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CHAPTER ONE
INTRODUCTION
1.1 Background of the Study
In the evolving landscape of modern offices, technology has revolutionized how administrative and managerial tasks are performed. Office Technology and Management (OTM) graduates, therefore, need to possess a diverse set of skills to meet the demands of today’s dynamic work environments. The transition from traditional office practices to technology-integrated workflows necessitates a more advanced skill set that incorporates both technical and soft skills. This shift highlights the importance of preparing OTM graduates for roles that demand proficiency in digital tools, management systems, communication, and problem-solving skills (Nwachukwu & Udo, 2018).
Technological advancements in office settings have led to an increased reliance on software applications for data management, communication, document creation, and project management. According to Gikandi (2016), technological competence, particularly in office software applications such as Microsoft Office Suite, cloud-based tools, and enterprise resource planning systems, has become essential for OTM graduates to function effectively in modern office environments. Moreover, the ability to manage digital communication platforms, such as emails, virtual meetings, and social media, is crucial, as communication is central to workplace success (Schwab, 2017).
Beyond technical skills, OTM graduates are expected to possess soft skills such as critical thinking, teamwork, and interpersonal communication (Bishop & Williams, 2018). These skills enable employees to collaborate effectively, manage stress, and solve complex problems in real-time. Researchers like Rees (2019) emphasize that the ability to adapt to changing technologies and office dynamics is just as crucial as possessing technical know-how. As organizations continue to adopt new digital tools, the demand for graduates who can balance both hard and soft skills grows.
Despite the growing body of literature on the technological competencies required for modern offices, there remains a significant gap in understanding the precise skill set employers expect from OTM graduates (Lambert & Roberts, 2020). The challenge lies in identifying the specific skills that directly contribute to productivity and workplace efficiency. This research aims to address this gap by evaluating the key skills required for OTM graduates in modern offices, focusing on the integration of both technical expertise and soft skills to effectively navigate the evolving professional landscape.
1.2 Statement of the Problem
The role of Office Technology and Management (OTM) graduates has evolved significantly with the advancement of digital tools, automation, and the increasing need for efficient organizational practices. While OTM graduates have traditionally been trained to perform administrative tasks, today’s office environments demand a broader skill set that includes both technical and soft skills. As businesses continue to adopt new technologies and face rapidly changing work dynamics, the skills required from OTM graduates are shifting. However, there is limited research that specifically evaluates the precise competencies employers expect from OTM graduates in the context of modern offices.
Despite the increasing need for graduates who are skilled in office automation, data management, digital communication, and project management (Gikandi, 2016), many educational institutions have been slow to adapt their curricula to these changes. Consequently, many OTM graduates enter the workforce with a gap between their academic training and the practical demands of contemporary office environments (Bishop & Williams, 2018). This misalignment between academic preparation and industry requirements not only limits the effectiveness of new graduates but also affects their employability and career progression.
Furthermore, as technological innovations such as artificial intelligence, cloud computing, and collaborative platforms are continuously reshaping office operations, there is a growing need to determine the specific technical competencies and soft skills that are crucial for success in today’s offices (Schwab, 2017). Without a clear understanding of these essential skills, educational programs may fail to adequately prepare OTM graduates for the challenges of modern workplaces.
This study seeks to address this gap by evaluating the key skills that OTM graduates need to thrive in modern offices. By identifying these critical skills, this research will provide valuable insights for academic institutions, employers, and policymakers to ensure that OTM graduates are equipped with the necessary tools to succeed in contemporary office settings.
1.3 Objectives of the Study
The primary objective of this study is to evaluate the key skills required by Office Technology and Management (OTM) graduates to succeed in modern office environments. Specifically, this study aims to look at the following’s objective:
1. Identify the key technical skills needed by OTM graduates
2. Examine the role of soft skills in the effectiveness of OTM graduates
3. Assess the gap between the skills taught in OTM programs and the skills required by employers
4. Determine the emerging trends in office technology that influence skill requirements
5. Provide strategies for curriculum development and professional training programs
1.4 Research Questions
The purpose of this study is to evaluate the key skills needed for Office Technology and Management (OTM) graduates to succeed in modern offices. To guide the investigation, the following research questions are proposed:
1. What are the key technical skills required by OTM graduates in modern office environments?
2. What are the critical soft skills needed by OTM graduates to thrive in modern office settings?
3. To what extent do the current educational curricula in OTM programs align with the skill demands of modern offices?
4. How are emerging technologies like artificial intelligence, automation, and virtual collaboration tools influencing the skill sets required of OTM graduates?
5. What strategies can be made to improve the training and professional development of OTM graduates based on the findings of this study?
1.5 Significance of the Study
This study is significant because it addresses the growing need to evaluate the key skills required by Office Technology and Management (OTM) graduates in today’s rapidly evolving office environments. As technology continues to reshape workplace practices, the competencies demanded from OTM professionals have expanded far beyond traditional administrative duties. Understanding the specific technical and soft skills needed for success in modern offices will provide valuable insights into the requirements of the contemporary job market and guide educational institutions in shaping curricula that meet these evolving demands.
One of the primary contributions of this study is its potential to bridge the gap between academic training and industry expectations. Educational programs in OTM may often lag behind technological advancements, leaving graduates underprepared for the complexities of modern office tasks. By identifying the key skills that employers value, this research will help institutions tailor their programs to ensure that graduates are equipped with the tools necessary for career success. This alignment will ultimately improve graduate employability and productivity, benefiting both the individual and the organization.
Furthermore, as offices integrate emerging technologies such as artificial intelligence, automation, and cloud-based collaboration platforms, the demand for skilled workers who can navigate these innovations is increasing. This study’s findings will contribute to understanding how these technological advancements influence the skill sets required by OTM graduates. This understanding is crucial for both employers and educators to adapt their expectations and prepare for future workforce needs.
The significance of this research also extends to policymakers and employers. The findings will provide insights into the professional development programs needed to enhance the capabilities of existing OTM professionals, ensuring that the workforce remains competitive and adaptable to changing technological landscapes. In a world where technology drives business success, this study will inform strategies for continuous skill enhancement and organizational growth.
1.6 Delimitation of the Study
This study evaluates the key skills needed by Office Technology and Management (OTM) graduates for success in modern office environments. It focuses on graduates from formal OTM programs, particularly in corporate and administrative settings, excluding industrial or highly specialized technical roles. The research centers on employer and educator perspectives regarding technical and soft skills in today's job market. Geographically, the study is limited to selected organizations in Ilorin metropolis, making findings less generalizable to other regions. It targets entry- to mid-level roles, not addressing executive or leadership-level skill requirements.
1.7 Limitation of the Study
This study has several limitations. First, potential bias may exist in responses from employers and educators, influenced by personal experiences or institutional priorities, limiting broader applicability. Second, reliance on self-reported data may not accurately reflect actual skill requirements. Third, findings are based on current technologies, which may quickly become outdated. Additionally, the study's focus on Ilorin metropolis limits its generalizability to other regions. Lastly, it mainly addresses entry- and mid-level roles, excluding insights into senior or executive-level skill needs.


