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Abstract
This study explores the career prospects of graduates of Office Technology and Management (OTM) in the telecommunication industry, focusing on their pivotal role in supporting operational efficiency and strategic coordination. OTM graduates serve as vital links between management and stakeholders, performing tasks such as schedule management, correspondence handling, meeting organization, and record-keeping. The research examines how the dynamic nature of the telecommunication sector, driven by rapid digital transformation, has expanded the scope of OTM roles, demanding advanced competencies in information and communication technology (ICT), interpersonal skills, and organizational management. Key factors influencing career success include access to continuous professional development, supportive workplace environments, and the adoption of modern technological tools. The study also addresses challenges such as managing high workloads, adapting to evolving technologies, and meeting industry-specific expectations. Recommendations include tailored training programs, clearly defined job roles, and enhanced collaboration between OTM professionals and telecommunication management to boost productivity and career growth. These insights highlight the critical contributions of OTM graduates to the telecommunication industry and their potential for long-term career success.
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CHAPTER ONE
INTRODUCTION
1.1   Background to the Study
        Telecommunication industry is a complex and dynamics sector that plays a vital role in modern society. Telecommunication refers to the transmission and retention of information over long distances through various electronic means, such as phone lines, fiber optic cables, satellite, and wireless technologies. The telecommunication industry is a vital component of modern society, enabling global communication, commerce, and innovation. As technology continues to evolve. The industry must adapt to emerging trends. challenges. and opportunities to remain relevant and drive growth.
Career prospects in Office Technology and Management are promising. with growing demand for professionals who can manage, develop. and operate telecommunications systems and services. Staying up-to-date with industry trends. Technologies. and certifications can help individuals advance in their careers and remain competitive in the job market.
	Career is a person's "course or progress through life (or a distinct portion of life )". This definition relates "career to a range of aspects of an individual's life, learning, and work. "Career" is also frequently understood to relate to the working aspects of an individual's life - as in "career woman", for example. A third way in which the term "career" is used describes an occupation or a profession that usually involves special training or formal education, considered to be a person's lifework. In this case "a career" is seen as a sequence of related jobs, usually pursued within a single industry or sector: one can speak for example of "'a career in education". of "a criminal career" or of "a career in the building trade. A career has been defined by organizational behavior researchers as "an individual's work-related and other relevant experiences. both inside and outside of organizations. which form a unique pattern over the individual's life span.
	The graduates of Office Technology and Management programme are called Secretaries or Office Managers. A professional secretary should be acquainted with all the competencies required in Information and Communication Technology and be able to apply such knowledge in her duty performance in the office. This is because the present digital work place demands practical knowledge of modern office machines which are more complex and sophisticated but facilitate secretarial duties in the office and make secretaries information managers and communication technologists and not just secretaries called with bell at intervals.
	Career choice is a vital issue for students as this determine their future plans. The decision usually affects them throughout their future lives. Many students rely on expert advice of guidance and counselling teachers in their schools (if such person is available) in order to make a choice on their career paths.
	The prospects of Office Technology and Management Graduate have been giving a lot of concerns to intending student of secretarial administration ard many other segments of the society especially those in secretarial field. Prospect on the other hand according to Oxford Advanced Learner's Dictionary of the English Language is defined as the chances of being successful.
	Prospect implies expectation of a particular event, condition, or development of definite interest or concern. A prospect is the possibility that something fabulous will happen. A prospect is still a way of looking ahead and expecting good things. 
	Prospect also means what kind of future do you have by choosing banking, advantage means in comparison to something as in advantage over some other option or options. Prospect will depend on the kind of role you are pursuing in Telecommunication Industry. if it is on the technical side of things, it is not that different than a lot of other business verticals. Banks outsource, use vendors and layoff people there are mergers. acquisitions and failures. The advantage is dependent on your other options and preferences. For example, it could be the culture or a major integration. There may he game changing approaches to banking.
	Office technology and management graduate as seen in the secretarial world and Telecommunication Industry today are faced with many problems and also have some prospects. Office technology and management is the administrative handling, controlling and maintaining a balanced process of work inside the office of an organization whether big or small public or privates, which is necessary to achieve the administrative goals. Office technology and management programs sometimes called office administration or office system technology programs are commonly offered as certificate and 2-year associate degree programs through colleges, technical schools polytechnics, monotechnics, and university across the nations. Students in these program gain management and office technology skills that prepare them to carry out, organize and direct support operations in a variety of settings.
