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1.1 Background Of The Study
Before the advent of modern technology, almost all types of work in an office are done manually which took longer time for a piece of job to be completed. With the introduction of modern office automation and computer related devices, work has been faster and conveniently. Some of the major reasons why office now embraces automation are accuracy and precision in terms of operation. Office automation refers to digital creates, collection, stores, manipulate and relay office information needed for accomplishing basic task.
The rapid advancement of technology has transformed the way businesses operate, leading to significant changes in the office environment. Office automation, which refers to the use of technology to automate and streamline office tasks, has become an essential component of modern office management. The increasing demand for efficient and productive office operations has driven the development of new office automation technologies, tools, and techniques.
Office automation refers to the use of computer systems, software, and technology to perform tasks that were traditionally completed manually in an office environment. Over the years, there has been a significant shift towards automating various office functions, such as data management, communication, scheduling, and decision-making processes. This trend has been driven by the rapid development of technologies such as Artificial Intelligence (AI), machine learning, cloud computing, and advanced software applications.
Office automation refers to the use of technology to streamline and improve office operations. With the rapid advancement of digital tools, artificial intelligence (AI), cloud computing, and automation software, workplaces are evolving. This aims to explore the current trends in office automation and how they affect graduates of Office Technology and Management (OTM) programs.
Office automation refers to the use of technology, software, and digital systems to automate and streamline office tasks, reducing manual effort and improving efficiency. It involves integrating various tools such as word processing applications, data management systems, communication platforms, and artificial intelligence to enhance workplace productivity.
The term office automation refers to the use of integrated computer and communication system to support administrative procedures in office environment. Rashid (2018) explain that office automation refers to all tools and methods that are applied to the office activities which make it possible to process written, visual and sound data in a computer aided manner.
Office automation refers to utilizing computer such as word processors and electronic intercom mail plus other technologies and integration of proving quality information and communication facilities designed to improved The number of automation presented in an office generally professional and management productivity (Ejeke, 2016)
The number of automation presented in an office generally depends on availably of funds in the organization, Volume of essential that the secretary is well trained in respect to be able to operate the machines and equipment effectively. An automated office reduces the frequencies of errors which occur as a result of inefficiency. This does not mean that the error is not in an automated office but with automation similar error-free. This is why the modern office workers are of the view that an automated office is cure to mistakes. Automated office operates (The Secretary) should be properly and adequately trained on how to handle this procedure.
By replacing repetitive tasks like data entry, document management, and scheduling with automated processes, office automation helps businesses save time, reduce errors and improve overall workflow. Common examples of office automation include cloud computing, email management systems, robotic process automation (RPA), and virtual assistants like chatbots.
For graduates of Office Technology and Management (OTM), staying updated with these trends is essential. OTM professionals are tasked with managing office systems and ensuring the smooth running of office operations. Therefore, understanding the current trends in office automation and their potential implications on their career paths is crucial. The integration of automation technologies in the workplace has led to the transformation of job roles and responsibilities, making it necessary for OTM graduates to adapt and acquire relevant skills.
This study examines the current trends in office automation and their implication for office technology and management graduates. It explores how automation is reshaping administrative roles and the skills needed to remain relevant in the job market.
1.2 	Statement Of The Problem
Despite the increasing reliance on automation technologies in modern offices, many OTM graduates face challenges in keeping up with the rapid pace of technological change. This knowledge gap can hinder their effectiveness in the workplace, impacting their productivity and career progression. Furthermore, there is limited research focusing on how these advancements in office automation affect the competencies required of OTM graduates and the implications for their employability and future job roles.
1.3	Objectives Of The Study
The primary purpose of this study is to analyze the current trends in office automation and assess their implications for OTM graduates. This research aims to:
1. Identify current keys trends in office automation and their adoption in workplaces.
2. Examine how these trends influence the skills and competencies required for OTM graduates.
3. To examine the impact of office automation on office operations.
4. Explore the challenges and opportunities that these trends create for OTM professionals
5. Provide recommendations for OTM graduates to enhance their career readiness in the evolving workplace.
1.4	Research Questions
This study seeks to answer the following research questions:
1. What are the current trends in office automation?
2. How do these trends impact the skills and competencies of OTM graduates?
3. What are the impact of office automation on office operation?
4. What are the potential challenges and opportunities that OTM graduates face in light of these trends?
5. How can OTM graduates better prepare themselves for the changing demands of the office automation landscape?
1.5 Significance Of The Study
This study is significant to the following groups:
OTM Graduates: The study will help graduates understand the changing workplace dynamics and acquire relevant skills to enhance employability.
Educational Institutions: The findings will guide curriculum development to ensure OTM programs align with industry needs.
Employers: Business can use the study to identify key competencies required for office automation and workforce development..
Policymaker: The study can inform policies on education and workforce training to bridge the gap between academic learning and technological advancements.
Office Administrator and Managers: The study will provide office administrators and managers with insights into the current trends in office automation, enabling them to make informed decisions about the adoption and implementation of office automation technologies.
Researcher and Academics: The study will contribute to the existing body of knowledge on office automation and its implications for OTM graduates, providing researchers and academic with a framework for further research and investigation.
Professional Association and Organization: The study will provide professional associations and organizations with information on the current trends in office automation and their implications for OTM graduates, enabling them to develop relevant training programs and resources.
1.6	Delimitation
The study will focus on the current trends in office automation, including software tools, hardware advancements, and organizational changes brought about by automation. It will also examine the impact of these on OTM graduates in terms of required skills, job roles, and overall career development. The research will primarily focus on data from the current workplace environment, industry reports, and surveys conducted with OTM graduates and employers.
1.7	Limitations
Every research project naturally has its impediments or constraints. These constraints could be related in inadequate time devoted to conduct the research, lack of fund, dearth of books, and uncooperative attitude of prospective respondent among others. However, all efforts will be made to ensure that all these do not impact negatively on an in-depth research.


