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Introduction: 
The school as a formal organization is made up of groups of people 
such as staff and students with a common goal of teaching and 
learning. School leadership therefore denotes the ability of someone / 
person to influence other group members to voluntarily utilize the 
materials and resources of the school to achieve the objectives of 
education. Any school administration is adjudged to be effective when 
it is able to achieve the intended objectives for its establishment. So, 
effective secondary school administration is one which tries to realize 
the broad aims of secondary school education as spelt out in the 
National Policy on Education (FGN, 2004) which are; 

i. preparation for useful living within the society; and  
ii. preparation for higher education. 

 
To realize the above broad objectives, there has to be an effective 
school leadership (Principal) who not only understands his/her roles 
but also knows how to manage time for optimal results. School 
administrators are faced with complex tasks and activities that need to 
be accomplished within specified time frame. These range from 
providing overall leadership in curriculum development, instructional 
process, supervising both students and teachers’ activities as well as 
working with the community (Ogunu, 2000). 

This chapter explicates the concept of leadership, leadership 
theories, styles, norms and roles of leadership, concept of time 
management and the roles of secondary school administrators in 
ensuring judicious use of time among teaching and non-teaching staff 
in the school system.  
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The Concept of Leadership. 
Leadership is the process of influencing group activity towards goal 
achievement. It has to do with influencing members of an organization 
to achieve predetermined objectives (Nwankwo, 1982). Cole (2005) 
says “it is the process in which one person either by virtue of position / 
personality or both, obtains sufficient commitment of the other 
members to facilitate the achievement of the group goals". Okunamiri 
and Okorie (2008) opined that a leader is an individual who, by virtue of 
his leadership position initiates, controls, organizes, motivates, directs 
and unifies the actions of members of the group in a specified situation 
towards the accomplishment of the objectives of the group. Ogunu 
(2000) defined leadership as “a dynamic process in a group whereby 
one individual influences the others to contribute voluntarily to the 
achievements of group tasks in a given situation”. 
        Leadership effectiveness is sina qua non to success itself 
because if the leader is deficient in his administrative duties, the 
followers would be confused, misled and unproductive. This accounts 
for the firm support the Federal Government of Nigeria vouched (in 
relation to secondary school education) to give firm support to 
principals of schools to help maintain their authority and thus assist 
them to enforce discipline over staff and students. Furthermore, No.28 
of the National Policy on Education stipulates as follows: 

Government will work towards improving the quality of 
secondary education by giving support to measures that 
will ensure effective administration. These will include 
the selection of persons of the right calibre for 
principalship of schools, the mounting of induction 
courses for newly appointed principals, and prompt 
disciplinary steps to deal with principals who misuse 
their powers or prove inefficient. 

 
The above is the blue print of the government of Nigeria towards 
effective administration of secondary schools and this is being 
implemented by the school management boards and inspectorate 
divisions of the state ministries of education. 
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The Concept of Time Management and its Importance 
Time management has been defined as the process of planning and 
exercising direct control over the amount of time spent on specific 
activities, especially to increase effectiveness, efficiency or productivity. 
It is a deliberate effort at regulating one’s actions or inactions in such a 
manner that the best possible results are attained over time. 
(Wikipedia, the free encyclopedia, 2013; Ikpitibo, 2013; Ward, 2013).  
 The understanding of time management enables secondary 
school administrators to plot the day-to-day activities of the school 
effectively. It not only enables them to skillfully harness the human and 
material resources of the school for the achievement of school 
objectives but also entrenches in the employees the sense of judicious 
use of time. Specifically, the knowledge of good time management 
enables the school leadership to allocate time slots to events 
depending on their level of importance, plans the activities for the 
year/session, maps out dates for school resumption and closure, 
scheduling time of inter-house competitions, school speech days, 
graduation ceremonies, among others. 
 With regards to time-table planning for classroom activities, 
time management skill is most crucial as it enables the school 
administrators allocate more hours to subjects that require practical 
experience, like Science Practicals, Home Economics and Practical 
Agriculture.   
 
Theories of Leadership Styles on School Effectiveness 
According to Ogunu (2000), leadership has been viewed from various 
perspectives which have given rise to different leadership models and 
theories. Max Weber in Hoy and Miskel (1987) was one of the first 
leadership theorists who classified the authority exercised by leaders 
into traditional, charismatic and legal-rational authority. Traditional 
authority is the type exercised by traditional rulers or chiefs. 
Charismatic authority is one in which the subordinates have faith in the 
leader because of certain admirable traits he possesses. On the other 
hand, legal-rational authority is the situation whereby acceptance of 
those in authority arises due to the office or position of the person 
occupying it.  
 There are three major approaches to the study of leadership. 
These are, trait approach, situation approach and leadership style 
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approach. In this chapter, the leadership style approach will be 
discussed to buttress its relevance to effective school administration. 
 Feldler in Ukeje, Okorie and Nwagbara (1992) postulated two 
major styles of leadership namely; 

 task orientation leadership; and        
 people and inter-personal relationship leadership. 

