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Abstract: This study aimed to analyze the perception of the project manager regarding the Executive
Secretary’s contribution in project management. The pursuit of competitive advantage has led
organizations to be concerned with project management and the communication difficulties and a
lack of leadership during the process are cited among the reasons that compromise project success.
In order to relate the powers of the Executive Secretary with the competences of the project team,
was used the Brazilian Curriculum Guidelines of the Executive Secretariat Course and the skill set
proposed by the International Project Management Association, for the construction of a theoretical
model, which was analyzed by structural equation modeling. The results showed that the Executive
Secretary is a contributive member of the project management team who enables efficient
management of projects. With this result, we found that project managers may seek Executive
Secretariat support to achieve project success.
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Resumo: Este estudo teve como objetivo analisar a percepgao do gerente de projetos em relagao
a contribuicdo do Secretario Executivo no gerenciamento de projetos. A busca de vantagem
competitiva levou as organizagdes a se preocuparem com o gerenciamento de projetos e as
dificuldades de comunicagéo e a falta de lideranga, durante o processo, sao citadas entre as razdes
que comprometem o sucesso do projeto. Para relacionar os poderes do Secretario Executivo com
as competéncias da equipe do projeto, foram utilizadas as Diretrizes Curriculares Nacionais do
Curso de Secretariado Executivo e o conjunto de habilidades proposto pela International Project
Management Association, para a construgdo de um modelo tedrico, que foi analisado por
modelagem de equacdes estruturais. Os resultados mostraram que o Secretario Executivo € um
membro colaborativo da equipe de gerenciamento de projetos e permite o gerenciamento eficiente
de projetos. Com esse resultado, constatou-se que os gerentes de projeto podem buscar o apoio
do Secretario Executivo para alcangar o sucesso do projeto.
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Competences of the Executive Secretariat...

1 Introduction

One of the biggest challenges for organizations is the project team's commitment
to project management. At the beginning of project management, it was possible to
execute successful projects, only defining time and costs (Thamhain, 1993;
Magalhéaes et al., 2020). However, it is currently observed that this is not enough for
the success of a project. It is necessary to manage teams and this is an art that
involves great challenges. The success of projects today depends on
multidisciplinary efforts, with the involvement of the entire project team (Thamhain,
2012; Moura, Carneiro, & Diniz, 2018).

Project management has evolved to be more collaborative between leaders and team
members, with the assurance of faster adoption of changes and benefits, if well executed
(van der Vaart et al, 2012). The commitment of the project management (PM) team
contributes to the project link between the corporation and the project stakeholders
(Carvalho & Rabechini, 2011).

The functions of the Executive Secretary (ES), and their importance to PM
showed significant development in recent years with regard to preparation to meet
the changing labor market (Leal, & Moraes, 2017; Paes, & Santiago, 2020). The ES
training enables a professional to perform different tasks in different areas of the
organization both private and public and use knowledge management to support
decision-making (Souza, Maier, & Maganeiro, 2013; Carvalho et al, 2019; Snoeijer,
Moreira, & Martins, 2019; Moreira et al, 2020).

Since the ES creates a link between the members of a company, it is believed that the
skills and profile of this professional can contribute directly to the success of projects,
improving many aspects of communication (Piscopo & Silveira, 2013), which is a factor of
project failure (Kerzner, 2017; Vezzoni et al., 2013). However, the literature is still lacking
in work to establish this association.

In a scenario in which there is a growing need for organizations to develop and improve
PM and be aware that a major obstacle is the motivation of the team members (Carvalho
& Rabechini, 2011), it is necessary to deepen theoretical and empirical research,
particularly the identification of core competencies and potential ES contributions in driving
PM (Biscoli & Bilert, 2013).

In this sense, this article aims to answer the following question: what are the project
managers’ perceptions of the contributions of the Executive Secretary in project
management?

In order to understand the presented problem situation, this study aims to analyze the
perception of project managers as to the Executive Secretary contribution in project
management.

Thus, this article is divided into four sections, besides this brief introduction. The
first section presents the theoretical framework of PM, highlighting the skills of the
project team and the Executive Secretariat professional. The second covers the
methodological aspects of the study. The third section is the analysis of empirical
data phase of the work, and finally, the last section presents the end of study
considerations.

2 Theoretical Framework

Considering the central objective of this study, it is necessary to explore the context of
project management and the powers of the Executive Secretary in project management.
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2.1 Project management

Concept designs have evolved in recent years following the maturity of PM in
organizations. One definition is that a project is a temporary effort, progressive and
unique (Project Management Institute, Inc., 2017; Shenhar & Dvir, 2010; Winch, 2014;
Bennet, 2017).

