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Abstract 
This paper delved into sustainable technological skills that will unlock 

Office Technology and Management (OTM) students’ potential in the 21st 

century workplace. 21st century workplace invest in technology so 

employees can efficiently and effectively connect and collaborate. The 21st 

century workplace is accessible from anywhere, people work together, 

many businesses are increasingly providing opportunities for employees to 

work from home or from other places. From the ongoing, computer literacy 

skills, database management skills, website development skills, digital 

marketing skills, project management skills and cyber security skills are 

some of the skills that are required for unlocking OTM students’ potential 

for the 21st century workplace. Some of the problems that hinder the 

acquisition of these technological skills are: inadequate or lack of modern 

facilities and equipment, erratic or Epileptic power supply, inadequate or 

lack of trained technicians, expensive nature of the modern technologies 

used for the skill acquisition among others. Reading books, magazines, or 

website on the technological subjects that one is interested in, asking to be 

included on technological projects so that one can gain hands-on 

experience, joining online courses and tutorials about the technology 

subjects one want to learn, enrolling in workshops and online classes, 
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practicing on one’s own to refine technical skills and taking advantage of 

any technical training and certification offered by one’s employer are some 

of the ways to improve the acquisition of one’s technological skills. Based 

on the above revelations, the following recommendations were made: that 

stakeholders in the polytechnic sector should make adequate provisions of 

facilities required for the inculcation of these soft and hard skills for 

adequate teaching and learning, lecturers should be sent on workshops, 

conferences to update their knowledge on the latest technologies so as to 

unlock their students’ potentials in the 21st century work place that is 

technology driven. 

 

Keywords:  Sustainable, skills, technological skills, office technology and 

management (OTM) 

 
 

 

Introduction 
The 21st century workplace provides 

fair employment practices in hiring, 

training and compensation regardless 

of non-job related characteristics, and 

encourages practices that meet the 

goals of the organization and the 

needs of its employees. Creating the 

21st century workplace involves way 

more than swapping typewriters for 

computers and notepads for tablets.  

Nwagu (2016) opines that modern 

offices are becoming more and more 

streamlines so everything is available 

for employees online. He stresses 

further that true tech-scavvy offices 

likely have interactive boards and 

advanced conferencing platforms, as 

well as online professional 

development tools. In general, 

contemporary offices are willing to 

invest in technology so employees can 

efficiently and effectively connect and 

collaborate. More importantly, as 

noted by U.S. News and World 

Report, the 21st century workplace is 

accessible from anywhere. While the 

right office space encourages people 

to work together, many businesses are 

increasingly providing opportunities 

for employees to work from home or 

from other places. All these new 

technologies require the skills to 

operate them which keeps the Office 

Technology and Management (OTM) 

students on their toes in order to be in 

tune with the latest technologies. 

In line with this, Mike (2014) observes 

that, the level of technological growth 
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in the office today means that the office worker should be well equipped right 

from the time of training in schools to achieve the lofty goals of the technology 

driven workplace. Technology means the ability to improve on the ways things 

are done for better performance, and it is only through the application of 

appropriate technologies that the skilful but jobless graduates can be made 

functional, and make meaningful contribution to the development of their 

nations. There is no doubt that the nations of the world that are technologically 

and economically strong have the story of their success rooted directly to 

investment in information and communication technology (ICT). Kennedy, 

(2016) posit that today's world of work which is ruled by information and 

communication technology (ICT) is a complex one hence the need for the 

Nigerian youths especially, Office Technology and Management (OTM) 

students to obtain the office technological skills that would unlock their 

potentials  in the 21st century work place. 

 Mike (2014) also observes that the acquisition of technological skills 

brings with it such benefits as being self-employment, ability to create diverse 

job opportunities, and reduction in crime rate. On the other hand, failure to 

acquire these skills or poorly acquired lead to unemployable graduates and 

inability to set up something for themselves. This can only be averted if the 

OTM students are properly trained. Employability skills are core skills that is 

expected from an applicant that seek for job in the labour market. It is referred 

to as a saleable skill that any graduating student is supposed to possess. 

Technical elements or hard skill are used as a basis for the development of 

educational curriculum and future profiling of jobs and the technical functions 

that, public and private organizations desire most. Hard skills according to 

Kennedy (2016), are the skills OTM graduating students require each day to 

perform a job or task for example computer skill, or procedural knowledge 

applied in office job. Dennis and Jimmy (2020) see hard skills as the core 

competences and knowledge required from OTM graduating students for 

employability in modern day office such as the skill to operate office equipment, 

keyboarding, navigate word processing, compose messages , use stylus 

keyboard in shorthand writing, take minutes of meetings accurately, data 

analysis with computer package, protect documents with code. Soft skills which 

is also referred to as behavioral or communication element, include attitudes 

and approaches applicants take to their work place which will enable them 

collaborate in team work.  