 
Likert (1971) identified four outstanding styles of management viz; 

a. Exploitative – Authoritative Style: where motivation is by fear 
and punishment, with decision-making limited to the top. 

b. Benevolent-Authoritative Style: where there is relative 
confidence and trust in subordinates, with provision for upward 
communication while motivation is by reward. 

c. Consultative Style:- where there is substantial but not complete 
confidence in communication and consultation. 

d. Participation Group Style:- where ideas and opinions are sought 
from subordinates because of absolute confidence. 

 
The participative group style was regarded as the most effective and 
productive. 
Blake and Mouton’s Managerial grid in Ukeje et al (1992) classified 
leadership behaviour into:- 

a. Concern for production; and 
b. Concern for people. 

 
Both researchers advocated a blend or equal mix of both “concerns” to 
ensure adequate performance through a balance of work requirements 
and the maintenance of satisfactory morale. 
 More leadership studies as found in the Ohio State University 
study classified leaders’ behavour into (i) consideration or human 
relationships and group maintenance.  

(ii) Initiating structure which involves organizing and 
directing of work. (Meyers, 1971). 

Similarly, in the Michigan studies, Reddin (1964) initially evolved two 
styles of mode of administration in a continuum. These are; 

i. employee centered behaviour; and  
ii. the production centered behaviour  
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Considering the limitations emerging from the above, Reddin evolved 
the 3-Dimensional theory which considers three skills imperative for 
effective management. These are; 
i. Situational management or the ability to change a situation ripe 

for a change. 
ii. Style flexibility or the ability to match managerial approach to the 

situation once analyzed; and  
iii. Diagnostic skill:- ability to evaluate a situation. From Reddin, we 

see that any style can be used appropriately or inappropriately. In 
this regard, any style can be used as long as it meets the output 
requirement of the job in order to achieve administrative 
effectiveness. 

 
Forms of Leadership/Leadership Styles 
The classification of leadership types is based on the pattern of 
relationship between the leader and the subordinates, which are: 
 
a. Democratic Leadership:- This is an open-minded leadership in which 
decision-making is based on consultation, deliberation and 
participation of all members of the group. It is considered the most 
desirable leadership style. The leader involves the workers in almost 
everything. In the case of a school, the principal involves the HODs and 
his teachers in decision-making. This makes the subordinates have a 
sense of belonging and so are highly committed towards the 
achievement of the organizational goals. 
 
b. Autocratic or Coercive Leadership:- This form of leadership is 
through force. It is commonly called authoritarianism or dictatorship. 
The leader offers little or no opportunity for members of the 
organization to take part in decision-making. Decisions are unilaterally 
made and passed down to the subordinates for compliance and 
implementation. This is because the leader has no confidence in the 
subordinates and so motivates them to work harder by threats. School 
leadership that adopts this leadership style might not have conducive 
social environment for productivity; rather, there would be acrimony 
and disorder that would negate the achievement of educational 
objectives. 
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c. Laissez-faire Leadership Style:- The word laissez-faire is derived from 
French language which simply means “let things go their way”. This 
expression is used to describe a leader who allows the subordinates to 
act the way they like. It is a permissive leadership which takes a 
permissive stance toward the problems of the group. In the school 
context, if the school leadership adopts liassez-faire style, the staff 
would surely short-change the students as many of them would take to 
trading and other businesses. Others would cluster for discussions 
when they were supposed to be teaching. This happens when the 
principal is weak in his administration. 
 
d. Charismatic Leadership Style:- A charismatic leader is one who 
because of some natural charm, power or personality is able to inspire 
in his followers great devotion to duty and attainment of organizational 
goals. Workers under a charismatic leader usually obey and seek to 
please him. They accept his orders without questions and are ready to 
defend the leader against threatened opposition or attack. It is a type 
of leadership to whom everyone owes loyalty and allegiance by virtue 
of the leader’s personality qualities. 
 