PM is a macro process that allows quick and efficient implementation of
organizational strategy decisions. Project Management Institute, Inc. (2017) suggests
processes should be focused on the most effective use of people involved with the
project. Thus, it considers the development of project team skills that are important and
necessary for project success (Carvalho & Rabechini, 2011; Moura et al, 2019; Amaral
et al, 2015). Design professionals should have the core competencies of team building,
leadership, conflict resolution, technical expertise and planning, organization,
entrepreneurship, management support, and good judgment to the correct allocation of
resources (Kerzner, 2017).

Consequently, the central part of the complexity of the project is on teamwork and
experience of members (Takey & Carvalho, 2015). Communication difficulties and a
lack of leadership during the process, caused by lack of experience and teamwork,
are among the reasons that hinder projects (Araujo, & Pedron, 2015; Moura et al,
2018; Oliveira et al, 2018), in addition to the difficulty in controlling anxieties and
resistances, generated by change (Almeida & Ramos Filho, 2018) and in solving
problems (Lin et al., 2015) .

Some weaknesses of team members are in: i) leadership ability, because the
lack of leadership hinders team communication; ii) technological skill: when team
members have the necessary technological skills it reduces rework; and iii)
coordination skills: lack of efficient coordination results in rework and
miscommunication (Lu et al., 2014).

Communication management is a key and essential factor in the success or
failure of a project. When communication is carried out effectively, it will ensure that
the right information gets to the right person at the right time and in an appropriate
manner (Kerzner, 2017).

2.1.1 Competence in Vision for Project Management

Competence “is a set of skills and technologies and not a single skill or isolated
technology” (Hamel & Prahalad, 2013, p. 34). As for Fleury and Fleury (2001), the
individual competence comes from the person's characteristics, educational background,
and professional experience. Competence means that the individuals “know how to act
responsibly and recognized, which means mobilize, integrate, transfer knowledge,
resources and skills that add economic value to the organization and social value to the
individual” (Fleury & Fleury, 2001, p. 187).

The IPMA Competence Baseline (ICB) developed the requisite competences for
project professionals for the International Project Management Association (IPMA).
As shown in Table 1, the frame is divided into three areas of competence (IPMA
Brasil, 2012):
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Table 1. General Vision of the Elements of the Competences of projects teams.

Technical Competences

Behavioral Competences

Contextual Competences

Success in the projects
management

Stakeholders
Objectives and Project

Leadership

Commitment and motivation

Orientation of projects

Orientation in programs

- Self control Orientation to a portfolio
requirement
Risks: opportunities and threats Assertiveness Implementation of prOchts,
programs and portfolios
Quality Casualness Permanent organization
Organization of projects Openness Business
Team work Creativity Systems, products and
technology

Troubleshooting

Orientation for results

People Management
Health, security and

Structure of projects Efficiency .
environment
Scope and delivery Counseling Finance and accounting
Time and phases of the project Negotiation Legal aspects
Resources Conflicts and crises
Costs and finances Reliability
Procurement and contracts Values

Alterations Ethics
Control and reporting
Information and Documentation
Communication
Initiation
Closing
Source: adapted from IPMA Brasil (2012).

The settings identified in the literature propose different skills for project professionals.
We chose to use the skill set, as shown in Table 1, according to the IPMA Brasil (2012).

2.2 Professional executive secretariat

The Executive Secretariat has been a profession since 1985, regulated by Laws
7377/1985 and 9261/1996. To qualify, one must have higher education and training as a
secretariat (Brasil, 1996). Since its origin, which is attributed to the scribes, the profession
has undergone several changes. First, the Executive Secretariat served as an advisor and
assistant to the executive. The Executive Secretariat demonstrated effective use of
secretarial techniques, and always effectively and efficiently maximized and optimized
technological resources. The profession now takes on more and more responsibilities as
a result of the powers acquired within the upper reaches of the Executive Secretariat,
which allows the professional to act to oversee the workings of entrepreneurs and
consultants, with a focus on results (Vieira & Zuin, 2015; Barros et al, 2013; Leal &
Moraes, 2017; Leal et al, 2020).

Assuming technical and behavioral skills, with a more flexible, resilient, and creative
profile, ES no longer is a mere task executor (Martins et al., 2011). The technical and
behavioral skills are presented in the Brazilian Curriculum Guidelines-DCN (Brasil, 2005),
as shown in Table 2. The technical competence is based on knowledge gained in
vocational training, is the deep knowledge of methods, processes and procedures of
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activities in the organization, and general know-how (Bernhardt, 2004). The behavioral
competence is gained through experience, both professional and life. It is part of the set
of social skills that are required to appropriately deal with situations of everyday life
(Dias et al., 2014).

Table 2. Brazilian Curriculum Guidelines of ES.

Articulation capacity according to the levels of the competences fixed by
organizations.

General vision of the organization and peculiar hierarchical and inter-sector
relationships.

Practice of management functions with solid mastery on planning, organization,
control and direction.

Use of logical, critical, and analytical thinking, operating with values and
establishing formal and casual relationships between organizational
phenomena and situations.

