 

The case of mind mapping. Journal of Management Development, 26(4), 370–380. 

https://doi.org/10.1108/02621710710740110 

  

 

http://u.lipi.go.id/1494318870
http://u.lipi.go.id/1494318870
https://doi.org/10.32487/jshp.v7i1.1588
http://u.lipi.go.id/1503384576