Leadership Norms for Effective Staff Management in Schools 
This refers to the actual attitudinal qualities of a leadership which 
includes identifying the vision, mission and techniques as well as the 
processes of achieving stated goals. A leader performs such functions 
as planning, organizing, directing and controlling the activities to 
achieve group objectives. The leader identifies the vision, mission and 
provides the means for achieving them. The leader, in a school 
situation, assigns and delegates duties to his staff. He acts as a model 
for his staff as he directs the affairs of the school. He controls the 
school organization through adequate supervision. 
 The school administrator (Principal) must possess certain 
qualities to enable him/her perform effectively. Such qualities include 
intelligence, good sense or judgment, maturity, initiatives, credibility, 
emotionally stable and a high degree of integrity. Added to the above 
qualities are leadership norms that enhance effective staff 
management.  
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They include: 
 Communication 
 Caring 
 Creating opportunities 
 Creating good school culture and 
 Credibility. 

 
Communication: - Communication is the transfer of information, 
feeling or messages from a source to a receiver. It is an indispensable 
concept in any human organization. It is through it that goals, 
instructions and happenings are brought to the notice of members. 
Through it, feelings of confusion, frustration and distrust are 
eliminated. Okunamiri et al (2008) posited that through repeated 
communication, the vision of the organization is shared with everyone 
in the organization. 
 
Caring: This is another vital norm that enhances effective staff 
management. The leaders are not to be only work-oriented but also 
have concern for the welfare of the staff and students to achieve 
excellence in their schools. This entails that the leader should be 
affectionate, helpful, sympathetic and supportive but not to the 
detriment of the vision of the school. Researchers have proved that 
people work better under a leader who shows concern about their 
personal feelings and needs than those who do not. 
 
Creating Opportunities: Besides caring, creating opportunities is 
another leadership norm that brings about school effectiveness. This 
refers to making allowances for people to grow on the job experience. 
Effective school administrators anticipate and recognize changes in 
their organizational environment and lead staff and students to adjust 
to such changes. Transformational leaders explore various options of 
the organization’s vision, assess the reality of the present and 
determine the gap that could exist and so guide their staff personnel 
towards closing those gaps for their own improvement and that of the 
organization. 
 
Creating Good School Culture: To attain excellence, a transactional 
leader strives to create a unique school culture (open climate, neat 
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environment, punctuality etc) by seeking to define, strengthen and 
articulate those enduring qualities, values, beliefs and cultural strands 
that give the school its identity. 
 
Credibility: This is very important in the management of school 
organization, if it is to achieve its set goals. Credible leadership shows 
transparency, honesty and accountability as these make them 
acceptable to both staff, students, parents and others. 
 
Tasks and Roles of School Principals 
Lipham and Hoeh (1974) have summarized the critical tasks and roles of 
the principal as being the following; 

i. Instruction and curriculum development 
ii. Pupil and staff personnel management 
iii. Management of school plant, safety of equipment and facilities 
iv. Organization of staff for the implementation of educational 

programmes and participation in educational planning. 
v. School finance and business management.  

 
For a successful performance of these tasks, the principal should also 
be competent in the following areas: 

a. response to social change 
b. evaluation of school processes and products 
c. administration and improvement of instruction programmes 
d. decision-making 
e. maintenance of effective human relations  

 
The roles of the school principal is diversified. Hughes (1976) concludes 
on the functions of the head as being professional as well as 
administrative. This means that these roles include both academic and 
administrative leadership. 
The administrative functions of the school principal include; planning, 
organizing, directing budgeting, coordinating and evaluating. 
 
Planning:- Most of what the principal does in managing the school 
centre basically on planning the different and non academic matters. 
For instance, assigning teachers the subjects to teach, providing 
syllabuses etc. Although the principal may not directly be involved in 
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the recruitment of staff for his school, his influence in securing 
competent staff will determine the quantity and quality of staff he/she 
gets. 
 
Organizing:- This is another function of the principal that is closely 
related to planning. The principal arranges and schedules the activities 
of the school in a coherent, well articulated and orderly sequence. It is 
important for easy allocation of duties of staff and ensure effective 
performance. 
 
Budgeting:- For the principal to be effective, he must have estimate of 
income and expenditure for the school year. This involves estimating 
how internally generated revenue and statutory allocations can best be 
used in performing school tasks. The school administrator ensures that 
the budget specifies the objectives to be achieved and programmes to 
be implemented. The school budget should also specify the source of 
revenue required (school fees, school sales, donations etc). It is 
important that the school administrator should be prudent and 
transparent in monetary matters in order to be respected by all and 
sundry. 
 