Technical Skills to deal with new models of management innovation.

competences Domain of resources of expression and communication compatible with
professional practice, including in negotiation processes and in interpersonal
and intergroup communication.

Effective use of secretary techniques, with new technologies allowing security,
credibility and loyalty in the flow of information.

Adoption of alternative means related with improvement of quality and
productivity of services, identifying needs and providing solutions.

Information management, providing uniformity and references to different users.
Management and advisory aiming sectors and business objectives and goals.
Capability to the maximization and optimization of technical resources.
Receptivity and leadership in team work, searching for synergy.

Initiative
Creativity
Behavioral o
Determination
Competences

Willingness to learn
Openness to changes
Awareness for implications and ethical responsibility in the course of profession.

Source: adapted from Brasil (2005).

In addition to technical skills (writing texts, secretary meetings, organizing trips, events
and institutional visits, and managing information), the ES should possess behavioral skills
including interpersonal relations and ethics to deal with strategic and sensitive information.
The ES position is “a key” within organizations due to its flexible profile and its
multifunctional character (Neiva & D’Elia, 2014; Moreira et al, 2016). Leal & Moraes (2017)
corroborating to highlight the multifunctional character and versatility of the ES, add the
mainstreaming of knowledge, resoluteness, and innovativeness as new skills aggregated
to the profession.

As facilitator, the ES has a special function in communication, facilitating the process
of understanding and respect among colleagues. There are companies with successful
experiences of ES groups involved in quality programs in order to optimize processes and
work routines, cost reduction, and improvement of communication processes (Neiva &
D’Elia, 2014).

The ES is able to perform management activities such as monitoring and
implementation of planning, participation in the distribution, supervision and control of
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employee activities, participation in the organization of working methods and processes
involving the understanding of self and others, effective communication, team building,
management of information through critical thinking, and coordination of projects and / or
events (Barros et al., 2013).

The ES features a performance of diversity in the market, one of the idealization and
development of implementation and execution of process improvement projects
(Santos et al., 2013; Rodrigues & Pradella, 2010). Corroborating this statement,
Barros et al. (2013) emphasize the importance of ES to PM, working on the organizational
challenges that are requested. The planning used constantly by ES contributes to better
time management. Consequently, this professional can increase project teams’ quality, by
prioritization of activities schedules by urgency, and through provision of correct
definitions. Their social and technical skills show the importance of ES’s role with the
project teams (Mota & Magalhaes, 2013).

By studying the ES’s performance in projects, Piscopo & Silveira (2013) revealed that
the role and responsibilities of this professional should be set initially. ES who are inserted
into complex projects provide support to managers and project teams, and contribute to a
positive result, especially in the information flow and communication of projects studied.
This is especially found for interpersonal skills and access to different functional areas,
and the only need is to deepen their knowledge of PM.

In a survey conducted by Todorov etal. (2013a) on the powers of secretarial
professionals in the implementation of sustainable projects, it was found that the ES is
involved in the management of these projects. Of the 206 respondents, 26% are directly
involved in the implementation and execution, 20% in the advice to the project team, and
5% are involved in managing the communications area.

The ES is prepared to take on new responsibilities in the face of changing their profile
and their new technical and behavioral skills, but some companies did not follow this trend
and delegated only operational tasks to the ES, not using them to their full potential to
benefit the processes in the organization (Neiva & D’Elia, 2014; Halice et al., 2012).
Therefore, the managers’ knowledge of the competences of the professional Secretariat
benefits processes, such as PM.

In this context, we present the first hypothesis related search:

H1 - Knowledge of project manager of the ES expertise benefits the PM processes.
H2 - Knowledge of project manager of the ES behavioral skills benefits the PM processes.

Communication difficulties rank among the top reasons that hinder projects (Lu et al,
2014). Among the ES skills are interpersonal or inter-group communications (Brasil,
2005), which are also among the technical skills of the project team. It is for the ES to take
on more responsibility, consistent with their knowledge, with the exercise of leadership,
among others (Vieira & Zuin, 2015). Faced with this problem the following hypotheses
were tested:

H3 - The ES uses the technical and contextual skills of the project team.
H4 - The ES uses the behavioral skills of the project team.

There are several ES skills that relate to the competence of the project team. In order
to relate the ES skills to the professional skills needed for the projects, according to the
project manager's perspective, we chose to use the ES skills as outlined by Brasil (2005).
In this way, we can compare the technical and behavioral skills of the ES with the skills of
the project team.

Thereby:

H5 - The project manager realizes the ES contributes to the PM, due to the ES skills.
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H6 - The project manager realizes the ES contributes to the PM, due to the project team
skills.

Figure 1 shows the theoretical model developed from the literature review.

Knowladge of
the
Dt N o
af the E5

Behavioral
Campatences
of the E5

Contributions
ta the
Prajects by
the [5

Technical and

Cantextual

Compeatences
of the Project
Team

Behaviaral
Competences
af the Project
Team

Figure 1. Theoretical Model.