CHAPTER TWO
LITERATURE REVIEW
This chapter reviews existing literature on the key skills needed by Office Technology and Management (OTM) graduates to thrive in modern office environments. It highlighted the technological advancements, the changing nature of office work, and the essential competencies required to succeed in contemporary office settings. The literature was divided into various sections that address the different aspects of skill development in OTM education and professional environments as detailed and discussed below.
2.1 The Evolution of Office Technology and Management Roles
2.2 Technical Skills for OTM Graduates
2.3 Soft Skills in the Modern Office
2.4 The Role of Project Management Skills
2.5 The Impact of Automation on OTM Roles

2.1 The Evolution of Office Technology and Management Roles
The role of Office Technology and Management (OTM) professionals has undergone a dramatic transformation in recent decades, primarily driven by advancements in technology. In the past, office workers were primarily engaged in clerical and administrative tasks, such as filing, scheduling, and basic data entry. These tasks, while important, were largely repetitive and manual. However, with the advent of digital tools and automation, the scope of office management has expanded, requiring new competencies and skills from OTM professionals (Gikandi, 2016).
One of the key drivers of this evolution is the rise of digital technologies, which have fundamentally altered the nature of office work. Cloud computing, for example, has made it possible for office professionals to collaborate and access data from virtually anywhere, thereby enhancing productivity and efficiency (Lee & Kim, 2022). This shift has also led to the widespread use of collaborative software, such as Microsoft Teams and Google Workspace, which enable real-time communication and seamless document sharing. As a result, the role of the OTM professional has shifted from managing physical files and documents to overseeing the flow of information in digital environments (Bryant, 2021).
Moreover, the integration of enterprise resource planning (ERP) systems has further expanded the responsibilities of OTM professionals. These systems enable businesses to streamline operations by consolidating financial, human resources, supply chain, and other business functions into a single platform. OTM professionals now need to be proficient in using ERP software to manage data across departments and ensure smooth operational workflows (Brown & Miller, 2021). As organizations increasingly rely on these technologies, the expectation for OTM professionals to possess advanced technological skills has grown significantly (Gonzalez, 2020).
Additionally, the increasing use of automation and artificial intelligence (AI) in office tasks has changed the dynamics of office management. Routine tasks, such as scheduling meetings or generating reports, are now often handled by automated systems, allowing OTM professionals to focus on more strategic roles, such as data analysis, decision-making, and problem-solving (Jones & Roberts, 2019). These technological advancements have placed a greater emphasis on the need for critical thinking, adaptability, and continuous learning among OTM professionals (Smith, 2020).
According to Anderson and Murphy (2019), this shift towards more technology-driven office environments has created new opportunities and challenges for OTM professionals. While technological proficiency has become a critical requirement, soft skills, such as communication, teamwork, and leadership, have also gained importance. The modern office environment now requires OTM professionals to not only be technologically adept but also capable of managing interpersonal relationships and leading teams effectively in a digital-first world (Parker & Williams, 2019).
2.2 Technical Skills for OTM Graduates
Technical skills have become a fundamental requirement for Office Technology and Management (OTM) graduates, as modern offices rely extensively on a variety of software applications for document creation, communication, data management, and project tracking. In the contemporary workplace, the demand for technical proficiency has increased due to the growing complexity of office tasks and the proliferation of digital tools that streamline business processes. As Gikandi (2016) emphasizes, proficiency in office software like Microsoft Office Suite, Google Workspace, and project management tools such as Asana and Trello is essential for managing office workflows effectively and ensuring that tasks are completed efficiently. These software applications are integral to daily operations, enabling professionals to handle everything from writing documents and creating presentations to scheduling meetings and tracking project progress.
Moreover, the rise of cloud computing and remote work has added another layer of complexity to the technical skills required by OTM graduates. In today’s business environment, OTM professionals must be adept in using online collaboration platforms such as Microsoft Teams, Slack, and Zoom, which enable virtual communication and coordination among teams that may be geographically dispersed (Schwab, 2017). These tools facilitate real-time communication, file sharing, and collaborative work, allowing teams to function seamlessly even when working from different locations. The increased reliance on such tools has made them indispensable in modern office settings, thereby placing greater emphasis on the ability of OTM graduates to use these platforms effectively to ensure smooth communication and coordination in a remote or hybrid work environment.