CHAPTER TWO
2.0	LITERATURE REVIEW
This chapter focus on review if related literature. This will be carried out under the following sub-headings:-
2.1 Introduction
2.2 Concept of Office Automation
2.3 Features of the Office Automation System
2.4 The Various Machines used by the Secretary in an Office
2.5 Benefits of Office Automation
2.6 Current Trends in Office Automation
2.7 Implications for Office Technology and Management Graduates
2.1	Introduction
Office automation refers to the use of the advanced technology to stream line and improve office tasks, making business processess more efficient. The rapid advancements in technology have transformed traditional office functions, impacting data processing, communication and document management. This chapter explores current trends in office automations and examines their implication for office technology and management (OTM) graduates.
2.2	Concept of Office Automation
The transformation of the old offices to the modern office can only be accrued to the tremendous achievements of various automated processes that took place over the years. Organization managements are now looking forward to ways of improving and welcoming new technological invention that will be of advantage to their business. Office automation started with the introduction of small office equipments that is needed by secretaries to meet the demand in terms of speed, accuracy and efficiency in the course of performance of their duties.
Jurnen (2016) points out that "office machines have been developed for the use of improved office method, to give speed office operations". These are being used more and more in offices and businesses all over the world. Learning to use some of these basic office mac ines efficiently gives one added job possibilities.
Lillian (2018) also pointed out that; Office automation have been developed for use of improved office method, and give speed to office operation. Therefore, when one looks fit the basic task in the office, whether it is writing, filling calculating sorting or analyzing, a machine can be purchased for doing the job better and quicker or analyzing, a machine can be purchased for doing the job better and quicker. Whether an organization is profit-oriented greatest resources is information, communication and records and vital elements that must receive due attention. The mechanization of the office work has come about as a result of greater speed and accuracy. The characteristic picture of modern office in the successful integrated use of machine arid equipment into what is called "system" that is, the machines and automation are grouped and linked at achieving a higher usefulness. The traditional arrangement is no longer found in many offices. Technological advances have simplified many of the tasks the secretary often is able to assist several executives in carrying out their function.
Today, a secretary in many offices is able to create a message or document at her work station, view the entire document, found easily to make the necessary changes before printing the copy. Without leaving her electronically send the message to a remote location, file the copy through the use of an intelligent copier make multiple copies McFarland (2011) explains that: message received in the terminal can be captured on storage device, displayed on screen for review and revised, or printed on paper. The revised document may be telecommunicated back to the person who sent it so that he or she will be aware of the message.
In the above view, its show that offices automation enhances progress and work being performed in an office, it reduces mental strain. As the number of machines available incresed rapidly, we can only indicate which machine a junior office worker might be expected to operate describing briefly the purpose and method of operation of the more commonly found machines. Some are simple and can be operated after a few minutes, instruction, whereas others require many months of specialized study.
According to George (2015) office automation is an aid to the secretary who makes constraint rise of the machines can carry out and automatically more than the ordinary human being can do, thereby freeing the secretary in working out payroll and other numerous letters and calculations which need an expert and excellent touch to be done correctly. Some of these machines have large storage facilities and can store information in their memory unit. He confirmed that the presence of computer as an office automation has created non-job opportunities especially for the secretarial assistant.
According to Ejeka (2016) office automation refers to utilizing computers such as word processors an electronic intercom mail plus other technologies used to upgrade worker's productivity and efficiency. It is the technology of making a processor system automatic in the office. Ejeka went further to assert that office automation is the merging of technologies an integration of proving quality information and communication facilities designed to improved professional and management productivity.
Office automation refers to all processes that integrate computer and communication technology with the traditional manual processes. Stanwell (2011) noted that mechanization of office work has come as a resul of the need for great speed and accuracy. The characteristics picture of modern office in efficiency is the successful integration of the use of machines and equipment into what is called "system". Abang (2015) reported that secretaries have vital roles to play in enhancing the attainment of organizational goals. Though secretaries of nowadays would not necessarily be expected to understand as much about the business in hand as their executives, they are increasingly being expected to have some understanding of the significance and effective management of the correspondence, report and instructions which normally, pass through their desk. The trained secretaries with the state of the art material and equipment are expected to be gainfully employed in the labour market or even create job and become self-reliant despite the present hardship and Nigerian economy.
According to Esene (2014) the modern offices of today, lay the emphasis on paperless office as a way of facilitating the process of correspondence handling and operation for instance, Ekula (2016) stated that in offices computer, database management and other accessories are increasingly being used to organize and control records. Secretaries are now being required to be able to operate computer using data base, Excel, Corel Draw and Word Processing Packages such as word perfect, Ms word Power-Point, Adobe Page Maker and in particular the dexterity to use most the application packages contained in windows 2000 to 2007 respectively.
In addition to the above, it is believed that for an office to have a good production output, the right office machines increased, the efficiency of the operators will also increase.
2.3 Features of the Office Automation System
Here are some of the basic and most attractive features that fall under the category of office automation system.
1. Reduce Work Load
Installing an office automation system will definitely reduce the work load. It will help you to handle load easily and allow you to enjoy yourself at work. Those who have installed office automation systems have only praised its benefits. It is known for lessening the work load burden and ensures you are able to work at office in peace.

