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Abstract 
The study was carried out in Federal Polytechnic, Bida to assess the administrative skills 
possessed by office technology and management graduates. The Study adopted a descriptive 
survey. The population of the study comprised 31 Heads of Departments from which relevant 
information concerning their secretaries (OTM graduates) were generated.  The population of 
the study was used as sample as it was considered sizeable and manageable.  Close-ended 
Questionnaire was the instrument used for data collection.  It was validated by three experts 
from the Department of Office Technology and Management. The researchers personally 
distributed and collected the completed copies of the questionnaire and used for the study. Data 
collected were analyzed and presented in tables using Mean and Standard Deviation.  The result 
of the analysis showed that OTM graduates possessed communication, organizing and 
technological skills for effective work performance in Federal Polytechnic, Bida. It was 
therefore concluded that OTM graduates, if not given administrative position as “administrative 
officer” may develop low working morale which in turn leads to change of cadre, low secretarial 
staff and low enrollment into OTM program of study. Based on the findings and conclusions of 
the study, it was recommended that OTM graduate should also be placed as administrative 
officers for effective work performance.   
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Introduction 

Office Technology and Management graduates are often employed as secretaries in many 
public and private business offices to perform activities ranging from receiving, giving and 
recording information, providing customer service, attending business meetings, maintaining 
office, providing supervisory and other subordinate roles that could help the office realize set 
objectives.  These new calibers of graduates are still seen as the traditional secretaries whose 
main work was to type, taking shorthand dictation and transcribing it to mailable document and 
taking minutes of meeting and so on in the traditional office. 

However, the advent of technology has changed the traditional activities from taking 
shorthand dictation, using manual typewriters to handling complex responsibilities such as 
planning, organization, coordinating, supervising, time management, operating computers and 
reprographic machines, among others which are the main core activities of office administration 
and management.  
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It is therefore necessary and most importantly for office technology and management 
graduates to possess certain administrative skills which make them more indispensable, well 
organized and better communicators in order to succeed in modern business offices. . While 
administrative skills are certainly important in administrative roles, they are also helpful skills in 
nearly any job activities.  Administrative skills are necessary qualities that help individual 
employees’ complete tasks related to managing a business. This might involve responsibilities 
such as planning, organization, coordinating, supervising, time management, filing, typing 
meeting with internal and external stakeholders, presenting important information, developing 
processes, answering employee questions and more. 
 Furthermore, it helps office technology and management graduates to keep business 
processes running smoothly.  Consequent upon the above, any successful, efficient organization 
should have both administrative professionals and individual contributors who have strong 
administrative skills necessary for the realization of its goals and aspirations.  
 This paper will therefore identity and discuss core administrative skills possessed by 
office technology and management graduates for effective work performance in Federal 
Polytechnic, Bida. 

Wherever people are organized in such a way as to attain certain specific goal(s) the 
elements of administration will come to play.  This could be the school, the church, business 
organizations and even the family.  Administration therefore is geared towards goal attainment 
and goal accomplishment (Omemu, 2015). According to Ijeoma (2004), administration is the 
process of directing the utilization of material and human resources for the purpose of 
accomplishing predetermined goals of an organization.  Skills on the other hand is perceived to 
mean the ability or quality to do something well.   It is an expertness, attitude and competency 
appropriate for a particular job (Inalegwu, 2016) 

Administrative skills are qualities that help someone complete tasks related to managing a 
business.  (Omemu, 2015), maintained that administrative skills are special competencies and 
abilities by administrators as well as all other employees to perform their duties effectively and 
efficiently towards goal achievement in organizations. Administrative skills are therefore 
important because they keep business processes running smoothly. Any successful, efficient 
organization should have both administrative professionals who have strong skills in this area, as 
well as individual who are have good administrative skills that can help the organization to 
achieve set-goals.   

Peretomode (2003) identified three basic skills upon which, effective performance and 
successful administration rest.  These skills are: Technical, Human and Conceptual. On the other 
hand, Ezenwafor (2013) identified some basic areas which the secretary (Office Technology and 
Management Graduate) is trained to possess the skills that will enhance his/her performances as 
follows: 

Communication skills:  Nnabuife (2009) posited that communication plays an invaluable 
role both within and outside the organization towards goal accomplishment to facilitate 
achievement or furtherance of an organization’s objectives. These include the ability to 
understand the official language, ability to use oral communication effectively, ability to 
effectively use written communication, ability to spell words correctly in written 
communication, ability to pronounce words correctly and clearly in oral communication, ability 
to use suitable gestures to communicate, ability to communicate with facial expressions, ability 
to communicate orally with adequate tone and ability to write legibly and logically in written 
communication, among others.  