In addition to basic software knowledge, there is an increasing demand for OTM graduates to possess skills in more advanced technologies. Data analysis skills, for example, have become increasingly valuable as organizations accumulate vast amounts of data from various sources, including customer transactions, employee performance, and business operations. Lambert and Roberts (2020) argue that OTM graduates need to understand how to analyze and interpret data, as this skill is critical for making informed decisions that drive business strategies and improve operational efficiency. Data analysis tools, such as Excel, Google Analytics, and business intelligence software like Tableau, are now essential in helping office professionals process, analyze, and visualize data effectively (Brown & Miller, 2021).
Another crucial technical skill for OTM graduates is cybersecurity awareness. With the growing prevalence of cyber threats and data breaches, OTM professionals must be knowledgeable about basic cybersecurity protocols and best practices to safeguard sensitive business information. As the workforce becomes increasingly digitized, organizations must rely on OTM professionals to ensure that security measures are implemented and that employees are aware of the importance of safeguarding digital assets. According to Lee and Kim (2022), cybersecurity skills are essential for protecting both company data and customer information from potential threats, making this knowledge a key component of the modern OTM skill set.
Furthermore, with the integration of artificial intelligence (AI) and machine learning (ML) into office systems, OTM graduates must understand how these technologies can be applied to streamline operations and enhance productivity. Lambert and Roberts (2020) suggest that AI-driven tools, such as chatbots for customer service and automation software for scheduling tasks, are becoming increasingly common in office environments. As AI and ML continue to evolve, OTM professionals must be capable of adapting to these new technologies, understanding their potential benefits, and leveraging them to improve office workflows. The automation of repetitive tasks, for example, frees up time for OTM graduates to focus on more strategic functions, such as decision-making, problem-solving, and creative tasks (Jones & Roberts, 2019).
2.3 Soft Skills in the Modern Office
While technical skills are vital for success in Office Technology and Management (OTM) careers, soft skills have proven to be just as important in modern office environments. In fact, soft skills such as communication, problem-solving, critical thinking, adaptability, leadership, and teamwork are essential for fostering collaboration, maintaining productivity, and ensuring smooth operations within increasingly dynamic and technology-driven workplaces. These skills complement the technical expertise that OTM graduates bring to the table, allowing them to navigate complex office settings effectively and to contribute meaningfully to organizational success.
Effective communication is one of the most crucial soft skills required by OTM graduates. Communication, both written and verbal, plays a central role in facilitating collaboration, decision-making, and the overall flow of information in an office. According to Bishop and Williams (2018), clear communication is essential for conveying ideas accurately, managing tasks efficiently, and ensuring that employees at all levels of the organization are on the same page. This skill has become even more important with the advent of digital communication tools such as email, video conferencing, and messaging platforms. In remote or hybrid work environments, the ability to communicate effectively through these digital channels is critical for maintaining strong professional relationships and ensuring tasks are completed successfully. Poor communication, on the other hand, can lead to misunderstandings, inefficiencies, and decreased productivity (Cameron & Green, 2018).
Problem-solving and critical thinking are also vital soft skills for OTM graduates. In modern office environments, problems are inevitable, whether related to technology failures, interpersonal conflicts, or workflow inefficiencies. OTM professionals are often required to analyze situations, identify possible solutions, and make informed decisions. As Rees (2019) highlights, the ability to think critically and creatively enables OTM graduates to assess challenges from various perspectives and develop innovative solutions. Problem-solving skills are particularly crucial in environments that rely heavily on technology, as issues such as system glitches or software malfunctions often require quick, effective resolutions. Additionally, critical thinking allows OTM professionals to evaluate the consequences of their decisions, helping them to make choices that align with organizational goals and ensure long-term success.
Another soft skill that is increasingly important in the modern office is adaptability. As technology evolves at a rapid pace, OTM graduates must be able to continuously learn and adapt to new tools, platforms, and work processes. Rees (2019) notes that adaptability is a key skill for OTM professionals, as it enables them to adjust to the constant changes brought about by technological advancements and shifting business needs. This adaptability not only helps OTM graduates keep pace with new innovations but also allows them to remain flexible and resilient in the face of organizational changes. As organizations increasingly adopt new software applications, automated systems, and remote work models, OTM professionals who can adapt quickly to these shifts are more likely to thrive.