2. Good at Multitasking
There are several kinds of customs which are needed to perform in every firm. The thing with office automation system is that it can handle this custom of the firm in an easy manner. In fact, it makes multitasking much simpler and easy. From being able to open the entrance gate to controlling temperatures inside offices, it will look after the data and entries along with a good amount of work load which will be handled by the system itself.
3. Boosts Feasibility
Feasibility always means being able to make practical decisions. Any work which does not have feasibility will remain in doubt. Office automation system will always analyze the confirmation of work in every office. From time to time, you need to check the input as well as output which make work much more acceptable so that managers are able to evaluate. Getting good result or working on tasks can only happen when the results are feasible. Apart from that, taking proper decisions could nearly help the managers handle a proper run among all competitors. Feasibility of work is something which needed to proceed and must be ensured within the system.
4. Sustainability in Office Environment
Every system should be capable of making the work force work on things that are given to them. That is how it will be able to confirm the sustainability and at the same time adapt them to the environment of the office. In case the system is not all that popular and managable, you might end up seeing a crushing failure of the offices lifestyle altogether. The failure of office automation system will deteriorate the harmony as well as the order of these tasks and lead to drawbacks.
5. Proper Advantages
Competitive advantages are always considered as the plus point in every firm. A firm may only begin to imagine handling and reigning over other only when it is able to increase the competitive advantages in other places. The positivity of office automation systems will always boost competitive advantage over the other firms which is not even needed. It will keep adding to the prosperity of even more firms and get a much bigger assurance when it comes to surviving in a market that is so competitive.
2.4 The Various Machines used by the Secretary in an Office 
There are various machines used by the Office Technology and Management Graduates in an organization in order to make their performance to effective. Some of these machines are:
i. Computer
It is an electronic device that can accept data through an input device (e.g keyboard) store the data in memory (either main or auxiliary) manipulate the data according to instruction gives to it and produce an output. Basically, computer fall into two classes.
(a) The analogue computer which is often likened to an "electronic slide rule", it is used principally for scientific purposes and for the calculation of intricate mathematical problems. The results it produces are given in values related to the problem undertaken; for example, they may by show as stresses on a graph. 
(b) The digital computer: This is the one principally used in the office. It produces results in figure and moreover, works to a very high degree of accuracy. This is the form of computer referred to in the following text.
ii. Telephone
This is the principal means of communication with the outside world. It is the means by which people in the various branches get in touch with each other. Telephone answering machine sets.
Henry (2016) said telephone answering machines provide a useful service. The answering set is connected to the telephone and is able to take incoming calls while the telephone is left un-attended. It will then answer the caller using a tape recorded message and Record any statement made nby the call in reply. There are many types of telephone systems and switchboards from which organizations can choose.
iii. Franking Machine
A franking machine frank letters with the correct postage by means of printed impressions on the evelope. The machine has a meter which records the number of itms the franking die is used. The post office receives advance payment or the use of the franking machine.
It is useful in an office because it is portable and saves space, time and money as it can be moved from one place to another.
As expressed by Henry (2016) for a large by volume of correspondence linking stamp is time-cosuming and rather unhygienic stamps, bought for use in the mailing Room may also be stolen. The franking machines eliminate all the dangers. 
iv. Collating Machine
Collating been described as the process by which the number of separate sheets forming a set that have been duplicated or printed are gathered up and placed in their right order. In order to avoide the slow process of this by manual, the collating machines were invented. Collating performs the work of collating separate sheets and gathering of sections of papers.
v. Word Processor
According to Nwosu et al (2015) word processing is an electronically processing of alphabetic and alpha numeric information. Word processors are designed handle the typing, editing, storage and transmitting of textual information rapidly, automatically, efficiently.
The secretary is the personal trained to operate the word processor. She uses the word processors for typing, editing and storing in the case of work needed direction or repetition.
This type of machine has been of vital importance to secretaries. A secretary can work for more than the boss jut any strain since all she needed is the input supplied by the boss. Her boss can dictate into the nine in his own office while the secretary is preparing output for another person-In doing this, time is safe.

