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ABSTRACT 

Any country's human resource development is heavily reliant on that nation. In actuality, a 

country's social and economic progress is fueled by its human capital. Therefore, this study 

looked at how skill development in the Office Technology and Management (OTM) Program 

affected the growth of the nation's workforce. The study was conducted in Nigeria's Ogun 

State. Three research questions were formed throughout the study's execution, from which the 

questionnaire used to collect data was created. Using a straightforward random sample 

approach, 200 office managers (secretaries) were chosen from five academic institutions in 

Ogun State. Additionally, 200 copies of the questionnaire were created and given to the 

chosen responders. However, one hundred and eighty (180) copies out of the total sent were 

completed and returned. The mean approach was used to analyze the data. The 

studyconcluded that developing one's office technology and management skills is essential for 

both national and human resource development. Every organization's management was 

advised to hire skilled office managers to staff offices in order to meet the predetermined 

goals and objectives. Office manager, skill acquisition, and office technology and 

management (OTM) are some related terms. 
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INTRODUCTION 

Office Technology and Management (OTM), formerly known as Secretarial Studies, is a 

crucial component of vocational and technical education, which places a strong focus on the 

development of skills for the benefit of the country. Office technology and management is a 

subject that helps students develop the practical and applied skills and fundamental scientific 

knowledge necessary to function efficiently in the workplace, according to the National 

Policy on Education (2004). In other words, the program's main goal is to create a workforce 

that can support both national and human resource growth while still being 

independent.Office Technology and Management (OTM) was defined as a work-oriented 

educational program by Komolafe and Ajayi (2010) with the goal of acquiring skills for paid 

job, self-reliance, or employer of labor. They continued by stating that training in office 

technology and management entails the development of skills, competences, attitudes, and 

other traits needed to perform well in the office of the future. Office Technology and 

Management (OTM) was defined by Orija (2012) as a specialized course of study created to 

develop workforce of various cadres (with ND and HND degrees) that would sustain offices 

in both commercial and governmental organizations. According to Iro-Idoro, Jolaade, 

Aladenusi, and Ajibare (2012), it is crucial to give undergraduates (OTM students) at tertiary 

the skills they need to be self-employed and independent after completing their programs. To 

be self-reliant is to rely on one's capacity for earning a living, which entails putting to use 

tacit knowledge that has evolved into creativity and ingenuity. According to Atakpa's (2008) 

opinion, the strength of every nation in all respects depends on how well it uses technology. 

According to Prachi (2018), this claim prompted her to define manpower (Human Capital) as 

the aggregate store of skills, traits, knowledge, and expertise that also significantly 

contributes to an organization's productivity growth. Since employees spend the majority of 

their days in offices working hard to achieve the organization's goals and objectives, which in 

turn contribute positively to the national and manpower development of a Nation, he asserts 

thatno organization can survive without employees who can contribute their fair share to its 

success and productivity. According to Atueyi (2010), the world is transitioning from an 

industrial to an information society due to the fast progress of technology. Because of 

technology, office tasks now depend on several sorts of upgraded and standardized 

equipment. It has also developed a variety of steps and concepts for efficient internal and 

external communication. These might be determined by the varied social requirements and 

desires that new technology have generated. As a consequence, more alphabets such "I" and 

"C" to "T" have been added to the jingles. The jingles now feature IT and ICT. She asserts 

that the quick development of technology creates new possibilities like e-business, which is 

the use of electronic platforms and tools to conduct a company's business. Other online 

activities that employ electronic methods are e-commerce, e-purchasing, e-marketing, e-

finance, and e-service. However, these new possibilities present difficulties for everyone, 

even OTM grads. According to Kotler (2004), the globe is quickly getting smaller as a result 

of speedier communication, transportation, and financial flows. He said that marketers have 

chosen strategically to participate in the cyber marketplace. To serve existing clients who are 

living overseas, they are leveraging the web to reach new consumers outside of their native 

nations. In order to make our automobiles, houses, and businesses more sensitive to changing 

situations, electronic experts are developing smarter chips. People may now "telecommute," 

which means they can work from home or while on the go rather than going to the office, 

thanks to the convergence of personal computers, scanners, fax, and copy machines, wireless 

phones, the internet, and e-mail. According to Peter (2010), who referenced Osagie (1992), 

office education is a sort of education that focuses on acquiring the abilities, attitudes, and 

knowledge necessary to properly carry out office responsibilities. According to Ngenegbo's 

(2002) theory, workers must have the necessary employable skills to function in the labor 
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market. In addition, Peter (2010) referenced Okwuanaso (1992) as saying that there are 

several modifications being made to how duties are carried out in the modern workplace. 