3 Research methodology

This chapter presents the research methodology, describing the nature of the study,
methods, techniques, and constructs analyzed during the empirical phase of this study.

The empirical phase of this study can be categorized as a descriptive and quantitative
(Hair et al., 2016), and was conducted through a survey (Cooper & Schindler, 2013). Data
were analyzed using structural equation modeling (SEM), using the correlation matrix and
partial least squares (PLS-PM - partial least square - path modeling) (Ringle et al., 2014)
and also using SEM. The analysis verified the perception of project managers regarding
the contribution of ES in PM.

The sample selection did not follow probabilistic criteria for convenience (Hair et al.,
2016). For definition of the population, the entity was selected representing the secretariat
of professionals in Sdo Paulo, the Union of Secretaries of the State of Sdo Paulo
(SINSESP). The scope of the research included 4,000 project managers linked with
SINSESP associates.

Non-probabilistic studies that use structural equation modeling, see Malhotra et al.
(2014), recommend that each construct be measured by at least three observed variables.
Attending to this assumption, the present study, which contains five constructs, used at
least seven variables for measurement. However, to ensure an adequate sample size, we
used the G * Power 3.1.9 software which indicates that for a power of .80 and a median
effect size (.15), the minimum sample size of 68 subjects (Ringle, Silva, & Bido, 2014).
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The constructs of the research were aligned with the references used, taking into
account the purpose of the study. In Appendix A, the constructs of the research are
presented with their theoretical and operational definitions, also pointing to the source
associated with each construct, in addition to the variables used in the questionnaire.

The construction of the data collection instrument began by analyzing the skill
concepts for the ES and for project professionals. Based on the theoretical framework, a
list of variables was created. The choice of the skills of the Secretariat was based on the
Curriculum Guidelines Course (Brasil, 2005), as variables for this research are justified
because they are officers of the National Council of Education. The skills of the project
professional, were based on IPMA Brasil (2012), and are justified by the number of
variables that contribute to a better result, but also to present technical and behavioral
skills, just as the skills presented in the Curriculum Guidelines of the professional
secretariat course.

In the initial analysis of empirical data we verified the normality (KS Kolmogorov-
Smirnov test), the absence of outliers, uni (box-plot chart) and multivariate (D?
Mahalanobis), the absence of multicollinearity (inflation factor variance - VIF) and
homoscedasticity of the distribution (Levene’s test), using SPSS.

For structural equation modeling, we conducted an analysis of the correlation matrix,
using the SmartPLS 2.0M3 software.

4 Results

A driven pretest with four respondents indicated the necessary adjustments to the
elaboration of the final version of the data collection form.

The survey questionnaire was sent to 4,000 people via the internet. The research was
viewed by 444 people (11.1% of mailing). Only 249 respondents (56.1% of respondents
and 6.2% of accessed) started the questionnaire, but 175 did not answer all questions.
For this reason, these were excluded from the database. The final sample was composed
of 75 completed and valid questionnaires, answered by project managers (16.9% of
respondents and 1.9% of accessed).

The proportion of female responders (76%) was higher than that of male responders
(24%) and in relation to age, 9.34% (n = 7) of respondents were under 30, 29.3% (n = 22)
were between 31 and 39 years, 36% (n = 27) were between 40 to 49 years, 20% (n = 15)
were between 50 and 59 years, and 5.3% (n = 4) were over 60 years.

With regard to the education of the respondents, 53.16% (n = 40) have graduate
degrees, 94.7% (n = 71) have higher education, 31% (n = 22) in Administration and 4%
(n = 3) at the technical level. Among the respondents, 54.7% (n = 41) have been working
for more than 10 years as project managers and coordinate 13 people on average.

The results showed that 17.03% (n = 13) of organizations have fewer than 10
employees, 10.07% (n = 8) have up to 49 employees, 12% (n = 9) up to 99 employees
and 60% (n = 45) over 100 employees. The companies’ lines of business were quite
heterogeneous, however, most were concentrated in the service sector (13.69%), with
69.30% (n = 62) being private, 20% (n = 15) public, 6.70% (n = 5) mixed, and 4% (n = 3)
from the third sector. Respondents were concentrated in Sdo Paulo (96.10%).

Apart from performing project management functions, to be considered for this study,
the participants were also required to have participated with an ES on a project team, at
some time in the last twelve months. Of the respondents, 57.3% (n = 43) had worked with
an ES at the time of participation in the research while the other 46.7% (n = 32) had
managed an ES last year.
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Analysis of the Box-plot chart did not indicate the existence of a univariate outlier, and
the Mahalanobis distance (D?) was not significant for any data (x?>= n.s.) (Hair et al., 2016).