Directing:- The school administrator is required to direct the affairs of 
the school by providing exemplary leadership. He should show good 
example of what he wants the subordinates to do. Directing also 
involves control. The school has to adopt a system of control whereby 
bad or poor behaviour is punished and good ones rewarded. 
 
Coordinating:- This is the process of interrelating the various aspects of 
the school work by the administrator. It fosters coherence and 
smoothness in the achievement of the goals of the school. 
 
Evaluating:- Another major responsibility of the principal is the 
evaluation of the school activities, staff and the students. This helps 
him/her to monitor the activities of his subordinates and clients. 
Enaohwo and Eferakeya (1989) expressed that the supervision of 
teachers can be faced with problems for the inexperienced principal 
especially, if the mode of supervision adopted is not acceptable to the 
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staff. They specify that the principal must be objective, fair and firm to 
be successful in this task. 
 
Ogunu (2000) succinctly enumerated that the school principal as a 
leader, performs the following roles; 

1. Providing the overall leadership, co-ordination and continuing 
evaluation that encourages the improvement of educational 
programmes; 

2. Being responsible for the welfare of the personnel, 
development or professional success and good staff morale; 

3. Being accountable for the success, safety and development of 
the students in the school; 

4. Supervising students’ activities including disciplinary control; 
5. Providing leadership in curricular development; 
6. Providing instructional leadership including supervision of 

instructions; 
7. Managing the school through 

a. Internal planning 
b. Organizing the staff and students personnel  
c. Determination of needs 
d. Organization of the school day and year 
e. Procurement and maintenance of materials, school plant 

and facilities 
f. Office management 

8. Working with the community; and 
9. Educational appraisal. 

  
The Role of School Leadership in Ensuring Judicious use of Time  
The attitude of employees towards the use of time especially when at 
work seems to receive great condemnation. The same has been 
observed in the education system where teachers engage in 
unwholesome discussions with their colleagues, making and answering 
phone calls at the time they are supposed to be teaching their students. 
This agrees with Ola (2003) who stated that Nigerian public sector is 
infested with poor culture of time management as civil servants use 
their workplace as a forum for gossiping, visiting friends, buying and 
selling goods which have resulted in low productivity as well as a 
decrease in the Gross Domestic Product (GDP), invariably increasing the 
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rate of inflation. The school leadership (Principal, Administrators) need 
to inculcate judicious use of time and time management in their 
subordinates. 

School administrators should not sit in closed offices and 
attend to paper work or files alone all day but are to closely monitor 
their subordinates, ensuring that activities or lessons as enshrined in 
the timetable is strictly followed so that students are not short-
changed. This means that the school administrators must be leaders 
who lead by good example. They must be punctual to work themselves 
so that they would have the moral justification to condemn lateness 
and indiscipline behaviour in their subordinates. This would enhance 
fair and objective assessment of the workers who are hard-working or 
even those who play eye-service in their jobs. 

An effective school administrator (Principal) who has acquired 
skills in time management not only influences his staff but also the 
students. Rules and regulations from the ministry of education are 
meant for all. A situation where school principals and directors from 
the Secondary Management Board (SEMB) are given the freedom to 
come to work when they like leaves much to be desired (Ola, 2003). It 
is obvious that the common derogatory slogan “African Time” in our 
society now arises from the negative attitude in the use of time. For 
instances, events that are slated to take place by 9 o’clock, would be 
delayed to 11 o’clock because the participants were not there at the 
right time. This is as a result of lateness habit that has been inculcated 
from their early school days. 

In a bid to ensure effective time usage, school leadership 
should share responsibilities to capable subordinates with relevant 
background and academic qualification and be strictly monitored, 
rewarding and motivating hard work. This will also encourage healthy 
competition among them.  
  
Conclusion: 
Since it has been proved by researchers that all the characteristics 
associated with leadership are not inborn, apart from intelligence, 
school principals are to yield themselves to adequate acquisition of 
skills and competencies that will enhance effective administration. It is 
also necessary for them to imbibe the skills of good time management 
so as to inculcate same to their staff and students. Ikpitibo (2013) has 
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advocated the adoption of time management strategies and skills by 
school administrators which they could do through planning of daily 
school activities. They are to arrange their tasks according to order of 
importance, have the ability to say  “no” to non essential tasks, 
delegate duties where necessary, evaluate their activities on daily basis, 
engage themselves in healthy lifestyle , avoid distractions as well as 
attend seminars, workshops and in-service training for current 
management practices. 

Advancement in technology demands that school leadership 
should cultivate time-conscious work habits that suit current realities. 
All these, hopefully, will enhance efficiency and effective productivity in 
our school system. 
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