	This program prepares students to take reports of speeches, conversations, legal proceedings, meetings, and other events when written accounts of spoken words are necessary for correspondence, records, or legal proof. General education courses as well as office terminology, legal terminology, information communication and technology, grammar and punctuation for reporters, legal and social environment of Business, Business Education Management, Career Development, Shorthand, Key boarding and Principles of Accounting. Graduate of the program are qualified to fill positions such as secretaries, personal assistant. graphic designers, web designers nd entrepreneurs.
	Graduate of office technology and management get employments in both private and public organizations to work in different capacity. Telecommunication Industry are parastal and agencies that are owned and controlled by the government and essential for public welfare. Office technology and management graduates work in various government organizations in various capacity in these establishment and there are lots of prospects and challenges facing them in their line of duty.
This immediate point is the career prospect of graduates of office technology and management in the telecommunication industry. In view of all these facts, the prospect and challenges of Office Technology and Management graduates will be critically investigated in this study.
1.2  Statement of the Problem
The invention of computers (word processors) into the business and academic sectors which secretarial profession is not an exception, has exposed the Office Technology and Management graduates to acquisition of modern skills necessary to improve on the secretarial challenges. 
Storage facilities have been reduced to a small compact called disk. How reliable this medium of storage is? Is it still a mirage to the Office Technology and Management graduate? A file can remain as long as a secretary or an organization wants it to last.
The use of intercommunications, audio-recording equipment and the likes has alienated the Office Technology and Management graduate from her boss that the interpersonal relationships which she might be use to enjoy, is virtually not there. In this isolated situation, how can the Office Technology and Management graduate morally cope with the present day challenges?
	Many other professions where major improvements were made in their scheme affects their nomenclature" or the nature of their professions but that of the Office Technology and Management graduate, till date, has not experienced any change to reflect her present status with that of the computer. Old nomenclature" and the nature of their profession still remain and in use. 
It is the purpose of this work, by the time it is completed, to make absolute recommendations and brings to light the prospects and challenges of the secretary in the present day dispensation.
1.3  Objectives of the Study
The main purpose of this research work is to examine the career prospect of graduates of office technology and management in telecommunication industry. The specific purposes of the research work seek to:
i. Describe what is referred to as telecommunication industry.
ii. Examine the career prospects of Office Technology and Management Graduates in Telecommunication industry.
iii. Find out the challenges which Office Technology and Management Graduates face in Telecommunication industry.
iv. Situate the current disposition of Office Technology and Management Graduate in the Telecommunication industry.
v. Find out the information and communication technology perception of Office Technology Graduate in Telecommunication industry.
1.4  Research Questions
Based on the problem stated above, this research work aimed at finding answer to the questions below:
i. What is Telecommunication industry?
ii. What are the career prospects of Office Technology and Management Graduate in Telecommunication industry?
iii. What are the challenges which Office Technology and Management Graduate face in Telecommunication industry?
iv. What are the current disposition of Office Technology and Management Graduate in the Telecommunication industry?
v. What extend does the information and communication technology perception of Office Technology and Management Graduate in telecommunication industry?
1.5  Significance of the Study
It is hoped of the researcher that the findings of the study will be useful and beneficial to the followings:
Secretaries: This study is very important as it will highlight the career prospects of a secretary in the hospitality industry and their various categories their important and their functions which placed them among the top executives in organization.
OTM Graduate: The study will be beneficial to young graduate of Office Technology and Management, and also to those students who take secretarial studies as a profession will benefit. Knowledge they will have in secretary profession will help them to perform their duties most efficiently.
Organization: this research study will be of great help to the employee and organization in meeting and keeping of records of the group's process and decision.
Student: More so, it will also be of assistant to the students that may intend to work in Telecommunication Industry as professional secretaries by enlighten them more about their course.
Researcher: Finally, it may serve as a work of reference to future researchers in the future researchers in the area.
1.6  Delimitation
This research work will be delimited to the Appraisal of Career Prospect of Graduates of Office Technology and Management in the Telecommunication Industry  using the case study of MTN Limited reside at Fate Road, Ilorin.
1.7  Limitations
A project of this nature cannot be accomplished without some unavoidable constraints. Time is the first problem a Researcher has to contend with balance of other pressing assignment. As a matter of fact, financial barrier is a big Constraint during the exercise. Also, getting accurate information when the questionnaire will be distributed to people will be a limitation to the study.
However, despite all this constraint the researcher ensure that the effective completion and quality of the work is not affected.