vi. Tele Fax
This is another form of tele message except that is will give a complete picture of the original document to the receiver. The operator can be both are the specialist on it or the secretary. It is required in today fast moving office operations. This equipment can be used to thwart a planned blackmail, fraud or whatever. (vii) Micrograph
According to Stephen (2017), micrograph provides for the storage and retrieval of information through efficient utilization of magnetic storage and electronic transmission. It can therefore be described as the science and technology of creating image of microphotography. These images which are greatly reduced in size are only readable with the help of optical aids like microscopic lenses. Chukwumezie (2015) described micrograph as modern ways of recording information in electronic data storage device such as microfilm and computers disks. Automatic in data storage have modernized the speed or retrieval of information allowed greater and easier access to large qualities of records without the need to store papers in bulky filling cabinets. Many micrographic systems also include computer assisted retrieval mechanism.
vii. Data Processing
Agomno (2015) posited that processing is the manipulation of all forms of data used in an organization into information in order to plan, control, manage and facilitate organization activities. He noted that data processing can be done manually or automatically which ever method used. Data processing consists the three steps, inputting, manipulating and outputting. Nwosu, et al (2015) noted that the computer is used to process large volumes of accounting data relating to routine repetitive operations such as accounts receivable, accounts payable, inventories, payrolls and posting to large accounts. The nature of operations performed by an organization is dependent on the data processing skills use by that organization. They went further to list the following data processing method; batch processing, demand processing, interacting processing, real time processing and time starting processing.
viii. Reprography
According to Abayi (2015) reprography is all aspect of copying and duplicating which have a lot of impact on office information processing dissemination. Reprography also known as copy processing ranges from the user of carbon to the very sophisticated photo typesetting equipment connected to the computer. Bergerud & Gonzalez (2014) noted that in the traditional office, copies of documents were usually reproduced using carbon copies, ink duplicating or spirit duplicating machines. But today, copies of documents are reproduced with modern technology using reprographic gadgets such as photocopying machines, computer print outs and scanning equipment. Reprographic skills are very important to the job of secretaries in the area of information processing and should be emphasized in their training.
ix. Paper Shredder
A paper shredder is a mechanical device used to cut paper into either strips or fine particles. Government organizations, business, and private individuals use shredders to destroy private individuals use shredders to destroy private, confidential, or otherwise sensitive documents. Various types of paper shredder include; multi-cut scissors, mobile shredding truck, kiosks shredder. Most shredders are electrically powered.
x. Photocopier
Alongside the various office typewriters is the photocopying machines which also come in varying sizes. They are manufactured by distinguished companies overseas and are required as a back up to the secretary's requirements for most of the photocopy is given to the Borrower. This leaves the original paper in the folder complete. A photocopying machine can produce a copy in less than a minute. There would of course have to be sufficient need for copies to justify the purchase of a machine.
Cherry et al (2014) stated that the quality of a copy produced by the various processes differs greatly. Of course, the quality of the paper on which the coppices are run and the care with which the master or original is prepared also affect the appearance of the copies.
xi. Printer
A printer is a device that accepts text and graphic output from a computer and transfer the information to paper, usually to standard size sheets of paper. Printer vary in size, speed, sophistication, and cost. In general, more expensive printers are used for higher resolution color printing, we have various qualities of printers, to organizations these are the most essential qualities; color, resolution, speed, memory. Printer languages are commands from the computer to the printer to tell the printer how to format the document being printed. These commands manage font size, graphics, compression of data sent to the printer, color, etc. These are various types of printers, we have the LED printer/monochrome laser, inkjet printer, laser printer, plotter printer, wide format, canon printer, etc. These are many printers from which the organization can choose.
2.5 Benefits of Office Automation
Data storage includes important and confidential office document and records, office automation system includes data applications which are used to create or edit a document, file, spreadsheet or an image. There are various types of word processing and desktop presentation packages available, which allow creating or editing textual data. Similarly, you find dedicated applications for editing spreadsheet and images.
1. 	Data Management
Data management is one of the major components of automation system that offers strategic advantages by simplifying the management of store data and information. Large business organizations can monitor and control various projects and activities within the office through an electronics management system. Program schedulers, tickler system or reminder systems, and tesk management are some of the features, which process without any hassle.
2. 	Data Exchange
	Exchange of stored or manipulated data and information is also an important component of automation system. Sending files or exchanging data or information between one or more than one member in an organization has become possible with an electronic tranfer application. Through a network connection, all data and information including text documents, presentations, spreadsheets, images and video can be sent in real time within few seconds. Illustrating the collaborative nature of an office automation system, this world allows your employers to collaborate in real time and enhance their productivity.
3. 	Accuracy
Computer system and after machines are as effective as a human brain, once the bugs are removed from a program or an application, it can help you in getting 100% accuracy in the day to day business processes. The software programs are more reliable than the human, who actually made it, implementing advanced business automation software reduces the probability of errors.
4. 	Save Time and Resources
Office automation empowers to save both time and money. It simplifies and automate these complex texts, which earlier required a dedicated resources and great amount of time. For example, with the introduction of latest computer technologies and network communications business are now not constricted by geographical limitation and hence, they can easily save both time and money spent on traveling. Another great example is the digital storage, which eliminate the need of preserving hard copies and hence, saving paper and nature as well.
5.	Reduced Cost
Since every business process is now automated, you don't need to invest much on hiring new resources for taking care of those tasks, which can be easily executed using an office automation system. As we know that time saved is money saved, your business enterprise can easily save huge by automating various complex business processes. Wth saving large on the overall expenditure and investment on other resources, your profit margins are surely going to improve.
6.	Efficiency
With the use of automated machines, the efficiency of an office is increased because, first of all, the whole work of the office is completed on time, properly and promptly. Secondly the office manager can collect the whole information necessary in respect of the operation of the office immediately because of these machines and as a result, can make quick divisions. Thirdly, the workers of (he office are spared various monotonous jobs, work with greater enthusiasm and do not feel fatigued. As a result, their deficiency and productivity are increased.
7. 	Speed
By using automation, office work can be done speedily. Typing machines, photocopying machines, telephones, postal franking machines contribute to the efficiency of the office and the effectiveness of its workers. The computer can make calculation in one hour which would have taken an employee many years to accomplish.