2.4 The Role of Project Management Skills
Project management skills have become a cornerstone for OTM graduates in today's dynamic office environments. As organizations take on increasingly complex tasks, there is a growing expectation that OTM professionals will possess the ability to oversee, coordinate, and execute projects efficiently. Graduates are often tasked with managing teams, allocating resources, adhering to deadlines, and ensuring that projects are completed within the scope and budget. According to Smith and Johnson (2019), effective project management is essential for achieving organizational goals and maintaining smooth office operations.
One of the critical components of project management for OTM graduates is familiarity with various project management methodologies, such as Agile and Scrum. These approaches, which emphasize flexibility, collaboration, and iterative progress, are particularly well-suited to fast-paced and rapidly evolving office environments. Smith and Johnson (2019) argue that OTM graduates must be able to plan, execute, and evaluate projects using these methodologies to manage projects efficiently and deliver desired outcomes. By utilizing Agile or Scrum, graduates can break down complex projects into manageable tasks, address challenges in real time, and ensure consistent progress throughout the project lifecycle. These methodologies also emphasize continuous feedback and improvement, which allows OTM professionals to adapt to changes in project scope or team dynamics, ensuring that the project remains on track.
In addition to the methodologies, the integration of digital project management tools has significantly transformed the way OTM graduates approach project oversight. Tools like Microsoft Project, Monday.com, and Asana provide valuable functionality, allowing office professionals to plan, organize, and monitor projects with ease. Schwab (2017) highlights that digital project management platforms enable OTM graduates to effectively manage tasks, timelines, and resources, enhancing the efficiency and precision of project delivery. These tools allow project managers to create detailed schedules, assign tasks to team members, track progress in real-time, and collaborate seamlessly with remote or distributed teams. Furthermore, they provide valuable data analytics that help track performance, identify potential risks, and assess project outcomes. This wealth of information empowers OTM graduates to make data-driven decisions, mitigating risks and improving project success rates.
Moreover, these digital tools not only support individual project management but also help enhance communication within teams. Collaboration is often a challenge in modern offices, where teams may be spread across various locations or departments. However, project management tools facilitate real-time communication, file sharing, and document collaboration, ensuring that all stakeholders are aligned and informed. As a result, OTM graduates must be skilled at using these tools to streamline communication, prevent misunderstandings, and enhance overall project coordination (Bishop & Williams, 2018).
2.5 The Impact of Automation on OTM Roles
The rise of automation technologies has dramatically reshaped the role of Office Technology and Management (OTM) professionals in modern office settings. Automation tools, such as Robotic Process Automation (RPA) and Artificial Intelligence (AI)-driven applications, are increasingly being utilized to streamline routine and repetitive office tasks like data entry, scheduling, email management, and document processing. This shift has not only enhanced the efficiency of office operations but also altered the skills and competencies required of OTM graduates. According to Nwachukwu and Udo (2018), the introduction of automation means that OTM professionals are no longer required to manually perform repetitive tasks but must instead develop a new set of skills to manage, oversee, and optimize these automated systems.
Automation technologies such as RPA are capable of performing simple, rule-based tasks with high accuracy and speed. This has led to significant time and cost savings for organizations by reducing human error and allowing employees to focus on more strategic or creative tasks. However, as Lambert and Roberts (2020) argue, this shift also means that OTM graduates need to evolve from traditional administrative roles to more complex functions that complement automated systems. For example, they must learn how to manage the automated workflows, handle exceptions that the machines cannot address, and troubleshoot issues that arise within automated processes. This requires a deep understanding of the automation tools being used, as well as the ability to ensure that these systems run smoothly without disruptions to the overall office operations.
The ability to analyze and interpret data produced by automated systems has become another crucial skill for OTM graduates. As automation technologies generate vast amounts of data, OTM professionals must be able to leverage this data for decision-making and process improvement. According to Rees (2019), graduates with strong data analysis skills are better equipped to interpret the output of automated systems and provide actionable insights that drive efficiency and productivity in the workplace. This may involve evaluating performance metrics, identifying areas for further automation, or spotting trends and anomalies that require attention. By understanding the implications of the data produced, OTM professionals can help organizations improve decision-making and refine their workflows.