CHAPTER TWO
LITERATURE REVIEW
This chapter is to examine some various opinions expressed by authors on the Career Prospect Of Graduates of Office Technology and Management in the Telecommunication Industry.
2.1  Introduction
2.2  What is Office Technology and Management?
2.3  What is Career
2.4  Employment Available to the Office Technology and Management Graduates in 
	Telecommunication Industry
2.5  Office Equipment required for the Training of Office Technology and Management 
	Graduates Telecommunication Industry
2.6   Training for an Office Technology and Management
2.7   Problems facing the Career Prospects of Office Technology and Management Graduates
2.8   Recommendation to the problems facing the Career Prospects in Office Technology and 
	Management Programmed.

2.1  Introduction
Wikipedia (2022) stated office technology and management started in the United States of America in the 17 and 18" centuries as secretarial studies. By the 19th and 20h centuries the course expanded rapidly to some developed countries and it spread to the developing countries. Wikipedia (2022) also stated that today, office technology and management is a specialized phase of vocational education that prepare students to enter teaching and office occupation as capable and intelligent members of the labour force. Women are not strangers to office technology and management course. They started to enter programmed in the 1880s about the same time when the adding machine, typewriter and telephone, were invited. Since then secretarial education has undergone a lot of transaction in all ramification in order to meet changing office and environment. The information and communication technology (1CT) and management programmed beyond the level imagined by the inventors. It has also provided a job managerial and political life. For example, office education usually works with other professional in schools, hospitals, corporate setting or in any legal and medical offices.
Office manager and administrative assistance are employed in an organization of every type. They are employed in firms providing services ranging from education and health to legal business services. Other work for firms engaged in manufacturing, construction, bank. insurance companies, investment firms, and real estate firm are also employers, as well as federal managerial services provide its recipient with wide access to job employment opportunities.
From their persuasive nature of office managerial services, it clear that intervention. All organization needs good information management systems, good record keeping for effective competitiveness and profit making. Advancement in office work and technology. As a response many institutions in Nigeria have now changed the nomenclature from secretarial studies to office technology and management.
2.2  What is Office Technology and Management?
The nomenclature for secretarial studies programme is now Office Technology and Management (OTM). The programme came into being in 2004 in response to persistent calls by business educators and employers for a change due to the advent of ICT and the modern office scenario. The aim of OTM program is to produce graduates who should fit properly into the office of any computerized organizations and perform professionally the functions of a secretary which include relating the functions of the office to the whole organization, attending meetings and providing information as may be required, making accurate records of proceedings, filing and retrieving information, taking appropriate action independently when face with challenging secretarial office problems, showing personal qualities and attributes that are conducive and co-exist with the work group (NBTE, 2004).
OTM programme trains students to acquire office skills and with in-depth administrative office need to meet the demands and challenges in the business environment. The programme incorporates course in office application, office technology, business administration, professional career, professional ethics and general studies courses. The design of the OTM programme components appear to be responsive to a global. initiative (Okoro in Akwajou and Paul, 2019). In line with the above, secretary need to exhibit good moral and ethical standard in dealing with people as well as performances of duties in the office.
Office Technology and Management Programme is established to train and lead students to the acquisition of effective technical skills and work competence as well as general work skills which are very paramount to the beneficiary's business and social interactions with others. 
Ekpenypong (2012) defines office technology as the use of new inventions or devices in an office to transform or change the process of office work. It is this rapid change in technology of office work through the use of machines to do the work that was previously done by hand that explains what we call office technology or automation. In other words, the use of machines such as; computer, electronic mail system, among others is called Office Technology or automation. Advances in Information Technology and increased computerization have upgraded secretarial work, as they have led to a decrease in the quantity of more routine and mundane work; and to an increase in the quality and accuracy of the work produced by office managers. 
Wikipedia (2022) stated that office is any place where business, clerical, and professional activities take place:
management is an executive ability to handle a business. Hence, office management is the administrative handling, controlling and maintaining a balanced process of work inside the office of an organization whether big or small,  is necessary to achieve the best service it can provide to the people who will receive a great benefit.
2.3  What is Career
Career according to oxford English dictionary as a person "'course or progress through life or a distinct portion of life. Career can be job or work a person want to engage into. In office technology and management, there are career prospects for graduate in whom they can to do for the skill and knowledge acquired during their program.
Career is a person's "course or progress through life (or a distinct portion of life)". This definition relates "career" to a range of aspects of an individua's life, learning, and work. "Career" is also frequently understood to relate to the working aspects of an individual's life - as in "carer woman"., for example. A third way in which the term "career is used describes an occupation or a profession that usually involves special training or formal education, considered to be a persons lifework ln this case "a career" is seen as a sequence of related jobs, usually pursued within a single industry or sector: one can speak for example of "a career in education", of "a criminal career" or of "a career in the building trade. A career has been defined by organizational behavior researchers as "an individual's work-related and other relevant experiences, both inside and outside of organizations, which form a unique pattern over the individual's life span.
Career choice is a vital issue for students as this determine their future plans. The decision usually affects them throughout their future lives. The essence of who the graduate is will revolve around the graduate's future ambition. The job one engages in, most often is influenced by the training the person receives from the school. Many students rely on expert advice of guidance and counselling teachers in their schools (if such person are available) in order to make a choice on their career paths.