Similarly, the absence of Multicollinearity was identified by analyzing the inflation factor
of less variance than 10 for all manifest variables (biggest value of the VIF = 4.76
CC_SE_6 variable). Even if there is a critical limit for the test, there is the understanding
that VIFs below 10 indicate no multicollinearity (Hair et al., 2016). Also as expected, the
Levene’s test revealed no traces of sample heteroscedasticity (p < .01).

Finally, there was examination of normal distribution of the data of the dependent
variables in the model. The KS test - Kolgomorov Smirnov, alternative to W Shapiro-Wilk
for larger samples to 20 subjects, indicated the absence of normality in the data. This
result reinforces the decision to use the estimation by correlation matrix, using the
SmartPLS for the analysis of the structural model.

4.1 Structural equation modeling

In this section we present the results observed in the analysis of the structural model.
Initially, as recommended in the literature (Ringle et al., 2014), we proceeded to the
verification of convergent and discriminant validity of the model.

4.1.1 Convergent Validity

Convergent validity is obtained by observations of the loads between the manifest
variables and the constructs to which these relate. As indicated by Ringle et al. (2014),
loads of more than .50 indicate good adjustment and power formative contribution to the
latent variable.

As shown in Figure 2, loads range from .583 to .961. Thus, by this criterion, it was not
necessary to eliminate any observed variable.

4.1.2 Discriminant Validity

In checking the discriminant validity we used the criterion of Fornel and Larcker. By
that standard, widely used in structural equation modeling, we obtain the discriminant
validity when the square root of the AVE (average variance extracted) of the construct is
greater than the correlation of this with the other constructs of the model analyzed
(Ringle et al. 2014; Hair et al., 2016).

As shown in Table 3, the model meets the Fornel and Larcker’s criteria without any
required adjustment.

Table 3. Discriminant Validity of the Model.

AVE AVE Root 1 2 3 4 5
(1) Compet_Beh_PT .826 .909 .909
(2) Compet_Technic_PT .641 .801 .873 .801
(3) Compet_Technic_ES .705 .839 .666 .709 .839
(4) Compet_Beh_ES 757 .870 727 613 .753 .870
(5) Contribution ES .670 .818 .839 775 .670 .684 .818

The highlighted diagonal presents the AVE square root of the construct. The other cells indicate the correlation
between them.
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4.2 Adequacy Indicators of the Model

The next step was to observe the values of internal consistency by Cronbach’s alpha
(AC), Composite Reliability (CC), the determination coefficients (R?) and Communality.

Even if the AC is sensitive to the number of variables in each construct and the CC is
affected by the covariance between items (Hair et al., 2016), we use the AC and DC to
see if the answers are reliable (Ringle et al, 2014). The results are shown in Table 4.

Table 4. Indicators of adequacy of the structured model.

AVE (:Rc:erlril;t())ilsiltt; Cr%gﬁ:h s R? Communality

Compet_Beh_PT .826 .981 979 .935 .826
Compet_Technic_PT .641 .964 .960 .938 .641
Compet_Tecnicas_ES .705 .963 .958 918 .705
Compet_Beh_ES 757 .956 .946 .827 757
Knowledge ES .638 .969 .966 .638
Contribution ES .670 .941 927 717 .670
Uses_Compet_ES .674 .982 .980 .674

Critical limits according to Ringle et al. (2014) — AC e CC >.70, AVE and Communality >.50.

Given these results, we started the analysis of structural relations.

4.3 Evaluation of path model

The structural model or model paths explains the portion of the variation of dependent
variable(s) explained by independent variable(s) of the analysis model (Hair et al., 2016).
This explanation power is indicated by a coefficient of determination (R?) that can vary
between 0 and 1. Because it is a percentage of the variation, an R? of .49 indicates that
49% of the dependent variable is explained by the independent variable(s).

As shown in Figure 2, 71.7% of ES’s contribution to the project management perceived by
managers is explained by variables ES Knowledge and Use of ES Skills. Notably, Use of ES
Skills has a much greater weight (8=0,670) in the explanation of the dependent variable when
comparing the importance of ES knowledge, perceived by the manager (8 = .219).

4.3.1 Coefficients of Assessment and Significance Test

The coefficients of determination of Pearson (R?) are large, as shown in Table 3, and
the loads of the constructs were positive, but some factor loadings showed low levels (for
details see Cohen et al., 2013).

4.3.2 Testing Hypotheses

To check the significance of relationships, we used the resampling bootstrapping test
with 200 repetitions. To evaluate whether the relationships were significant, we calculated
a Student's t test among the original data values and those obtained by the resampling
bootstrapping technique, where the original data was repeatedly sampled by extracting a
large number of sub-samples and pricing models for each one presenting the best
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coefficients and the expected variability (Hair et al., 2016; Ringle et al., 2014). As Table 5
shows, all values are higher than the amount indicated as recommended and appropriate.

Only the path of the contribution of ES in projects with the construct technical and
behavioral competences which tested H5 (The project manager realizes the SE
contribution to the PM, due to the ES skills) presented t (199) = .959; with p > .01, thus
considered not significant.