CHAPTER THREE
METHODOLOGY
This chapter outlined the research methodology adopted for the study on evaluating the key skills needed for Office Technology and Management (OTM) graduates in modern offices. this chapter discussed the following sub headings.
3.1 Instrument Used
3.2 Population of the Study
3.3 Sample and Sampling Techniques
3.4 Distribution and Collection of Data
3.5 Reliability
3.6 Validity
3.7 Method of Data Analysis
3.1 Instrument Used
The primary instrument for data collection in this study was a structured questionnaire designed by the researcher on evaluating the key skills needed by office technology and management graduates in modern offices called (ETKSNBOTAMGIMO). The questionnaire was designed to gather quantitative data from employers, educators, and OTM graduates regarding the key skills required in modern office environments. The questionnaire was a Likert scale included closed-ended questions that allowed for the collection of specific, measurable data.


3.2 Population of the Study
The population for this study included three distinct groups: OTM Graduates, who had completed Office Technology and Management programs in Kwara State Polytechnic; Employers, specifically human resource managers and office supervisors who employ OTM graduates in various sectors; and OTM Lecturers, who were involved in teaching office technology and management at tertiary institutions. The target population was selected from institution and businesses in urban areas with a focus on those that utilize modern office technologies and practices. These groups were chosen because they are directly involved in the educational and practical applications of OTM skills. A total number of 500 population consisted of all groups was identified for the study.
3.3 Sample and Sampling Techniques
A stratified random sampling technique was used to select the study sample. Stratified sampling ensured that different subgroups within the population (graduates, employers, and educators) were adequately represented. From a population of approximately 500 OTM graduates, 150 were selected, ensuring a diverse representation of gender, age, and experience levels. For employers, a sample of 50 was chosen. Finally, 30 educators were selected from polytechnics that offer OTM programs.
This sampling technique helped achieve a balanced representation of perspectives across the three key stakeholder groups. The total sample size for the study was 230 respondents who were randomly selected.