2.4  Employment Available to the Office Technology and Management Graduates in Telecommunication Industry
A course in office administration will equip you with extensive knowledge in office management and help you design a workflow in terms of routine day-to-day activities that form the backbone of a company. It helps if you are a fast learner, have an eye for detail and are self-motivated. Office administration is a profession that is not industry- specific and you have the advantage of having a range of work options.
1. 	Office Manager 
              This is a job title that is specifically responsible for a diverse set of administrative tasks. This job requires you to organize office duties in a way that ensures the smooth running of the business. Your job would include looking after office equipment and supplies, banking responsibilities and managing invoices and payrolls in certain cases. A small part of your job would also include HR supportive tasks and all communications, internal and external.
2.   Personal Assistant
              This role is more focused around providing support to a high-ranking executive rather than organizational work of an office. It involves scheduling meetings, managing phone calls and appointments, responding to emails, organizing documents, generating reports and ensuring the supplies are stocked at all times. This role exists across almost every industry in many organizations, be it an MNC or a government department or a doctor's clinic -a personal assistant is always in demand! This role demands clear and effective communication skills apart from being highly organized.
3.  Front Office Executive 
             A front office executive can easily be termed as the face and voice of an organization/office. This role involves being responsible for greeting clients - in person and over the phone, directing phone calls to relevant departments and handling appointments. This role demands exceptional communication skills, both written and verbal, and an overall professional demeanour. The upside of this job profile is that you get to meet and interact with a lot of different people from various walks of life and helps you grow your horizons constantly.
4.  Legal Secretary 
             Career prospect for this profession also include the job of a legal secretary. For this role, the professionals in this field have to take courses on legal terminology, procedures, documentations etc. Such work will include working extensively with legal clients and associates of the firm as well. Again, in this role as well, the administrative assistant can work for bigger law firms or individual attorneys etc.
             A legal secretary works under the supervision of a lawyer and needs to be accurately updated with the industry and terminology. Roles in these fields require specialized skills and knowledge.
5.  Virtual Assistants
             Another career prospect for this assistant is the Virtual Assistants service. These are internet-based companies that take responsibility of the administrative part for other businesses. Since administrative assistants in these companies serve multiple businesses at the same lime, they eam on a per hour basis and have different salary structure then other roles.
            Career prospect for administrative assistant include part time roles and temporary roles as well. While working from home is not the norm, but sometimes partial work is given to work-from-home professionals as well. Launching a Virtual Assistant business is also a career prospect for administrative assistants as it is becoming quite popular these days.
2.5  Office Equipment required for the Training of Office Technology and Management 	Graduates In Telecommunication Industry
1.    Computers
Information is the lifeblood of any successful organization. The key to leveraging information to your advantage is purchasing and implementing the right computers and software for your business. Not very long ago, typewriters loud noises permeated offices. Massive piles of paper filled every available surface. People had to rely on abacuses or even calculators. There was no Internet or Solitaire.
These issues vanished with the advent of the digital age. Computers swiftly replaced clumsy and antiquated typewriters and calculators, reduced the need for information to be physically stored, and generally made life simpler. 
A computer today is capable of practically anything. Its primary duties in an office setting include gathering, calculating, and storing crucial corporate data that is always accessible. Computers also offer practical internal and external communication methods if the office has Internet access because communications are delivered promptly. This is a good example of office equipment that should not miss in any working station.
2.    Laptops
Laptop computers give you extra mobility, with the ability to bring your work to meetings, presentations, conferences, and anywhere else you need to travel. Advances in storage, display, and computing power mean laptops are robust enough to serve as a primary computer for all but the most memory-intensive work.
3.    Monitors 
Computer monitors can be connected to desktop or laptop computers as a primary or secondary display, making it easier to work. Larger monitors also make it easy to share your screen with others in the room, such as during presentations or meetings.
4.     Landlines
Landline phones will be especially useful for larger companies with multiple employees who need to talk to customers and each other throughout the day. It's easy to route phone calls to the appropriate party when your business uses a landline phone system.
5.     Smartphones 
A smartphones allows you to access your work email and make phone calls from anywhere. It can also help you stay organized and on time. A seemingly infinite variety of smartphones apps for business let you work efficiently and intelligently.
6.    Telephones
A common means for communicating with customers and vendors will be the telephone. Understanding what services, features, and options are available with your business phone will help buy the right size phone system for the right price for your business. The successful operation of the business still depends on telephones, despite the fact that the Internet is gradually eliminating the need for them in workplaces. Not everyone likes to communicate in writing, and not everyone has access to the Internet.
Therefore, a phone is needed if you want to be reached at your workplace. In addition to making and receiving calls, modern office phones contain a wide range of other useful features.
7.     Internet
If information is the lifeblood of the business, then computer networks are the veins and arteries that channel that information via the Internet throughout all the parts of your business. 
For your business to access the Internet, you'll need Ethernet cables and a router. You'll also need a modem for connecting your network to the outside world, and with that modem, you'll need Internet service from a provider.
8.     Software
Computers can't help you without software to run on them. The specific types of software you'll need will depend on the type of business you're running, but nearly every business will need access to word processing and spreadsheet software.
9.     Security Software
Another critical piece of software is your security software, which is what protects your computers and networks from spam, hackers, and malware. Cyber attacks cost the U.S. economy billions every year, so firewall protection, antivirus software, and authentication software are a must when dealing with sensitive information.
10.   Printer
Information is organized, manipulated, and moved electronically but people still love and depend on paper. If it's electronic, we want to print it. If it's printed, we want to scan it. Buying one machine to do it all, like an all-in-one printer, can save you time and money.
11.   Shredder
Every business has private information that should never get into the wrong hands. This contains private records on former and current employees, top-secret records, or financial records. It wouldn't be appropriate to dump them in the garbage if there was a need to get rid of them since someone might find them and use them against you.
The majority of offices, therefore, require shredders, They come in all shapes and sizes, some smaller tie shoe boxes I and others bigger than wardrobes. The volume of documents that might need to be destroyed and the size of the business should be considered when choosing a shredder.
12.   Mailing Equipment
Documents, product samples, catalogs, and billing statements are just a few examples of items that may be shipped out of your company. The proper mailing equipment. such as scales and postage software, can save your company valuable time and money.
13.   Furniture
Of course, you must have desks and tables for your office equipment to rest on and chairs for yourself and your employees to rest on, too. Other important pieces of office furniture include bookshelves, filing cabinets, and storage systems.
14.  Office Stationery
All of the devices mentioned above are great, but most rely on paper to operate. As a result, stationery is among the top items on this list. This also includes pencils, staples, paper clips. sticky notes, and other items in addition to paper. 
The many uses of stationery range from labeling (sticky notes, markers and pens) and serving as a reminder to binding items together (with tape, paper clips, or staples).
15.   Miscellaneous Electronic Equipment
In addition, some workplaces also have webcams, headsets, TVs, air conditioning units, etc. Of course, these things are not obligatory, but they make working at the office more pleasant.
In addition. there are also all sorts of Internet equipment, including modems, Wi-Fi routers, ports, servers, etc, which are important for larger companies.
16.   Laminating Machines
This workplace equipment is not all that popular, but it is useful nonetheless. Laminator's can preserve important documents, create durable business cards, make ID badges and do other cool things. However, small offices rarely require them.
17.   Copiers
Copiers are slightly antiquated but practical devices that let you make virtually endless copies of anything you reed. Copiers can make copies without computers, although printers and scanners depend heavily on them. Nowadays, most offices buy equipment that combines the capabilities of a printer, scanner, and copier. They are more expensive and heavier, but they are considerably more practical because you can print, copy, and scan with only one device rather than three.