According to Abdulazeez (2017), the ability to communication information accurately, 
clearly and as intended, is a vital life skill and something that should not be overlooked. 
Communication skills are needed to speak appropriately, listen effectively, present ideas 
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appropriately, write clearly and concisely which enable OTM graduate to work well in an 
organization or in a group.  

Organizing kills: Guest (2019) argued that, without the ability to organize your work and 
your resources, you could be twisting in the wind in no time. You may have been able to muddle 
along back in the day, but in today’s competitive environment, you need to work any advantage 
in your favor. Organizational skills for administrative assistants are therefore crucial to the 
success of any business. 

He mentioned nine (9) ways in which an OTM graduate could possess and improve 
his/her organization skills as an administrator without too much effort on his/her part. They are: 
Proactive, Make a list, Make a schedule, Be an early bird, Establish a filing system, Make the 
most of your prime time, Minimize interruptions, Learn to delegate, Organize your workplace. 

According to Ezenwafor (2013), technical Skills refers to the proficiency or ability to use 
the tool, methods, processes, procedures and techniques of a specialized field to perform specific 
tasks. Office technology skills therefore cover all electronic equipment and facilities that 
facilitate office information processing as well as the procedures adopted in utilizing them. The 
office technology and management competencies  possessed by secretarial staff (OTM 
Graduates) include ability to connect hardware components, ability to boot and shut down 
computer, ability to connect and use printer and relevant equipment for duplication, ability to 
use the internet for data collection and e-mailing, ability to prevent viral infection and generally 
care for the computer and other technological equipment, ability to use software such as word 
processor, spread sheet and data-base management, among others. 
 
Statement of the problem 

Office technology and management graduates double as secretaries in business offices. 
These calibers of graduates are still seen as the traditional secretaries, whose main work were to 
type, taking shorthand dictation and transcribing it to mailable document and taking minutes of 
meeting among others in the traditional office. 

However, the advent of technology in business activities and offices, requires that office 
technology and management graduates should possess skills that will enable them handle 
complex responsibilities such as planning, organization, coordinating, supervising, operating 
computers and reprographic machines, receiving and sending mails and other information via the 
internet which are the main core of office administration and management activities.  Consequent 
upon the above mentioned, any OTM graduate that do not possess the skills to meet up with the 
above-mentioned responsibilities may be out of job or remain redundant.  These are some of the 
reasons why this study was carried out to identify the administrative skills possessed by office 
technology and management graduates for effective work performance in Federal Polytechnic, 
Bida. 
 
Objective of the Study 

The main objective of the study was to identity the administrative skills possessed by 
office technology and management graduates for effective work performance in Federal 
Polytechnic, Bida. It will specifically: 
1. Identify communication skills possessed by office technology and management 
 graduates for effective work performance in Federal Polytechnic, Bida 
2. Find out the organizing skills possessed by office technology and management 
 graduates for effective work performance in Federal Polytechnic, Bida 
3. Identify the technological skills possessed by office technology and management 
 graduates for effective work performance in Federal Polytechnic, Bida 
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Research Questions 
 The following research questions were formulated to guide the study: 
1. What are the communication skills possessed by office technology and management 
 graduates for effective work performance in Federal Polytechnic, Bida? 
2. What are the organizing skills possessed by office technology and management 
 graduates for effective work performance in Federal Polytechnic, Bida? 
3. What are the technological skills possessed by office technology and management 
 graduates for effective work performance in Federal Polytechnic, Bida? 
 
Methods 
 The study adopted a descriptive survey.  The population of the study comprises 31 Heads 
of Departments from which relevant information concerning their secretaries (OTM graduates) 
were generated.  The population of the study was used as sample, as it was considered sizeable 
and manageable.  Close-ended Questionnaire was the instrument used for data collection.  It was 
validated by three experts from the Department of Office Technology and Management.  The 
Researchers personally distributed and collected the completed copies of the questionnaire.  The 
results of the study were analyzed and presented in table by Mean and Standard Deviation.  A 
modified Four Point Likert Rating Scale of Strongly Agreed (5), Agreed (4), Disagreed (3), 
Strongly Disagreed (2) was used to answer the questionnaire.  The decision rule was set at any 
Mean point equal to or greater than 2.50 as agreed and any Mean point equal to or less than 2.49 
as disagreed. A total of 31 copies of questionnaire were distributed, only 29 copies representing 
94% return rate were retrieved and used for the study.  

Results 
Research question one:  
What are the communication skills possessed by office technology and management graduates 
for effective work performance in Federal Polytechnic, Bida? 
 