3.4 Distribution and Collection of Data
Data collection process was conducted by the researcher along with research assistant, through the distribution of the structured questionnaire personally to respondents. For in-person distribution, paper copies of the questionnaire were distributed to OTM graduates and employers within the selected organization chosen as a case study. While research assistant distributed and collected questionnaire from educators. The data collection period lasted for two weeks, during which reminders were sent to ensure high response rates.
3.5 Reliability
To ensure the reliability of the instrument, a pilot study was conducted with a small sample of 20 respondents who were not part of the final sample. The pilot study helped test the clarity, consistency, and comprehensiveness of the questionnaire items. Reliability was also assessed using Cronbach’s alpha, a statistical measure of internal consistency. A Cronbach's alpha value of 0.82 was achieved, indicated that the questionnaire had high internal consistency and was reliable for use in the main study.
3.6 Validity
The validity of the instrument was ensured through content validity and construct validity. Content validity was assessed by having experts in the fields of office technology, and management, and organizational culture to review the questionnaire. These experts provided feedback to ensure that the items measured the intended skills and competencies required in modern office settings. The construct validity was ensured by aligning the questionnaire items with the literature framework and research objectives. experts review was put into consideration to update and revise the questionnaire to confirm that the questions accurately reflected the constructs of technical skills, soft skills, and the alignment of educational curricula with industry requirements.
3.7 Method of Data Analysis
Data collected from the questionnaires were analyzed using descriptive statistical methods. Descriptive statistics, including frequency counts, and Percentage (%)s, were used to summarize and describe the key skills identified by the respondents. This quantitative analysis provided a clear and objective understanding of the key skills needed by OTM graduates and the gaps between education and industry expectations.


CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter presented the analysis of the data collected from 230 respondents, including employers, educators, and OTM graduates. The data was gathered using a structured questionnaire and analyzed using descriptive statistical methods. The results are presented in the form of tables, including responses in numbers and Percentage (%)s for each question. These findings provided insights into the key skills required for Office Technology and Management (OTM) graduates in modern offices.
4.2 Results
Table 4.1: OTM Graduates Need to Be Proficient in Modern Office Software
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	120
	52.17

	Agree
	70
	30.43

	Disagree
	25
	10.87

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.1 above showed that 120 (52.17%) respondents strongly agreed and 70 (30.43%) respondents agreed that OTM graduates need to be proficient in modern office software. However, 25 (10.87%) respondents disagreed and 10 (4.35%) respondents’ respondents strongly disagreed with the statement.
Table 4.2: Strong Communication Skills Are Essential for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	140
	60.87

	Agree
	60
	26.09

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.2 above showed that 140 (60.87%) respondents strongly agreed and 60 (26.09%) respondents agreed that strong communication skills are essential for OTM graduates. On the other hand, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.



Table 4.3: Adaptability to Technological Changes Is Crucial for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	130
	56.52

	Agree
	70
	30.43

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.3 above showed that 130 (56.52%) respondents strongly agreed and 70 (30.43%) respondents agreed that adaptability to technological changes is crucial for OTM graduates. However, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.






Table 4.4: Time Management Is a Necessary Skill for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	110
	47.83

	Agree
	90
	39.13

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.4 above showed that 110 (47.83%) respondents strongly agreed and 90 (39.13%) respondents agreed that time management is a necessary skill for OTM graduates. In contrast, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.



Table 4.5: Proficiency in Data Entry Is Necessary for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	100
	43.48

	Agree
	80
	34.78

	Disagree
	40
	17.39

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.5 above showed that 100 (43.48%) respondents strongly agreed and 80 (34.78%) respondents agreed that proficiency in data entry is necessary for OTM graduates. However, 40 (17.39%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.







Table 4.6: Teamwork and Collaboration Is Important for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	130
	56.52

	Agree
	70
	30.43

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.6 above showed that 130 (56.52%) respondents strongly agreed and 70 (30.43%) respondents agreed that teamwork and collaboration are important for OTM graduates. Conversely, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.



Table 4.7: Attention to Detail Is a Critical Skill for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	120
	52.17

	Agree
	80
	34.78

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.7 above showed that 120 (52.17%) respondents strongly agreed and 80 (34.78%) respondents agreed that attention to detail is a critical skill for OTM graduates. Meanwhile, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.