2.6   Training for an Office Technology and Management
Office Technology and management offers a great platform for the preparation for the position of a Secretary as it provides training on office administration and its management. A variety of skills and adaptability to new situations is necessary as such, a four-year degree is often preferred and a two-year degree is usually a requirement by different kind of organization. Some may be holders of the National Diploma (ND) and Higher National Diploma (HND). There are also holders of Bachelor of Science in secretarial studies and related courses. Office Technology and Management programs prepared students to do work for lop managers. Students learn how to make budgets, write reports, write proceedings of meetings, keep records, and take correspondence; they also learn how to manage staff. 
It is designed to prepare students for employment in the office settings. The growth of electronic word processing, computer based file management, and the constant need to process office work in an efficient manner helps to form the basis of this program. It lends to prepare them to fill positions such as Secretary, Typists, Graphics designers, Web designers and Data processing operators.

Many institutions are involved in the training of secretaries. They are: Polytechnics and colleges of Technology, which produce professional secretaries holding ND and HND certificates levels. The Universities offer professional courses leading to the award of Bachelor of Science in secretarial studies. The staff development centers produce or train and re-train workers into the confidential secretarial (CS) levels confidential secretaries IV, 1ll and II.
Federal training centers, similar to staff development centers, but run by the federal Government. Government -owned secretarial colleges, Non -Government secretarial colleges. 
High school graduates with basic office and computer skills usually qualify for entry-level positrons. Although most secretaries learn their job in several weeks, many legal and medical secretaries require several months of training to learn industry-specific terminology. Executive secretaries usually need several years of related work experience.
2.7   Problems facing the Career Prospects of Office Technology and Management Graduates
The problems that are facing the career prospects of office technology and management programmes.
· The unavailability of some courses that are in touch with the reality of the world of business such as programming with special attention to JavaScript in addition to HTML programming which can therefore lead to the inefficient performance of their graduates in the business world.
· Negative attitude of students towards innovation and lack of interest in the programmed.
· Unavailability of Internet service in the computer laboratories which hinder the performance of students on how to use the Internet so therefore leading to inefficient performance of students graduates in their working environment. 
· There is no additional training by the graduates of the programmed leading to incompetence with others in the labor market.
2.8   Recommendation to the problems facing the Career Prospects in Office Technology and 
	Management Programmed.
Based on the research findings, recommendation is specifically explaining below:
That the curriculum for Office Technology and Management programmed should be redesigned and enlarged to accommodate courses that are in touch with the reality of the world of business such as Web programming with special attention to CSS, PHP, JavaScript in addition to HTML Programming. My SQL in addition to the content of Database Management System and Management Information Systems, technical writing. modern office production and technology, office equipment maintenance, project management and electronic publishing. That training should emphasized more on skills and practical abilities rather than theory. That additional training should be embarked upon by the students so as to enable them compete with others in the labour market after graduation.
This additional training could be obtained from outside computer training centre's/institutes, through attending seminars as well as enrolling for online learning courses. Training and re-training of lecturers should be done regularly to keep them abreast of the latest development in Information Technology for the benefit of their students. Internet services should also be made available in the computer laboratories to enable students acquire practical skills on how to use the Internet. Students' positive attitude towards innovations must be activated and interest developed in I.T.



















CHAPTER THREE
METHODOLOGY
	The chapter deals with the method and procedures for data collection that was used in carrying out 	the study. 
3.1	Instrument Used
	A questionnaire tagged Appraisal of Career Prospect of Graduates of Office Technology and Management in the Telecommunication Industry was designed by the researcher which was used as a tool for data gathering for the study. The items in the questionnaire are placed in four points rating scale of “SA-Strongly Agree=4 A-Agree=3, D-Disagree=2 and SD-Strongly Disagree” = 1 respectively.
3.2	Population of the Study
	The population of this study consists of secretaries at MTN Limited at Fate Road, Ilorin. A total number of 20 secretaries were selected at the chosen case study.
3.3	Sample and Sampling Techniques
	The researcher used all the total population as sample since the total number of populations is sizeable to manage for the study. 
3.4	Distribution and Collection of Data
	The questionnaires designed were distributed by hand personally by the researcher. Twenty (20) copies of the questionnaire were distributed to the Secretaries at MTN Limited at Fate Road, Ilorin. The researcher went back after one week to retrieve all the questionnaire.

3.5	Reliability 
	The researcher first tested the instrument in order to make sure the instrument elicited the desired responses from the respondents. The instrument used in this research work is reliable, as the question method will reveal information from the case study.
3.6	Validity 
	In order to be sure that the instrument measures what it is supposed to, it was given to two lecturers in Office Technology and Management Department. These lecturers critically examined the items of the instrument with respect to their fitness for the purpose of this study and accepted its use for the study.
3.7	Method of Data Analysis
	After the collection of the completed questionnaire from the respondents, data collected were manually analyzed with the aid of a calculator. Tables were drawn to indicate the responds and these were expressed in the percentage of all respondent to each question in the questionnaire.