These adjustments indicate that the office revolution will continue. He contends that a 

modern office education program must also equip students with the skills necessary for 

storing and retrieving data, processing mail, and the rapid increase in the speed at which 

letters and other documents are produced and transmitted thanks to Word Processing. 

Graduates who are adaptable, unafraid of change, and who will remain a part of the 

workplace environment are sought after by employers and clients. Graduates from the Office 

Education program must be able to adapt to change because that is the norm nowadays. He 

continued by saying that graduates of office education should be capable of executing 

fundamental tasks. Employers and consumers still need graduates who can communicate 

themselves clearly both vocally and in writing and who are proficient in the use of language, 

punctuation, spelling, and appropriate word choice. Another crucial ability is listening. 

Important talents include the capacity for accurate fact-gathering, storage of knowledge, and 

retrieval.Today, there is a higher requirement for editing abilities that go much beyond the 

previous proofreading norm. Graduates of office education are now expected to be able to 

edit letters and documents in addition to seeing faults and knowing how to fix them. There 

must be a focus on those fundamental abilities. Office managers are expected to be experts in 

utilizing Basic Skills, Administrative Skills, Communication Skills, Interpersonal Skills, 

Manipulative Skills, Innovative Skills, Creative Skills, and Computational Skills for 

performance, so there is no acceptable substitute for office management expertise. All of 

these would improve the development of the nation's workforce. 

 

THE REVIEW OF LITERATURE 

The Secretary 

Secret is a Latin word that is the root of the word secretary.According to the definition of the 

word, a secretary is someone who should maintain thesecrets of the business from other 

businesses or rival personnel (Nursiti, 2010) p.63). Numerous scholars defined secretary 

according to the description given above. Fowler & Fowler (1999, p. 1142) define a secretary 

as a person who works to someone else to help with correspondence, paper work, or 

information gathering and other things, Next, according to Nahassy and Selden (1960, p. 

184), among office workers, a secretary has a role that entails greater responsibility than a 

different employee. Typically, the tasks include collecting notes from the director and 

addressing it to a letter that interacts with the public, taking calls, inviting, and creating 

appointments and letters of maintenance. A secretary frequently performs administrative 

duties or a youthful leader or helper. Additionally, in accordance with Nuraeni (2008, p.5),the 

director's assistant who handles correspondence, welcomes visitors, checks, and kindly brings 

up the appointments with the director. Given the aforementioned definitions, it isevident that 

secretary is not only the assistant of the director, but also a person with positions, obligations, 

and weighty tasks. A director has duties and obligations in directing and running the business. 

Having a secretary will make his or her tasks easier Nuraeni (2008, pp. 4-5). As a result, a 

secretary is someone who assists the director do business tasks, like answering the phone, 

scheduling, sending invitations, writing letters, etc. According to Nursiti, the success of a 

secretary is measured by his/her administrative proficiency. When doing their duties, 

secretaries are expected to perform these obligations (2010, pp. 46-48): 

 

a) Upholding the company's reputation: The company's reputation is crucial. As the helper, a 

secretary to the director is to uphold the company's reputation. 
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b) Taking accountability:A secretary should do their duties responsibly. They must be 

considerate in front of the director, partners, and staff. 

 

c) Maintaining the company's privacy: The secretary is trusted by the director. Consequently, 

a secretary has to be able to protect the director's or the company's secrets. 

 

d) Knowing technology: A secretary is skilled not just in making things up, but also in using 

technology, he or she can do the tasks. 

 

f) Understanding bookkeeping and accounting: The ability to perform accounting and 

bookkeeping is a must for a secretary. 

 

f) Speaking another language fluently: A secretary's ability to speak another language is 

advantageous since many companies nowadays interact with overseas businesses. The leader 

often requests the secretary to maintain the connection between the business andits 

international partners. 

 

g) Recognizing the personality of the director: Knowing the director's personality is crucial 

for a secretary in order to teach him or her to take care when doing tasks and making 

judgments. 