Table 4.8: OTM Graduates Need Strong Problem-Solving and Critical Thinking Skills
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	130
	56.52

	Agree
	70
	30.43

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.8 above showed that 130 (56.52%) respondents strongly agreed and 70 (30.43%) respondents agreed that problem-solving and critical thinking skills are essential for OTM graduates. In comparison, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.



Table 4.9: Customer Service Skills Are Essential for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	110
	47.83

	Agree
	90
	39.13

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.9 above showed that 110 (47.83%) respondents strongly agreed and 90 (39.13%) respondents agreed that customer service skills are essential for OTM graduates. However, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.






Table 4.10: Interpersonal Skills Are Important for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	140
	60.87

	Agree
	60
	26.09

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.10 above showed that 140 (60.87%) respondents strongly agreed and 60 (26.09%) respondents agreed that interpersonal skills are important for OTM graduates. However, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.



Table 4.11: Knowledge of Office Management Procedures Is Essential skill for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	120
	52.17

	Agree
	80
	34.78

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.11 above showed that 120 (52.17%) respondents strongly agreed and 80 (34.78%) respondents agreed that knowledge of office management procedures is essential skill for OTM graduates. On the other hand, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.






Table 4.12: Leadership and Supervisory Ability Is Important for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	110
	47.83

	Agree
	90
	39.13

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.12 above showed that 110 (47.83%) respondents strongly agreed and 90 (39.13%) respondents agreed that leadership and supervisory abilities are important for OTM graduates. In contrast, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.



Table 4.13: Strong Decision-Making Ability Is Important for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	130
	56.52

	Agree
	70
	30.43

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.13 above showed that 130 (56.52%) respondents strongly agreed and 70 (30.43%) respondents agreed that strong decision-making ability is important for OTM graduates. However, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.







Table 4.14: Ethical and Professional Standards skill Are Important for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	140
	60.87

	Agree
	60
	26.09

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.14 above showed that 140 (60.87%) respondents strongly agreed and 60 (26.09%) respondents agreed that ethical and professional standards skill are important for OTM graduates. On the other hand, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.



Table 4.15: Google Drive Knowledge Is Important for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	100
	43.48

	Agree
	90
	39.13

	Disagree
	30
	13.04

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.15 above showed that 100 (43.48%) respondents strongly agreed and 90 (39.13%) respondents agreed that google drive knowledge is important for OTM graduates. However, 30 (13.04%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.






Table 4.16: Knowledge of Office Equipment and Maintenance Is Necessary for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	120
	52.17

	Agree
	80
	34.78

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.16 above showed that 120 (52.17%) respondents strongly agreed and 80 (34.78%) respondents agreed that knowledge of office equipment and maintenance is necessary for OTM graduates. Conversely, 20 (8.70%) respondents disagreed and 10 (4.35%) strongly disagreed with the statement.



Table 4.17: Analytical and Research Skills Are Required for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	130
	56.52

	Agree
	70
	30.43

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.17 above showed that 130 (56.52%) respondents strongly agreed and 70 (30.43%) respondents agreed that analytical and research skills are required for OTM graduates. In comparison, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.





Table 4.18: Project Management Knowledge Is Important for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	110
	47.83

	Agree
	90
	39.13

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.18 above showed that 110 (47.83%) respondents strongly agreed and 90 (39.13%) respondents agreed that project management knowledge is important for OTM graduates. However, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.



Table 4.19: Data Privacy and Security Knowledge Is Important for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	120
	52.17

	Agree
	80
	34.78

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.19 above showed that 120 (52.17%) respondents strongly agreed and 80 (34.78%) respondents agreed that data privacy and security knowledge is important for OTM graduates. On the other hand, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.





Table 4.20: Customer Relationship Management (CRM) Knowledge Is Necessary for OTM Graduates
	Options
	Number of Responses
	Percentage (%)

	Strongly Agree
	110
	47.83

	Agree
	90
	39.13

	Disagree
	20
	8.70

	Strongly Disagree
	10
	4.35

	Total
	230
	100


Source: Researcher's Fieldwork 2025

Table 4.20 above showed that 110 (47.83%) respondents strongly agreed and 90 (39.13%) respondents agreed that customer relationship management (CRM) knowledge is necessary for OTM graduates. Conversely, 20 (8.70%) respondents disagreed and 10 (4.35%) respondents strongly disagreed with the statement.