CHAPTER FOUR
DATA ANALYSIS
4.1	Introduction
	This chapter dealt with data analysis. The chapter will be conducted and presented as follows.  
4.2	Results
Table 4.1:	Telecommunication Industry adequately recognizes and utilizes the skills and knowledge of Office Technology and Management (Operations and Technology Management) graduates.
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	10
	50

	Agree
	10
	50

	Disagree 
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	The above table 4.1 showed that 10 (50%) respondents strongly agreed that Telecommunication Industry adequately recognizes and utilizes the skills and knowledge of Office Technology and Management (Operations and Technology Management) graduates, 10 (50%) respondents agreed, and no respondents disagree with the assertion. 
Table 4.2:	There are sufficient career advancement opportunities available for Office Technology and Management graduates in Telecommunication Industry
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	10
	50

	Agree
	05
	25

	Disagree 
	05
	25

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	The above table 4.2 indicated that 10 (50%) respondents strongly agreed that there are sufficient career advancement opportunities available for Office Technology and Management graduates in Telecommunication Industry while 5 (25%) respondents agreed with the question, 5 (25%) disagreed. No responses on strongly disagreed. 
	This invariably implied that there are sufficient career advancement opportunities available for Office Technology and Management graduates in Telecommunication Industry.



Table 4.3: 	Telecommunication Industry provides adequate training and development programs to enhance the skills of Office Technology and Management graduates
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	07
	35

	Agree
	08
	40

	Disagree 
	05
	25

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	The above table 4.3 indicated that 7 (35%) respondents strongly agreed. 8 (40%) disagreed, while there is no respondent for strongly disagreed. 
	From this analysis, one can see that Telecommunication Industry provides adequate training and development programs to enhance the skills of Office Technology and Management graduates.





Table 4.4:	Office Technology and Management graduates face challenges in integrating into the existing organizational culture within Telecommunication Industry.
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	14
	70

	Agree
	06
	30

	Disagree 
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
The table 4.4 showed that, 14 (70%) respondents agreed, 6 (30%) respondents agreed that Office Technology and Management graduates face challenges in integrating into the existing organizational culture within Telecommunication Industry.  






Table 4.5:	Telecommunication Industry recognizes and rewards the contributions of Office Technology and Management graduates appropriately
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	12
	60

	Agree
	08
	40

	Disagree 
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	The table 4.5 shows that 12 (60%) respondents strongly agreed that Telecommunication Industry recognizes and rewards the contributions of Office Technology and Management graduates appropriately, 8 (40%) agreed while no response for disagreed and strongly disagreed to the statement.





Table 4.6:	Office Technology and Management graduates receive fair and competitive compensation packages in Telecommunication Industry
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	11
	55

	Agree
	07
	35

	Disagree 
	02
	10

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.6 showed that 11 (55%) respondents strongly agreed 7 (35%) respondents agreed, 2 (10%) respondents disagreed, while there is no response for strongly disagreed. 
	This implied that Office Technology and Management graduates receive fair and competitive compensation packages in Telecommunication Industry.





Table 4.7:	Office Technology and Management graduates have opportunities to work on meaningful and impactful projects within Telecommunication Industry.
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	09
	45

	Agree
	07
	35

	Disagree 
	04
	20

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.7 indicates that 9 (45%) respondents strongly agreed that Office Technology and Management graduates have opportunities to work on meaningful and impactful projects within Telecommunication Industry, 7 (35%) responses agreed to this statement while 4 (20%) disagreed, while there is no responses for strongly disagreed. 
	Therefore, it is obvious that Office Technology and Management graduates have opportunities to work on meaningful and impactful projects within Telecommunication Industry.



Table 4.8:	Telecommunication Industry encourages innovation and creativity among Office Technology and Management graduates
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	10
	50

	Agree
	10
	50

	Disagree 
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
Table 4.8 indicated that 10 (50%) of the respondents strongly agreed secretary is an indispensable aspect of an organization 10 (50%) equally agreed, while responses on strongly agreed and disagreed. 






Table 4.9:	Office Technology and Management graduates receive sufficient support and resources to overcome challenges and fulfill their roles effectively
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	10
	50

	Agree
	10
	50

	Disagree 
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.9 indicated that, 10 (50%) respondents agreed that Office Technology and Management graduates receive sufficient support and resources to overcome challenges and fulfill their roles effectively, 10 (50%) conceded to the level of managers, while no responses on strongly disagreed and disagreed respectively.




Table 4.10:	Telecommunication Industry collaborates effectively with educational institutions to bridge the gap between academic knowledge and practical skills of Office Technology and Management graduates.
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	07
	35

	Agree
	13
	65

	Disagree 
	04
	20

	Strongly disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.10 indicated that, 7 (35) strongly agreed that Telecommunication Industry collaborates effectively with educational institutions to bridge the gap between academic knowledge and practical skills of Office Technology and Management graduates; 13 (65%) agreed and no response for disagreed and strongly disagreed with the statement.  




Table 4.11:	Office Technology and Management graduates face significant competition for job opportunities within Telecommunication Industry
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	00
	0.00

	Agree
	09
	45

	Disagree
	11
	55

	Strongly disagree
	00
	0.00

	Total
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.11 indicated that,11 (55%) respondents did not agreed that Office Technology and Management graduates face significant competition for job opportunities within Telecommunication Industry while the other respondents agreed that Office Technology and Management graduates face significant competition for job opportunities within Telecommunication Industry. 
	This implied that Office Technology and Management graduates face significant competition for job opportunities within Telecommunication Industry. 