Table 1:  Analysis of responses on communication skills possessed by office  
  technology and management graduates for effective work performance  

S/N Communication skills possessed by OTM Graduates X SD Remark 
1 Ability to speak fluently 2.96 0.89 Agreed  

2 Ability to write clearly  2.74 0.65 Agreed  

3 Ability to write logically  2.54 0.62 Agreed  

4 Ability to clearly present ideas  2.60 0.69  Agreed  

5 Ability to listen attentively  3.12  0.72 Agreed  
6 Ability to read and spell words correctly   3.07 0.68 Agreed  
7 Ability to use suitable gestures to communicate 2.68 0.82 Agreed  
8 Ability to use facial expressions to communicate 2.72 0.63 Agreed  

Source: Field Data 2020 
 
Table 1 shows that respondents agreed with all the constructs indicating that OTM 

graduates possessed communication skills for effective administrative job performance in 
Federal Polytechnic.  These skills are:  Ability to speak fluently (X=2.96& SD=0.89), Ability to 
write clearly (X= 2.74 & SD= 0.65), Ability to write logically (X= 2.54 & SD= 0.62), Ability to 
clearly present ideas (X= 2.60 & SD= 0.69), Ability to listen  attentively (X= 3.12 & SD= 
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0.72), Ability to read and spell words correctly (X= 3.07 & SD= 0.68), Ability to use suitable 
gestures to communicate (X= 2.68 & SD= 0.82), Ability to use facial expressions to 
communicate (X=2.72& SD= 0.63). 
 

Research question two:  
What are the organizing skills possessed by office technology and management graduates for 
effective work performance in Federal Polytechnic, Bida? 
 
Table 2. Analysis of responses on organizing skills possessed by office technology and 
  management graduates for effective work performance 

S/N Organizing skills possessed by OTM Graduates X SD Remark 
1 Ability to organize workplace 2.96 0.54 Agreed 

2 Establish a filing system 2.92 0.64 Agreed 

3 Ability to make a schedule of the task to be performed  2.92 0.70 Agreed 

4 Ability to be proactive 2.44 0.81 Agreed 
5 Specify terms of reference for junior staff under your 

supervision  
2.98 0.72 Agreed 

6 Make the most of prime time 3.04 0.61 Agreed 
7 Minimize interruptions 2.96 0.54 Agreed 

8 Ability to delegate duties 2.91 0.70 Agreed  

Source: Field Data 2020 
Table 2 above reveals that respondents confirmed that OTM graduates possess 

organizing skills that enable them perform as administrative officer in Federal Polytechnic, 
Bida. These skills are: Ability to organize workplace (X= 2.96 & SD= 0.54), Establish a filing 
system (X= 2.92 & SD= 0.64), Ability to make a schedule of the task to be performed (X= 
2.92& SD= 0.70), Ability to be proactive (X=2.44& SD=81), Specify terms of reference for 
junior staff under your supervision (X=2.98 & SD=72), Make the most of prime time (X=3.04& 
SD=61), Minimize interruptions (X=2.96 & SD=54), Ability to delegate duties (X=2.91& 
SD=0.70). 
Research question two:  
What are the technological skills possessed by office technology and management graduates for 
effective work performance in Federal Polytechnic, Bida? 
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Table 3. Analysis of responses on technological skills possessed by office technology 
  and management graduates for effective work performance 
S/N Skills possessed by OTM Graduates X SD Remark 
1 Ability to boot and shut down the computer 3.32 0.56 Agreed 
2 Ability to effectively use the printer  2.88 0.60 Agreed 
3 Ability to detect problems when using the 

computer 
2.68 0.69 Agreed 

4 Ability to receive and send e-mail via the internet 3.20 0.58 Agreed 
5 Ability to download information from the internet 2.98 0.56 Agreed 
6 Ability to use reprographic machines 2.88 0.79 Agreed 
7 Ability to use office applications 3.32 0.56 Agreed 
8 Ability to use data base applications 2.68 0.69 Agreed 
Source: Field Data 2020 
 
 Table 3 indicates that OTM graduates possess technological skills that enable them 
function as administrative officer in Federal Polytechnic, Bida. These skills are: Ability to boot 
and shut down the computer (X=3.32& SD=0.56), Ability to effectively use the printer (X=2.88 
& SD=0.60), Ability to detect problems when using the computer (X=2.68& SD=0.69), Ability 
to receive and send e-mail via the internet (X=3.20& SD=0.58), Ability to download 
information from the internet (X=2.98& SD=0.56), Ability to use reprographic machines 
(X=2.88& SD=0.79), Ability to use office applications (X=3.32& SD=0.56), Ability to use data 
base applications (X=2.68& SD=0.69). 
 