Table 5. Test of the Hypothesis

Means of
Hypothesis Expectec! Path Original the_ Standart Testt Sig.
relationship load resampling error
bootstraping

Knowledge of ES ->

H1 + Compet_Technic_ES .958 957 .013  75.964 p<.01
Knowledge of ES ->

H2 + Compet_comp, ES 910 .902 .043 21113 p<.01
Use_Compet ES ->

H3 + Compet_Technic_PT .969 967 .015 66.162 p<.01
Use_Compet_ES ->

H4 + Compet_Beh_PT .967 .966 .012 8.453 p<0,01
Knowledge of ES ->

H5 + Contribution ES 219 .308 229 959 N.S.

H6 +  Use Compet ES-> g5 580 238 2817 p<.01

Contribution ES

Critical limits for t(199): 1.96=p<.05 e 2.53=p<.01
Note: “N.S.” = non-significant — Hypothesis not supported by the empirical data.

Figure 2 shows the structural theoretical model, with the respective coefficients. The
amount shown within the construct (circle) shows how this variable is explained by the
other constructs. The numbered variables in rectangles are detailed in Appendix A.
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Figura 2. Structural Model.
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4.4 Discussion of results

This study analyzed the perceptions of project managers regarding the ES contribution
to PM, using five constructs measuring ES skills and those of the project team. The
relationships between the constructs involved in the research were represented by the
use of paths and indicated good condition to be processed and analyzed by
SmartPLS2.0M3 software for multivariate analysis. This allowed for the testing of each of
our hypotheses to answer the research problem.

The relationship between the knowledge of project managers and the skills ES
constructs showed consistent results. The same happened between the use by the ES
and the relationship with the constructs of project team skills, as shown below.

Verifying the relationship between the constructs technical competences of the ES and
the competences of the project team, project managers believe that the ES can facilitate
the connection between the team members and contribute to the smooth implementation
of the entire PM. A general view of the organization enables the ES to take a broad view
of everything that happens within the scenario to understand the problems more quickly
and efficiently and to identify possible solutions. This general view also enables the ES to
work on different types of projects, favoring the strategic execution of organizations. The
field of expression and communication resources by ES helps in reducing communication
failures, increasing the possibility of an effective exchange among members, and a better
understanding of information between the parties (Leal & Fiates, 2013; Bernhardt, 2004;
Moreira et al, 2020).

The project manager showed lack of certainty for the ES’s use of management
functions and the use of logical, critical, and analytical reasoning, which can demonstrate
that the ES has not mastered this skill as needed. Therefore, the development of
managerial skills is part of the new approach that the ES has taken in recent years. Also
the project manager showed a similar lack of certainty in the adoption of alternative media
related to improving the quality and productivity of services, which was surprising as there
are already ES groups involved in quality programs, optimizing processes and work
routines, generating improved communication and reducing costs (Neiva & D’Elia, 2014;
Todorov et al, 2013b; Moreira et al, 2016). To reverse this result ES can search for existing
groups to become familiar with the processes adopted and apply them to their project
teams.

In the construct of behavioral skills of the ES and the project team, the skills were
positively perceived by project managers. The project manager demonstrated knowledge
that the ES has a positive outcome on competence responsiveness and leadership and
improves the team's performance (Aradjo & Pedron, 2015; Moura et al., 2019; Bennet,
2017). The ES initiative profile decreases the time needed to solve problems. Creativity
of the ES also contributes to solving problems, because in many situations the ES needs
to be creative to see a problem or create an opportunity (Neiva & D’Elia, 2014; Vieira &
Zuin, 2015). Furthermore, the interest in learning within a project team can generate new
knowledge, and form critical and motivated team members, which according to
Steenkamp (2014) also contributes to effective communication. Openness to change and
competence were also validated by project managers. When the need for change
emerges in a project, in relation to the scope, cost, or schedule, for example, those
professionals open to changes may have better results and adapt better to new groups, if
necessary (Araujo & Pedron, 2015; Almeida & Ramos Filho, 2018).

With respect to contextual skills of the project team, the results showed that the ES
has yet to become better acquainted with these skills, corroborating the literature (Piscopo
& Silveira, 2013). On the one hand, the general view of the ES, not being specialists in
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PM, were not expected to be perceived as having these skills. On the other hand, as a
member of the project team, the ES needs to better develop these skills for a greater
contribution as a team member. Surprisingly, project managers showed a positive result
regarding the use of permanent organization by the ES. It is possible to believe that this
occurrence is due to the fact that to use that power you need to know and relate to all
levels of the organization and as pointed out in the literature review, this is part of the ES
profile (Halice et al., 2012; Neiva & D’Elia, 2014).