2.6 	Current Trends in Office Automation
Several technological trends are reshaping office environments These trends are influencing how office technology and management graduates prepare for the workforce.
(i) Cloud Computing: Cloud-based applications, such as Google Workspace and Micresoft 365, have become integral to modern office operations. These platforms allow real-time collaboration, remote access, and secure data storage, reducing reliance on physical infrastructure..
(ii) Artificial Intelligence (AI) and Automation: AI-powered tools, such as chatbots, virtual assistants (e.g, ChatGPT, Google. Assistant), and robotic process automation (RPA), are automating repetitive tasks like data entry, schedulling, and customer support. This enhances productivity and allows professionals to focus on strategic tasks.
(iii) Internet of Things (IoT): IoT- enabled devices, such as smart printers and automated security systems, enhance efficiency in office operations. These devices integrate with office networks, allowing seamless monitoring and management of office resources.
(iv) Cybersecurity and Data Protection: As offices rely more on digital tools, the need for cybersecurity has increased. Organizations now implement advanced security measures, such as multi-factor authentication, data encryption, and cybersecurity training, to protect sensitive information.
(v) Remote and Hybrid Work Technologies: The shift towards remote and hybrid work models has led to widespread adoption of video conferencing platforms (e.g, Zoom, Microsoft Teams) and project management software (e.g, Trello, Asana). These tools facilitate virtual collaboration and ensure workflow continuity.
(vi) Electronic Document Management Systems (EDMS): Paperless offices are becoming a reality through the adoption of EDMS solutions like Google Drive, OneDrive, and SharePoint. These system improve document storage, retrieval, and sharing while reducing costs and environmental impact.
(vii) Block-chain Technology: Block-chain is being explored for secure and transparent office transactions, particularly in areas such as financial records management, supply chain tracking, and digital identity verification.
2.7	Implications for Office Technology and Management Graduates
(i) Need for Advanced Digital Skills: As technology evolves, OTM graduates must engage in lifelong learning through certifications, online courses, and industry training programs to remain competitive in the job market. OTM graduates must develop strong proficiency in office automation tools, cloud computing, and AI-powered applications to remain competitive in the job market.
(ii) Increased Demand for Cybersecurity Awareness: With the rising threat of cyber attacks, graduates must understand cybersecurity best practice, data protection laws, and secure handling of digital assets.
(iii) Adaptability to Remote and Hybrid Work Environments: Modern offices require employees who can work effectively in remote or hybrid settings. OTM graduates must be proficient in virtual collaboration tools and self-management strategies.
(iv) Shift Towards Analytical and Decision-Making Roles: As automation takes over routine tasks, OTM professionals will need to focus on strategic decision-making, problem-solving, and data analysis to provide value to organizations.
(v) Emphasis on Continuous Learning and Certification: Technology is constantly evolving, making lifelong learning essential. Graduates should seek certifications in office automation tools, digital project management, and emerging technologies to stay relevant.
(vi) Entrepreneurial Opportunities: The rise of digital tools allows OTM graduates to explore entrepreneurship, such as offering virtual administrative services, digital consultancy, or document management solutions.