Discussion of findings 
 The result of the analysis in table I on communication skills possessed by office 
technology and management graduates for effective work performance in Federal Polytechnic, 
Bida indicated that, respondents agreed that OTM graduates possessed the skills to work as 
administrative officer.  This finding collaborates with the work of Ezenwafor (2013) who 
mentioned that OTM graduates (secretaries) are trained to possess ability to speak fluently, 
ability to write clearly, ability to write logically, ability to clearly present ideas, ability to listen 
attentively, ability to spell words correctly in written communication, ability to pronounce words 
correctly and clearly in oral communication, ability to use suitable gestures to communicate.  It 
therefore means that OTM graduates could be employed as administrative officer in Federal 
Polytechnic, Bida. 
 The outcome of the analysis in table 2 revealed that OTM graduates possessed 
organizing skills such as the abilities to organize workplace, maintain a filing system, ability to 
make a schedule of the task to be performed, supervise junior staff, delegate duties, use time 
effectively and minimize interruption during working hours. These findings are supported by 
Guest (2019) who argued that, without the ability to organize your work and your resources, you 
could be twisting in the wind in no time. You may have been able to muddle along back in the 
day, but in today’s competitive environment, you need to work any advantage in your favor. 
According to Guest, organizational skills for administrative officers are therefore crucial to the 
success of any business. 

The result of the findings in Table 3 revealed that OTM graduates possess technological 
skills that enable them to effectively operate machines, equipment and internet facilities. These 
findings also aligned with the work of Ezenwafor (2013), who posited that office technology 
skills cover all electronic equipment and facilities that facilitate office information processing as 
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well as the procedures adopted in utilizing them. The office technology and management 
competencies  possessed by secretarial staff (OTM Graduates) include ability to connect 
hardware components, ability to boot and shut down computer, ability to connect and use printer 
and relevant equipment for duplication, ability to use the internet for data collection and e-
mailing, ability to prevent viral infection and generally care for the computer and other 
technological equipment, ability to use software such as word processor, spread sheet and data-
base management, among others. 
 
Conclusions 

Based on the findings of the study, it was concluded that OTM graduates in Federal 
Polytechnic possessed administrative skills such as communication skills, organizing skills and 
technological skills for effective work performance as a result of the education training they 
have acquired.  OTM graduates, if not given administrative position as “administrative officer” 
may develop low working morale which in turn leads to change of cadre, low secretarial staff 
and low enrollment into OTM program of study just because of the poor perception of OTM 
graduates in today’s business offices. 
 
Recommendations 
 Based on the following recommendations are made: 
1. The Management of the Federal Polytechnic, Bida should endeavour to consider placing 

OTM graduates as administrative officer as a result of the communications skills they 
possessed. 

2. OTM graduates who possessed organization skills and wants to be placed as 
administrative officer should be considered without necessarily taking them down by one 
year or in a lower position by the Polytechnic Management 

3. If technological skills are necessary and a major requirement for managing today’s 
business office, then, OTM graduates who possessed technological skills should be placed 
as administrative officers by the Polytechnic Management. 

 
 
 

  



 

 

Journal of The Business of Education (JTBE) Vol.3 No.1 August 2020.Website: https://www.kwasujtbe.com.ng 

236 

 
References 

Abdulazeez, K. B, (2017). Business communication skills needed by Polytechnic business 
 graduates for successful job performance in small scale business enterprises. Conference 
 Proceedings of Association of Business Education of Nigeria 4(10) 214-221 
Ezenwafor, J.  I. (2013). Enhancing the Relevance of Secretarial Staff in the University System. 
 Journal  of Emerging Trends in Educational Research and Policy Studies  (JETERAPS)
 4(3)424-432.  Retrieved on 25th February, 2020 from  www.jeteraps.scholarlinkresearch.org 
Guest B. (2019). Ways to improve your organization skills for administrative assistants. 
 Retrieved on 2nd January, 2020 from https://officedynamics.com/9-ways-to-improve-
 your-organization-skills-for-administrative-assistants/ 
Ijeoma, M. E. (2004). Leadership and Administrative Skills for Optimal Universal Basic 
 Education Delivery in Nigeria. African Research Review (AFRREV) An International 
 Multidisciplinary Journal 9(3), 50-61 9(3). Retrieved on 25th February, 2020 from 
 www.afrrevjo.net 
Inalegwu, S. (2016).  ICT skills required for success as perceived by business center operators 
 in Delta State. Nigeria Journal of BusinessEducation 3(1) 182-199 
Nnabuife, E. (2009). Organizational behavior and management theory. Nimo: Rex Charles &
 Patrick Publishers. 
Omemu, F. (2015). Leadership and Administrative Skills for Optimal Universal Basic 
 Education Delivery in Nigeria. African Research Review (AFRREV), an International 
 Multidisciplinary Journal 9(3), 50-61 9(3). Retrieved on 25th February, 2020 from 
 www.afrrevjo.net 
Peretomode, V. F. (2003). Educational administration-applied concepts and theoretical  
 perspectives. Lagos: Joja Educational Publishers  

  