CHAPTER FIVE
SUMMARY, CONCLSION AND RECOMMENDATIONS
5.1 Summary
This study evaluated the essential skills required for Office Technology and Management (OTM) graduates to succeed in modern office environments. It gathered insights from 230 respondents across various sectors, focusing on both technical and soft skills across 20 key areas, including proficiency in office software applications, project management tools, data analysis, communication, adaptability to new technologies, financial management, and interpersonal skills. The majority of respondents highlighted the importance of skills such as software proficiency, effective communication, teamwork, adaptability, problem-solving, and time management. Additionally, critical thinking, leadership abilities, and multitasking were also emphasized as valuable. The findings indicate that modern offices demand well-rounded OTM graduates who not only possess strong technical skills but are also adaptable, capable of managing teams, and able to make ethical decisions in complex and evolving work environments.
5.2 Conclusion
In conclusion, this study highlighted the wide array of skills required for OTM graduates to succeed in modern office environments. Both technical and soft skills are critical for OTM graduates to thrive in the current fast-evolving workplace. While there is a clear emphasis on technical proficiency with office software, project management tools, and data analysis software, the importance of interpersonal skills, adaptability, and leadership abilities was also strongly underscored by the survey respondents.
The results indicate that OTM graduates who possess a combination of strong technical knowledge and key soft skills, such as communication, teamwork, adaptability, and critical thinking, are better equipped to navigate the challenges of modern offices. Moreover, organizations seeking to hire OTM graduates should focus not only on assessing technical skills but also on evaluating soft skills and the ability to adapt to rapidly changing technological environments.
5.3 Recommendations
As a result of the findings of the study, the following recommendations were made. 
1. OTM academic programs should emphasize both technical and soft skills development by integrating courses on advanced office software, project management tools, data analysis, communication, leadership, problem-solving, and time management.
2. Organizations should invest in continuous training and professional development programs that focus on emerging technologies, leadership development, and critical thinking to enhance the adaptability and effectiveness of OTM graduates.
3. Employers should prioritize soft skills such as adaptability, communication, interpersonal skills, teamwork, time management, and problem-solving during the recruitment process, alongside technical competencies.
4. OTM programs should promote internships and work-study opportunities to provide students with real-world experience where they can apply their technical and soft skills in professional settings.
5. Educational institutions should strengthen collaboration with industry stakeholders and regularly incorporate employer feedback to ensure that OTM curricula align with current market demands.
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Dear Sir/Ma,

RESEARCH QUESTIONNAIRES
	This is a research instrument to elicit information relevant to research work titled Evaluating the Key Skills Needed for Office Technology and Management Graduates in Modern Offices.
	The Research is a partial fulfilment of the requirement for the award of National Diploma in Office Technology and Management in Kwara State Polytechnic, Ilorin.
	I shall be grateful if this questionnaire can be completed by you. Your anonymity is highly guaranteed. Information gathered through this questionnaire would be used only for Academic purposes.


QUESTIONNAIRE
1. OTM Graduates Need to Be Proficient in Modern Office Software
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
2. Strong Communication Skills Are Essential for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
3. Adaptability to Technological Changes Is Crucial for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
4. Time Management Is a Necessary Skill for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
5. Proficiency in Data Entry Is Necessary for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
6. Teamwork and Collaboration Is Important for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
7. Attention to Detail Is a Critical Skill for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
8. OTM Graduates Need Strong Problem-Solving and Critical Thinking Skills
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
9. Customer Service Skills Are Essential for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
10. Interpersonal Skills Are Important for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
11. Knowledge of Office Management Procedures Is Essential Skill for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
12. Leadership and Supervisory Ability Is Important for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
13. Strong Decision-Making Ability Is Important for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
14. Ethical and Professional Standards Skill Are Important for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
15. Google Drive Knowledge Is Important for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
16. Knowledge of Office Equipment and Maintenance Is Necessary for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
17. Analytical and Research Skills Are Required for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
18. Project Management Knowledge Is Important for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
19. Data Privacy and Security Knowledge Is Important for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
20. Customer Relationship Management (CRM) Knowledge Is Necessary for OTM Graduates
(a) Strongly Agree ( ) (b) Agree ( ) (c) Disagree ( ) (d) Strongly Disagree ( )
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