CHAPTER THREE
METHODOLOGY
The research work examines "Analysis of Current Trends in Office Automation and their Implications for OTM Graduates".
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	Method of Data Analysis
3.1 	Instrument Used
Questionnaire is used for this study because it has given room for statistical treatment. The questionnare is based on the topic of the research work so that the needed information could be gathered to complete the research work. Twenty questionnaire were designed by the researcher for "Analysis of Current Trends in Office Automation and their Implications for OTM Graduates"
3.2	Population of the Study 
The population of this study is made up of 20 staff in University of Ilorin Teaching Hospital, Ilorin. There are total numbers of 20 of both senior and junior staff slected.
3.3	Sample and Sapling Techniques
The sample size used by the researcher was 20 staff use has their target population. There was no sampling as the number sizeable for the researcher to handle.
3.4	Distribution and Collection of Data 
The questionnaire designed was distributed by hand persoanally by then researcher. A total number of twenty(20) questionanires were distributed at University of Florin Teaching Hospital, Ilorin the researcher got bacl all the completed questionnaire.
3.5	Method of Data Analysis
The data collected would be analyzed manually and expressed in percentage as will be seen in chapter four. This is to enable readers to have a clear understanding of the analysis.


CHAPTER FOUR
DATA ANALYSIS
4.1 Introduction
This chapter shows how responses of the respondents to the questions in the questionnaire were analyzed in tabular form for easy understanding. The respondents views were used as data from which conclusions were made.
4.1 Results
Table 4.1: Office automation is leading to a reduction in demand for traditional clerical jobs.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	05
	25

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.1, showed that 15 (75%) of the respondents are strongly agreed with the perception that Office automation is leading to a reduction in demand for traditional clerical jobs while the other 5 (25%) of the respondents agreed with this statement and no respondents for disagreed and strongly disagreed respectively. The above table showed that Office automation is leading to a reduction in demand for traditional clerical jobs.
Table 4.2: Increased office automation has led to higher concerns about data privacy and security.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	12
	60

	Agree
	08
	40

	Disagree
	00
	0.00

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.2 indicated that 12 (60%) respondents strongly agreed that increased office automation has led to higher concern about data privacy and security while 8 (40%) respondents agreed and no respondents for disagreed and strongly disagreed. From the above table, it showed that incresed office automation has led to h higher concerns about data privacy and security.
Table 4.3: Office Technology and Management graduate need cybersecurity skills to protect office data from cyber threats.
	Response Category
	Frequency
	Percentage (%)

	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 4.3, revealed that 10 (50%) of the respondents strongly agreed that Office Technology and Management graduates need cybersecurity skills to protect office data threats while 10 (50%) respondents agreed with the statement and no respondents on disagreed and strongly disagreed respectively. This implied that Office Technology and Management need cybersecurity skills to  protect office data from cyber threats.



Table 4.4: Many organizations now use biometric authentication (e.g, fingerprint, facial recognition) for secure office access.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	06
	30

	Disagree
	04
	20

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.4 showed that 10 (50%) of the respondents strongly agreed that Many organizations now use biometric authentication (e.g, fingerprint, facial recognition) for secure office access while 6 (30%) respondents agreed with the statement and 4 (20%) of respondents disagreed with the statement. It is obvious from the table that Many organizations now use biometric authetication (e.g, fingerprint, facial recognition) for secure office access.



Table 4.5: Cloud storage has imprionoved data accessibility but raised security risks.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	12
	60

	Agree
	05
	25

	Disagree
	03
	15

	Strongly Disagree
	00
	0.00

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.5 showed that 12 (60%) of the respondents strongly agreed that cloud storage has improved data accessibility but raised security risks while 5 (25%) respondents agreed and 3 (15%) of the respondent disagreed to the statement. It is obvious from the statement that cloud storage has improved data accessibility but raised security risks.




Table 4.6: Automated transcription services are making documentation and record-keeping easier.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	11
	55

	Agree
	05
	25

	Disagree
	03
	15

	Strongly Disagree
	01
	05

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.6, indicated that 11 (55%) of the respondents strongly agreed 5 (25%) respondents agreed with the statement that Automated transcription services are making documentation and record-keeping while 3 (15%) of the respondents disagreed and 2 (10%) disagreed strongly disagree respectively. With this statement mean that Automated transcription services are making documentation and record-keeping easier.



Table 4.7: Office Technology and Management graduates need to develop digital literacy to remain competitive in the job market.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	10
	50

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.7 showed that 10 (50%) of the respondents strongly agreed that Office Technology and Management graduates need to develop digital literacy to remain competitive in the job market, while 10 (50%) respondents agreed with this statement none & respondent for disagree and strongly disagree respectively. It is therefore saved to concluded that Office Technology and Management graduates need to develop digital literacy to remain competitive in the job market.