 

h) Possessing sound morals: A secretary must act ethically whether speaking, eating, sitting 

down, etc. This pertains to the company's reputation. 

 

i) Speaking in front of an audience: The secretary may occasionally be asked to speak at a 

meeting by the director. Therefore, Public speaking skills are a must for a secretary. A 

professional, in the words of Keraf (2005, p.43), is a person who does the task depending on 

his or her high level of devotion and responsibility to the jobsability, allowing a skilled 

worker to do tasks with the best results possible. It may be inferred from the definition that a 

professional secretary is a human whose duties it is to assist a company's director, and who 

does those duties with excellence, dedication and a sense of duty. A professional secretary's 

appearance has little bearing on their abilities. According to Hidayat and Silowati (2008, p. 

8), the following factors influence qualifications: 

 

a) Having a positive disposition: professional secretary must be kind, understanding, 

attractive, and sociable, trustworthy, able to maintain secrets, and knowledgeable. 

 

b) Speaking another language fluently: Foreign language proficiency is necessary for a 

professional secretary, especially to establish connections with international partners. 

 

c) Possessing office-related skills: Understanding secretarial procedures will enable a 

professional secretary to: do office tasks including typing, answering phones, and keeping 

archives and written communication. Based on the requirements, a secretary must do his or 

her job effectively. The talents or aptitudes might be obtained via education, so the secretary 

can understand enough information and abilities that enable him or her to become a 

competent secretary. Widiyanto (2009, pages. 61–70) talked about the responsibilities of a 

secretary in his notebook. The obligations of asecretary are divided into three categories. The 

first section consists of daily tasks that the director orders. The tasks include creating letters 

transferring money through a bank, composing letters, and sending letters. The second 

section is routine tasks. The secretary must perform her mandated tasks with or without the 
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director's guidance. Among the tasks include sorting letters, creating reports, providing office 

supplies, and archiving. The third section is uniqueitems that are original compositions by the 

secretary. Ideally. The obligations are restricted since it is subject to the secretary's 

imagination. A secretary's responsibilities go beyond those already listed. Furthermore, as 

stated by Nursiti (2010, pp. 85–84), the secretary's responsibilities include besides letters, 

receiving phone calls, welcoming visitors, and makingandscheduling director appointments, 

sending congratulations, orsending condolences to the partners on the director's behalf, 

planning the agenda for the meeting, giving a speech for the director, and drafting the records 

of a meeting. 

 

Principal Duties of The Secretary 

The following list outlines the duties of a management committee's secretary: 

 

1. Making sure meetings are efficiently run and minutesare captures during the meeting 

 

2. Preserving efficient record-keeping and administration, Keeping the names, addresses, and 

phone numbers of the management committee and filing of reports and minutes assembling 

directories of names and addresses that are helpful to the organization, such as those of 

qualified executives or officials of nonprofits keeping a record of the operations of the 

organization keeping a calendar of upcoming events. 

 

3. Maintaining statutory obligations: serving as the organization's keeper of its governing 

documents, monitoring the presence of quorum during meetings, ensuring that elections are 

conducted in accordance with the rules, ensuring that an organization's actions are consistent 

with its goals, ensuring the obligations of both corporation and charity legislation are satisfied 

(where relevant, unless there is a separate company secretary) serving as a panelist on panels 

for hiring, disciplinary action, and evaluation. 

 

Description of the Issue 

Any country's ability to develop depends greatly on its human resources. In reality, without 

competent and trained labor, no country could advance. The Office Technology and 

Management program is a course created to produce highly competent workers who may be 

independent and make a significant contribution to the growth of the country. Unfortunately, 

despite the fact that office managers are experts, this field of expertise has not received the 

required attention from the government at all levels. Additionally, the public's perception of 

the Office Technology and Management Program and its practitioners (Secretaries) is not 

positive, especially in this ICT era. It goes without saying that acquiring OTM Skills 

increases employment prospects and lowers crime rates, particularly among young people. 

Therefore, this study looked at the effects of learning office technology and management 

skills on human resources and national development. Nigeria's social and economic 

development has been hampered by this. 

 

METHODOLOGY 

Population: The participants in this study were secretaries working for businesses in the Delta 

State municipality of Asaba. 100 secretaries were chosen at random as the sample for the 

study. Instrument for Data Collection: A 5-item questionnaire was employed in this study, 

and the items were drawn from the literature reviews. 
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Table 1: Without a secretary, an executive cannot work effectively. 