Table 4.12:	Telecommunication Industry values diversity and inclusivity among its Office Technology and Management workforce
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	12
	60

	Agree
	05
	25

	Disagree 
	03
	15

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.12 indicates that, 12 (60%) respondents strongly agreed, 5 (25%) respondent agreed, 3 (15%) respondents disagreed, while there is no response for strongly disagreed. 
	From the above analysis, Telecommunication Industry values diversity and inclusivity among its Office Technology and Management workforce





Table 4.13:	Office Technology and Management graduates are provided with opportunities for professional growth and career advancement.
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	10
	50

	Agree
	10
	50

	Disagree 
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.13 indicate that, 10 (50%) strongly agreed that Office Technology and Management graduates are provided with opportunities for professional growth and career advancement, 10 (50%) also agreed.	
	Therefore, it is clear from the analysis that, Office Technology and Management graduates are provided with opportunities for professional growth and career advancement.





Table 4.14:	Telecommunication Industry adequately addresses the unique challenges faced by Office Technology and Management graduates.
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	13
	65

	Agree
	07
	35

	Disagree 
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.14 shows that 13 (65%) of the respondents strongly agree that Telecommunication Industry adequately addresses the unique challenges faced by Office Technology and Management graduates, 7 (35%) agree while none of them disagree with the assertion. 
	It is however, safe to conclude that Telecommunication Industry adequately addresses the unique challenges faced by Office Technology and Management graduates.




Table 4.15:	Overall, the prospects for Office Technology and Management graduates in Telecommunication Industry are promising. 
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	20
	100

	Agree
	00
	00

	Disagree 
	00
	00

	Strongly disagree
	00
	00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.15 showed that 20 (20%) of the respondents strongly agree that Overall, the prospects for Office Technology and Management graduates in Telecommunication Industry are promising, while none of them disagree with the notion






Table 4.16:	The kind of programme set down by Telecommunication Industry can improve Office Technology and Management graduate prospects in an organization 
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	13
	65

	Agree
	03
	15

	Disagree 
	02
	10

	Strongly disagree
	02
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.16 showed that 15 (65%) of the respondents strongly agreed that organization can help the prospect of Office Technology and Management graduate with the kind of programme they set down for them, 3 (15%) of the respondents agreed while 2 (10%) of the respondents disagreed and 2 (10%) of them strongly disagreed with the notion.




Table 4.17:	The challenges faced by Office Technology and Management graduate in relating to performance in Telecommunication Industry can be discovered by the management 
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	17
	85

	Agree
	03
	15

	Disagree 
	00
	0.00

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.17 showed that 17 (85%) of the respondents strongly agreed that challenge faced by Office Technology and Management graduate in relating to performance in Telecommunication Industry can be discovered by the management, while 3 (15%) of the respondent agreed with the statement. No responses for disagreed and strongly disagreed.  




Table 4.18:	The measures put in place can avoid problems being faced by Office Technology and Management graduate in Telecommunication Industry 
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	14
	70

	Agree
	04
	20

	Disagree 
	02
	10

	Strongly disagree
	00
	0.00

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.18 showed that 14 (70%) of the respondents strongly agreed that measures put in place can avoid problems being faced by Office Technology and Management graduate in Telecommunication Industry, 4 (20%) of the respondents agreed while 2 (10%) of the respondents disagreed with the statement.




Table 4.19:	Lack of additional training by the Graduate of Office Technology and Management can lead to in-competencies with other in Telecommunication Industry
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	08
	40

	Agree
	06
	30

	Disagree 
	04
	20

	Strongly disagree
	02
	10

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.19 showed that almost the respondents 8 (40%) t strongly agreed and 6 (30%) agreed that lack of additional training by the graduate of Office Technology and Management can lead to in-competencies with other in Telecommunication Industry, while 4, (20%) of the respondents disagreed and 2 (10%) of the respondents strongly disagreed with the statement.




Table 4.20:	Graduate of Office Technology and Management can run a career as a Graphics Designer 
	Options
	No. of Respondents
	Percentages %

	Strongly agree
	10
	50

	Agree
	05
	25

	Disagree 
	03
	15

	Strongly disagree
	02
	10

	Total 
	20
	100


Source: Researcher’s fieldwork, 2025
	Table 4.20 above shows that Graduate of Office Technology and Management can run a career as a graphics designer as 10 (50%) respondents strongly, 5 (25%) respondents agreed while 3 (15%) of the respondents disagreed and 2 (10%) of the respondents strongly disagreed that graduates of office technology and management can run a career as a graphics designer. 
	From the above analysis, inference one can make is that graduates of office technology and management can run a career as a graphics designer.




CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
	This research work was attempted to look into the “Appraisal of Career Prospect of Graduates of Office Technology and Management in the Telecommunication Industry”. MTN Limited, Ilorin were used as case study for this research work.
	Thus, the chapter one explains the full introduction and the background of the study. It explains the statement of the problems, the objectives of the study which emphasize on the main and specific purpose of the study, research questions which insinuate relevant questions that guide the study, significance of the study that states the importance of the study, delimitation as well as limitation of the study.
	Chapter two explains based on the review of the related literature which was consisting of full introduction and some relevance sub-headings developed with research questions.
	Chapter three explains the full introduction and elucidate on methodology for data collection in which the researcher used to describe a number of decision of data before they are collected. It helps to provide guidelines which direct the researcher toward solving the problem and vary depending on the nature of the problem being studied.
	Chapter four explains how the data was analyzed for proper understanding in which the presentation and analysis of data gathered through the use of questionnaire distributed, in this chapter it was made know that twenty copies of questionnaire were distributed and 20 copies were returned.     

5.2	Conclusion
	Having observed through questionnaire sent out, the researcher was able to derive from the data collected that secretaries play an undeniable role in an organization and the sky is their limit if they can go extra miles to enhance their knowledge in the career they have chosen.
	Efficiency in the performance of secretarial function has contributed immensely to the success of any organization. It assists secretaries in the Processing of information like typing of correspondence, letters, reports, manuscripts, internet, networking, Email service and the likes.
	The art of transferring information verbally or written form are made easy, in that, information can be sent and received in a very short period of time.
5.3	Recommendations
	Based on the findings of this study, the following recommendations were made:    
1.	Organizations should endeavor to have good modern equipment for greater productivity.
2.	All Office Technology and Management graduate should be well-equipped with necessary machines.
3.	Office Technology and Management graduate should keep conversant with the latest office automation need to discharge their duties effectively and efficiently.
4.	Secretaries, who know the implications of lack of adequate training, should endeavor to update.
5.	Organizations should train and develop secretaries to improve their performance on the job and make them cope with the managerial and administrative functions they have had to perform as a graduate secret.
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APPENDIX I

KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear respondent, 
	I am a student in the Department of Office Technology and Management, Institute of Information and Communication Technology, Kwara State Polytechnic, Ilorin. I am at present conducting a research and writing a project on CAREER PROSPECT OF GRADUATES OF OFFICE TECHNOLOGY AND MANAGEMENT IN THE TELECOMMUNICATION INDUSTRY.
	The exercise is important in partial fulfillment of the requirements for the award of National Diploma in Office Technology and Management of the institution.
	Rest assured that the researcher ethics of anonymity and confidentially will be strictly adhered to.
						
										Yours faithfully		

									ABASS LATEEF AYOMIDE
									ND/23/OTM/PT/0035


APPENDIX II

KWARA STATE POLYTECHNIC, ILORIN
INSTITUTE OF INFORMATION AND COMMUNICATION TECHNOLOGY
 DEPARTMENT OF OFFICE TECHNOLOGY AND MANAGEMENT

Dear Sir/Madam
RESEARCH QUESTIONNAIRE
	This questionnaire is designed to solicit information from you on “CAREER PROSPECT OF GRADUATES OF OFFICE TECHNOLOGY AND MANAGEMENT IN THE TELECOMMUNICATION INDUSTRY.” kindly complete the questions below. Please you are assured that information supplied will be treated with utmost confidentiality.
						

											Yours Faithfully

									ABASS LATEEF AYOMIDE
									ND/23/OTM/PT/0035



QUESTIONNAIRE

1. Telecommunication Industry adequately recognizes and utilizes the skills and knowledge of Office and Technology Management graduates.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
2. There are sufficient career advancement opportunities available for Office Technology and Management graduates in Telecommunication Industry.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
3. Telecommunication Industry provides adequate training and development programs to enhance the skills of Office Technology and Management graduates.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
4. Office Technology and Management graduates face challenges in integrating into the existing organizational culture within Telecommunication Industry.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
5. Telecommunication Industry recognizes and rewards the contributions of Office Technology and Management graduates appropriately.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
6. Office Technology and Management graduates receive fair and competitive compensation packages in Telecommunication Industry.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
7. Office Technology and Management graduates have opportunities to work on meaningful and impactful projects within Telecommunication Industry.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
8. Telecommunication Industry encourages innovation and creativity among Office Technology and Management graduates.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
9. Office Technology and Management graduates receive sufficient support and resources to overcome challenges and fulfill their roles effectively.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
10. Telecommunication Industry collaborates effectively with educational institutions to bridge the gap between academic knowledge and practical skills of Office Technology and Management graduates.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
11. Office Technology and Management graduates face significant competition for job opportunities within Telecommunication Industry.	
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
12. Telecommunication Industry values diversity and inclusivity among its Office Technology and Management workforce.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
13. Office Technology and Management graduates are provided with opportunities for professional growth and career advancement.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
14. Telecommunication Industry adequately addresses the unique challenges faced by Office Technology and Management graduates.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
15. Overall, the prospects for Office Technology and Management graduates in Telecommunication Industry are promising.
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
16. The Kind of Programme set down by Telecommunication Industry can improve Office Technology and Management graduate prospects in an organization
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
17. The challenges faced by Office Technology and Management graduate in relating to performance in Telecommunication Industry can be discovered by the management
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
18. The measures put in place can avoid problems being faced by Office Technology and Management graduate in Telecommunication Industry
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
19. Lack of additional training by the Graduate of Office Technology and Management can lead to in-competencies with other in Telecommunication Industry
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )
20. Graduate of Office Technology and Management can run a career as a Graphics Designer
	(a) Strongly Agree (   ) 			(b) Agree (    )  
	(c) Disagree (   ) 				(d) Strongly Disagree (   )

54