The certainty of project managers about the effectiveness of the contribution of the ES
in project communication corroborates the literature that demonstrated the important role
of this professional for successful communication within the project. With these results we
can say that is mainly on improving communication that project managers can count on
the ES, both in communication between staff, as communication with management, and
stakeholders, building a cohesive communication that will favor the performance of the
projects (Oliveira et al., 2018).

The benefit of PM processes through the analysis of knowledge of project managers
on the construct technical competence of the ES, was tested by H1 and showed a good
knowledge on the part of managers, benefiting PM processes. The reviewed literature had
shown that businesses, in general, did not follow the evolution of the ES, delegating
operational tasks only and not taking advantage of their potential (Neiva & D’Elia, 2014;
Halice et al, 2012; Bernardino & Nunes, 2014; Barbosa & Durante, 2013; Bernardino &
Nunes, 2014), which would mitigate the extent of their performance.

The behavioral competences, which are acquired through professional and personal
experience (Briére, Proulx, Flores, & Laporte, 2015) corresponded to and supported H2.
Receptivity to teamwork and leadership in the pursuit of synergy, initiative, creativity,
determination, desire to learn, openness to change, awareness of the implications, and
ethics of their professional practice responsibilities are skills that most respondents
attribute to the ES.

The use of the constructs related to technical contextual competences of the project
team by the ES was tested in H3 and was also validated. The skills that had a higher result
when the ES project manager performs them were: teamwork, communication on multiple
levels; problem solving and people management. These skills are presented in the
literature as deficient in project team, which can compromise the success of projects
(Rabechini et al., 2011, IPMA Brasil, 2012).

Behavioral skills used by the ES were tested by hypothesis H4 and validated.
Leadership, commitment and motivation, self control, assertiveness, creativity, results
orientation, efficiency, and ethics are skills positively associated with the ES. Also,
casualness, openness, and negotiation are skills that deserve special attention from the
SE, so that project managers have assured that the ES develops.

The perception of the project manager on the contribution of the ES, taking into
account the knowledge of ES skills, was tested for H5 and there is no theoretical support,
according to the evidence presented, to believe that knowledge of ES skills, by the project
managers, who already have a ES in the team, hinder the contribution of these
professionals within the project team, so H5 was rejected.

The confirmation of H6 attests that project managers realize the ES contributes to the
PM, due to the project team skills. In this case, taking into account that many of the ES’s
skills relate to the skills of the project team, the rejection of H5 does not harm the proposed
model of assessing the ES’s contribution. We can say that the proposed theoretical model
is robust. The relationships proposed in the model demonstrate the ES’s contribution
within the project team.
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As a result of this study, we found that the ES’s skills are adherent to the PM team,
contributing to effective project management. With this result, we found that project
managers can get ES support to achieve project success.

As an academic contribution, this study set out to investigate the perception of ES
competencies within the PM team because there have been limited theoretical and
empirical studies with this approach. For organizations, it is relevant for allowing better
results in PM.

5 Final thoughts

The results found among respondents who have an ES on their team that managers
are aware of most ES skills and indicate that knowledge of ES competences by the project
managers can make a difference in the inclusion of an ES on the team. It is also necessary
that the ES strives to show the managers skills such as: i) exercise of management
functions, since these professionals have a solid grip on planning, organization, control
and direction; and ii) ability to deal with innovative management models and capacity
maximization and optimization of technological resources, as these skills are not known
to all respondents.

We identified the following activities carried out by ES in PM, according to the
perception of the project manager: teamwork, communication on multiple levels, problem
solving, and people management. Corroborating the literature, communication is a strong
competence of the ES (Piscopo & Silveira, 2013), and at the same time is one of the most
cited reasons for failure in PM (Kerzner, 2017; Vezzoni et al., 2013). The activities related
to the technical and contextual skills, although also identified as performed by the ES,
showed a need to be better developed by the ES.

The study made it possible to confirm that the project manager realizes the ES
contribution to the PM due to the ES’s relation with the competences of the project team.

After meeting the proposed objectives, this study allowed us to highlight the
importance of the ES for the PM. Knowledge of the ES skills by project managers verifies
that ES use the project team’s competences as members themselves, thus answering the
research question. The results reinforced the belief of lack of synergy between the ES and
the project manager may be due to the small number of respondents who have not yet
integrated the ES on their project team.

Due to lack of work by ES and the project team, it was expected that the return of
respondents would be a limitation. However, with the completion of this study, it is believed
that the number of secretaries involved in the project team will increase in the long run,
which will benefit other research on the subject. For future work, it is suggested to carry
out a survey to compare the success of projects using teams who utilize an ES to those
without an ES. Moreover, the search may also be reapplied to a higher number of
respondents.
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APPENDIX A - CONSTRUCTS

Competences of the Executive Secretariat...

Theoretical or
Constructs Constitutive
Definition

Operational

Definition Source

Variables

Means

Standard
Deviation

The acquired

professional CNE. 2005
knowledge ) o
Project (Brasil,
represents a deep .
) managers 2005);
methodological ; -
knowledge of believe that the Briére et al
ES has technical (2015)

Prs)cceeSderSe:?r? competences. Bernhardt
P (2004).

activities of the
organization.