Table 4.8: Proficiency in office automation tools is now a basic requirement for administrative professionals.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	09
	45

	Agree
	05
	25

	Disagree
	03
	15

	Strongly Disagree
	03
	15

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.8, indicated that 9 (45%) and 5 (25%) of the respondents strongly agreed and agreed that proficiency in office automation tools is now a basic requirement for administrative professionals, while 3 (15%) and 3 (15%) of the respondents disagreed and strongly disagreed with the statement. This showed that proficiency in office automation tools is now a basic requirement for administrative professionals.


Table 4.9: Traditional office skills (e.g, shorthand writing, manual filing) are becoming obsolete.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	10
	50

	Agree
	05
	25

	Disagree
	03
	15

	Strongly Disagree
	02
	10

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.9, indicated that 10 (50%) of the respondents strongly agreed and 5 (25%) agreed that traditional office skills (e.g, shorthand writing, manual filing) are becoming obsolete, while 3 (25%) of the respondents disagreed and 2 (10%) strongly disagreed respectively. From the above table, this showed that traditional office skills (e.g, shorthand writing, manual filing) are becoming obsolete.



Table 4.10: Employers now prefer candidates with knowledge of data analytics and business intelligence tools
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	15
	75.0

	Agree
	05
	25.0

	Disagree
	00
	00.0

	Strongly Disagree
	00
	00.0

	Total
	20
	100.0


Source: Researcher's fieldwork, 2025
Table 4.10, indicated that 15 (75%) of the respondents. strongly agreed that should Employers now prefer candidates with knowledge of data analytics and business intelligence tools while 5 (25%) of the respondents agreed with the statement and none of the respondents for disagreed and strongly disagreed respectively. The table above showed that Employers now prefer candidates with knowledge of data analytics and business intelligence tools.


Table 4.11: The Office Technology and Management curriculum needs to be updated to include emerging office technologies.

	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	13
	650

	Agree
	07
	35

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.11 showed that 13 (65%) of the respondents strongly agreed that Office Technology and Management curriculum needs to be updated to include emerging office technologies, while 7 (35%) respondents agreed with statement and none of the respondent disagreed and strongly disagreed with the statement. The table above showed that Office Technology and Management curriculum needs to be updated to include emerging office technologies.

Table 4.12: Continuous professional development in office automation is necessary for career growth.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	12
	60

	Agree
	04
	20

	Disagree
	03
	15

	Strongly Disagree
	01
	05

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.12 revealed that 12 (60%) of the respondents strongly agreed that continuous professional development in office automation is necessary for career growth and 4 (2%) of the respondents agreed with this statement while 3 (15%) of the respondents disagreed and 1 (5%) strongly disagreed with the notion. The table above implied that continuous professional development in office automation is necessary for career growth.


Table 4.13: Online learning platforms are an effective way for Office Technology and Management graduates to acquire new skills.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	05
	25

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.13, indicated that 15 (75%) of the respondents strongly agreed that online learning platforms are an effective way for Office Technology and Management graduates to acquire new skills while 5 (25%) respondents agreed with the statement and none of the respondents disagreed and strongly disagreed respectively. This statement implied that online learning platforms are an effective way for Office Technology and Management graduates to acquire new skills.


Table 4.14: Practical exposure to office automation tools during training improves graduates employability
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	10
	50.0

	Agree
	06
	30.0

	Disagree
	02
	10.0

	Strongly Disagree
	02
	10.0

	Total
	20
	100.0


Source: Researcher's fieldwork, 2025
Table 4.14 showed that 10 (50%) and 6 (30%) of the respondents strongly agreed and agreed that practical exposure to office automation tools during training improves graduates employability while 2 (10%) and 2 (10%) of the respondents disagreed and strongly disagreed with this statement respectively. The table above implied that practical exposure to office automation tools during training improves graduates employability.


Table 4.15: The increasing use of office automation will create new job roles in digital administration.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	05
	25.0

	Agree
	15
	75.0

	Disagree
	00
	00.0

	Strongly Disagree
	00
	00.0

	Total
	20
	100.0


Source: Kesearcher's fieldwork, 2025
Table 4.15 showed that 5 (25%) of the respondents strongly agreed that the increasing use of office automation will create new job roles in digital administration while. 15 (75%) respondents agreed with the statement and none of the respondents disagreed and strongly disagreed respectively. From the above table it is obvious that the increasing use of office automation will create new job roles in digital administration.


Table 4.16: Office Technology and Management graduates must be adaptable to technological advancements to stay relevant in the workforce.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	12
	60

	Agree
	08
	40

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.16 above revealed that 12 (60%) of the respondents strongly agreed that Office Technology and Management graduates must be adaptable to technological advancement to stay relevant in the workforce while 8 (40%) respondents agreed with the statement none of the respondents disagreed and strongly disagreed respectively. From the above table, this showed that Office Technology and Management graduates must be adatable to technological advancements to stay relevant in the workforce.