 

Variables  Number of Respondents  Percentage (%)  

Yes  Nil  0  

No  100  100  

Total  100  100%  

 

100 (100%) of the respondents intable 1 above indicated "No." This suggests that everyone 

who responded agreed that an executive relies on a secretary who serves as his daily reminder 

and some kind of librarian to complete his daily tasks. 

 

Table II: A secretary's productivity is increased for organizational growth by having a solid 

understanding of office technology and management abilities. 

 

Variables  Number of Respondents  Percentage (%)  

Yes  100  100  

No  0  0  

Total  100  100%  

 

The information in table II above demonstrates that respondents overwhelmingly agreed. This 

suggests that a secretary's productivity increases for organizational growth and development 

when they have a solid understanding of office technology and management skills. 

 

Table III: Anybody can carry out a secretary's duties. 

 

Variables  Number of Respondents  Percentage (%)  

Yes  0  0  

No  100  100  

Total  100  100%  

 

100 (100%) of the respondents indicated “No” in Table III. This implies that not just anybody 

can carry out a Secretary's duties. 
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Table IV: The impact of office automation compared to secretaries in achieving 

organizational development and growth. 

 

Variables  Number of Respondents  Percentage (%)  

Increase in production  84  84  

Decrease in production  12  12  

Neutral  4  4  

Total  100  100  

 

According to Table IV, 84 respondents (84%) strongly agreed that workplace automation has 

risen.12 (12%) people disagreed with the secretary's productivity, while 4% were indifferent. 

This suggests that the majority of respondents think office automation may boost the 

secretary's productivity and help the business grow and prosper. 

 

Table V: The secretary's perspective on new electronic devices introduced to offices was 

affected by work. 

Variables  Number of Respondents  Percentage (%)  

To large extent  80  80  

To some extent  16  16  

Not at all  4  4  

Total  100  100  

 

According to the table above, 80 (80%) of respondents think that the introduction of modern 

Electronic equipment in the workplace has affected employees' attitudes about their jobs to 

varying degrees, according to 16 (16%) and 4 (4%), respectively. This suggests that the 

secretary's attitude about her profession has been impacted by the advent of sophisticated 

computerized machinery in offices. 

 

ANALYSIS OF THE RESULTS 

What implications does office automation have on secretaries in terms of achieving 

organizational development and growth? Table IV of the distribution table above was deemed 

pertinent. Office automation increases the productivity of the secretary, strongly agreed 84 

(84%) of the respondents, opposed 12 (12%), and were indifferent on 4 (4%). Table V also 

showed that the secretary's attitude about his/her job has changed as a result of the office's 

adoption of new electronic machinery. Research Question II: Does a secretary's performance 

improve in terms of organizational development and growth when they have solid 

management and office technology skills? Table II's results for this study question 

demonstrate that 100 (100%) respondents overwhelmingly agreed that a secretary's 

performance for organizational growth and development is enhanced by a solid 

understanding of office technology and management skills. Table I also showed that no 

executive can perform effectively without a secretary, and Table II demonstrates that a 
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secretary's duties go much beyond typing and shorthand transcription of dictation. Not 

everyone has the skills necessary to be a secretary. 

 

CONCLUSION 

The researcher draws the following conclusions in light of the results: 

 

1. That the secretary plays complementary roles in the effectiveness and administration of 

the business. 

 

2. It is believed that the secretary is unquestionably an essential employee in an office.The 

secretary has an impact on the manager's job in some way, so many organizations 

understand the need for secretaries and actually employ them to work with their 

managers. 

 

3. Modern office equipment may only enhance productivity and efficiency in the workplace; 

it cannot take the position of a secretary. 

 

RECOMMENDATIONS 

The results show that secretaries significantly contribute to the development and growth of 

organizations through a variety of roles and responsibilities they carry out. On the basis of the 

conclusion, the following suggestions are made: 

 

1. Employers should employ qualified secretaries to work with their managers to achieve 

efficiency in the management of the organization to achieve result. 

 

2. The importance of a secretary in an organization should be recognized, and his/her should 

be supported effectiveness and efficiency in carrying out his/her responsibilities. 
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