Technical
Competences of
the ES

Competence
acquired both in  Project manager
professional and  believes thatthe =~ CNE, 2005
life experience.  ES has behavioral (Brasil, 2005)
Ability to manage  competences.
daily situations.

Behavioral
Competences of
the ES

TC_ES_1. Capacity to articulate
knowledge according to the
competence levels set by the
organizations.

TC_ES_10. General vision of
the organization and unique
hierarchical and inter-sector

relations.

TC_ES_11. Practice of
managerial functions, with a solid
domain of planning, organization,

control, and direction.

TC_ES_2. Use of logical,
critical, and analytical
thinking, dealing with values
and establishing formal and
causal relationships between
phenomena and
organizational situations.

TC_ES_3. Ability to deal with
innovative managerial
models.

TC_ES_4. Mastering the
resources of expression and
communication compatible
with the function assignment,
including negotiation
processes and interpersonal
and intergroup
communication.

TC_ES_5. Effective use of
secretarial techniques, with
new technologies, printing
security, credibility, and
loyalty in the information flow
TC_ES_6. Adoption of
alternative means related to
improving the quality and
productivity of services,
identifying needs, and
equating solutions
TC_ES_7. Information
management, ensuring
uniformity and reference for
different users

TC_ES_8. Manage
administrative staff based on
objective, departmental, and

corporate goals.
TC_ES_9. Capacity for
maximization and optimization
of technological resources
BC_ES_1. Responsiveness
and leadership to teamwork in
the pursuit of synergy

BC_ES_2. Initiative

BC_ES_3. Creativity

BC_ES_4. Determination
BC_ES_5. Desire to learn
BC_ES_6. Openness to change
BC_ES_7. Awareness of
implications and ethical

responsibilities in professional
practice.

4.36

4.39

4.23

4.12

4.39

4.55

4.21

4.35

4.32

4.19

4.44

4.71
4.53
4.73
4.68
4.51

4.67

.864

914

1.122

1.034

1.039

1.025

.810

1.004

979

975

1.023

1.003

.693
794
.664
.738
.760

.759
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Competences of the Executive Secretariat...

APPENDIX A - Continued...
Theoretical or .
Constructs Constitutive 0[;) efl:at_?nal Source Variables Means [S)tar_!dte_lrd
Definition efinition eviation
Technical TC_PM_1. Quality 4.00 1230
competence is management ’ ’
technfiz'::;dufed by _ Technical TC_PM_10. Teamwork  4.47 859
) the professionals compet‘ences of TC_PM_11. Communication 4.39 914
Technical of the projects and the Project team |5\ grog) in multiple levels. ] i
competences of . : are developed
. involves domain of . (2012).
project team - by the ES in
knowledge areas in project
mt:r?agf:::;t management. TC_PM_12. Troubleshooting.  4.40 900
besides tools and
methods.
CC_PM_13. 'Orlentatlon to 3.65 1.289
projects
CC_PM_14. Orientation to
Contextual programs 3.80 1.284
competence . "
involves CC_PM_to Orfentation o 367 1.245
understanding the p
context in which CC_PM_2. Implementation of
the project is Contextual Projects, programs and 3.51 1.309
inserted and the —  © o cec of portfolios
Contextual needs in the field the Project team CC_PM_3. Permanent 4.47 844
competences of of portfolio IPMA Brasil organization ' :
roject management are developed (2012) 9
mar‘:a S;ement programs ' by the ES in : CC_PM_4. Business 3.92  1.148
resources, legal, project t CC_PM_5. Systems, products 364 1926
environmental and  Tanagement. and e technology ' '
health aspects, as CC_PM_6. People
well as business management 4.16 1.091
models, finance, -
and operation of CC_PM_7. Health, security 575 4 459
the company. and environment
CC_PM_8. Flngnces and 387 1.057
accounting
CC_PM_9. Legal aspects 3.69 1.208
BC_PM_1. Leadership 4.19 1.182
BC_PM_1-O. Commltment and 4.45 1.082
) innovation
Corfseﬁzx'é’;:'are BC_PM_11.Self-control 436  1.098
related to the ~ Behavioral skills BC_PM_2. Assertiveness 443 1.002
Behavioral successful of the project BC_PM_3. Casualness 4.19 1.159
Competences of management of team are IPMA Brasil
the Project projects and the developed by (2012). BC_PM_4. Openr‘u-::ss 419 1.099
Team parties involved. ES in project BC_PM_5. Creativity 4.32 1.08
They are personal management. BC_PM_6. Orientation to 4.40 104
skills of the project results : :
manager. BC_PM_7. Efficiency 452 978
BC_PM_8. Negotiation 4.16 1.079
BC_PM_9. Ethics 4.53 1.004
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