Table 4.17: Cybersecurity is a major concern in office automation due to increased reliance on technology.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	13
	65

	Agree
	05
	25

	Disagree
	02
	10

	Strongly Disagree
	00
	00

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.17 showed that 13 (65%) and 5 (25%) of the respondents strongly agreed and agreed that cybersecurity is a major concern in office automation due to increased reliance on technology, while 2 (10%) of the respondents disagreed with the statement. The above table show that cybersecurity is a major concern in office automation due to increased reliance on technology.




Table 4.18: Office automation has reduced the need for paper-based documentation.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	05
	25

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	Total
	20
	100


Source: Researcher's fieldwork, 2025
Table 4.18, indicated that 15 (50%) of the respondents strongly agreed that office automation has reduced the need for paper-based documentation, while 5 (25%) respondents agreed with the statement and none of the respondents disagreed and strongly disagreed respectively. With this statement mean that office automation has reduced the need for paper-based documentation.




Table 4.19: Office automation software has improved project management and coordination.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	15
	75.0

	Agree
	05
	25.0

	Disagree
	00
	00.0

	Strongly Disagree
	00
	00.0

	Total
	20
	100.0


Source: Researcher's fieldwork, 2025
Table 4.19, indicated that 15 (75%) of the respondents are strongly agreed and 4 (20%) agreed that with the perception that Office automation is leading to a reduction in demand for traditional clerical jobs, while 3 (15%) respondents agreed and 3 (15%) of the respondents strongly agreed with this statement respectively. It is obvious that office automation software has improved project management and coordination.



Table 4.20: Office automation will continue to transform the way offices operate in the future.
	Response Category
	Frequency
	Percentage (%)

	Strongly Agree
	15
	75

	Agree
	05
	25

	Disagree
	00
	00

	Strongly Disagree
	00
	00

	Total
	20
	100


Source: Researchers fieldwork, 2025
Table 4.20 showed that 15 (75%) and 5 (25%) of the respondent are strongly agreed and agreed that office automation will continue to transform the way office operate in the future while none of the respondents disagreed and strongly disagreed with the statement. This statement agreed that office automation will continue to transform the way offices operate in the future.


CHAPTER FIVE
SUMMARY, CONCLUSION AND RECOMMENDATIONS
5.1	Summary
Based on the findings, the following summary is drawn.
All the respondents accepted the facts that office automation plays a great role on the effectiveness of OTM graduates in an organization. They also confirmed that OTM graduates were a part of the world processing work place. They affirmed that the efficiency of any organization included secretary's efficiency. It was believed that secretaries were the centre of communication channel within organization because of the network transmission.
They believed also that automation increased productivity in the organization.
Majority of the respondents agreed that the introduction of office automation would create new jobs rather the secretary must bè specially trained to aids her effective performance. They also confirmed that automation would not create new employment problem for secretaries. Most of the respondents disagreed that office automation would replace the secretary in the office, neither would they accept the statement that office automation rendered the secretary redundant.
The respondents agreed that office automation had a great role in the performance of the secretary. They confirmed that office automation was essential in office because it enhanced efficiency. They affirmed that the specialization in offices introduced by the use of automated office system increase productivity. Majority of the respondents agreed that the efficiency of any organization depended upon the secretary.
Many of the respondents believed that when a company changed from traditional setting to word processing office system, the employee most affected was the secretary, respondents and different Opinion on whether the secretary's job was now handled by the correspondent specialist and the administrative secretary. They also confirmed that the two positions required different skills, abilities and aptitudes.
Finally, almost all the respondents disagreed with the statement that the duties of secretaries had growth quieter because the equipment they used had become quitter.
5.2	Conclusion
Based on the findings, the following conclusions are made:
Office automation really has a role on secretaries. It has improved their efficiency and the quality output of their work.
Most staff still need a lot of training; so, apart from the ones obtained in higher institutions of learning, additional training, work-shop and seminars, should be organized for them to enable them perfect their skills at handling new office automation related to their job. For an organization to be efficient, it depends upon the secretary, therefore they need to be developed.
The secretarial profession required different skills, abilities and aptitudes the secretary should be taken into consideration in planning a modern office. Secretaries should be treated as part of the forerunners in an organization not just as a person in which a typewriter and a writing pad and cabinet is being placed in front of her. She transmit information to various people and relates with people from different works of life.
5.3	Recommendations
Based on the findings of this study, the following were recommendations à are made.
1. Educational institutions should update their curricula to include courses on emerging office automation tools, AL, and cloud computing.
2. OTM graduates should pursue certifications in office automation software, project management, and cybersecurity to remain competitive.
3. Workshops and online courses should be encouraged to help students and professionals adapt to modern office technologies
4. Partnerships with tech-driven companies can provide practical exposure to automation tools and real-world applications.
5. Graduates should embrace continuous learning through online courses, professional development programs, and networking with industry experts.
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