270  africanscholarpublications@gmail.com                                                                               

 2022 

 

Daudu et al (2019) define soft skill as a cluster of personal qualities, habits, 

attitudes and social grace that indicates that an employee will be obedient and 

compatible to work with. Soft skill has nothing to do with employees 

knowledge, rather it is the behavior that employee exhibit at one situation or the 

other at work environment. The purpose of this study is therefore to identify the 

technological skills that will unlock OTM students’ potentials in the 21st century 

workplace, problems that hinder the acquisition of these technological skills and 

how to improve the acquisition of technological skills. 

 

Conceptual Review 

Sustainable 

Sustainable means the ability to maintain at a certain rate or level.  Sustainability 

means meeting our own needs without compromising the ability of future 

generations to meet their own needs. Sustainable technological skills is a way 

of organizing the 21st century workplace so that it can exist in the long term 

despite the technological advancement in the world 

(https://youmasterworld.definition.com ).This means taking into account both 

the imperatives present and those of the future such as the preservation of the 

environment and natural resources or social and economic equity. 

Technological skills if acquired and utilized effectively will help in unlocking 

the potentials of Office Technology and Management for the 21st century work 

place and continuity because office technologies are evolving by the day. 

 

Skills 

Faderein Inalegwu, (2016) assert that skills are seen as proficient, capacity and 

competence, appropriate for a particular job, and has to do with expertise 

knowledge and creative resources to a level of mastery. To acquire skills, an 

individual needs to obtain basic training or knowledge level related to the task 

to be performed whether formal, informal or a combination of the two. Boytziz 

(2017) in his view, describes skill as the ability to demonstrate a system and 

sequence of behavior that is functionally related to attaining a goal. However, 

skills can be referred to as the ability to do something well, usually gained 

through training or experiences that is needed. These skills when acquired 

would make OTM graduating students unlock their potentials in the 21st century 

work place. The scenario is that, those skills that employers seek in employees 

are not being taught or are taught half-harzardly during their training. 

https://youmasterworld.definition.com/
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Employers of labour expect employees to be technologically inclined and 

generally well versed in their choice of profession because there is a correlation 

between hiring a graduate and acquisition of employability skills. These skills 

are referred to as employability skills or work readiness.  

 

Technological skills 

Technological skills refers to one’s ability to interact and complete tasks using 

computer based technologies and other associated technologies. These tasks can 

either be digital or physical. Sometimes these skills may be referred to as 

technical skills.  They usually fall under the category of hard skills. That means 

they are usually learnt in a classroom setting or through alternative training. 

These specific skills include knowledge, skills, and competencies that will 

enable them successfully hold positions as secretaries, managers and secretarial 

administrators in both public and private sectors of the economy and more 

importantly unlock their potentials in the 21st century work place. It also 

exposes students to industrial experience thereby, affording them the 

opportunity to practicalize their skills, and to develop in the students an 

occupational intelligence that will make them versatile and adaptable to the 

changing situation in the world of work. To achieve these lofty objectives, the 

OTM curriculum in polytechnics must emphasize and inculcate in the students’ 

employability skills that are relevant and required to function effectively in this 

modern day technological world.  

 

Office Technology and Management 

According to Oyinkoye and Oluwalola (2018), Office Technology and 

Management is a new nomenclature that emerged and replaced the former 

Secretarial Studies Programme and was introduced by the National Board for 

Technical Education in 2004. They emphasized that the replacement is meant 

to make the programme and its recipients more ICT complaint and to adequately 

fit into the world of work appropriately, where equipment and new machines 

are emerging daily. Olumese and Ediagbonya, (2016) also maintain that Office 

Technology and Management (OTM) is an aspect of education programme, a 

specialized course of study offered in Colleges of Education, Polytechnics and 

Universities.  

Office Technology and Management curriculum is aimed at producing 

graduates who would be able to effectively manage the electronic driven office, 
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and be equipped with secretarial and office skills for employment in various 

fields of endeavor. Yamme (2020) notes that modern offices are equipped with 

brand new business models, complex technology, right digital tools that connect 

and support employees for improved productivity. These new methods of 

performance in office duties as a result of technological changes in office 

environment call for adequate training and preparation of prospective 

graduating Office Technology and Management students to acquire knowledge, 

skills, competencies and experiences needed to unlock their potentials in the 

21st century modern offices. This is because, no worker excels in work place 

with inadequate and irrelevant skills. Ojo and Akhademe (2016) state that, OTM 

programmes are designed to equip students with office skills for employment 

in various field of human endeavor.  

 

Empirical Review 

Ali, Lang, Zainol, and Manser (2019), expressed that OTM graduating students 

lack adequate employability skills needed by employers of labour to be able to 

meet the 21st century modern office. Skills required of OTME graduating 

students are high critical thinking skills that enable (OTM) graduating students 

to remember, understand, apply, create, evaluate and analyze 

knowledge/information. It includes competencies to apply hard skill and soft 

skill useful in achieving professional aspirations and organization goals. These 

hard and soft skills are further divided into technical element and behavioral 

elements (Noe et al, 2015).  

Audu, Abdulkadir and Abdul (2018) observe that, OTM students do not 

graduate with adequate skills that are needed for employment in today’s modern 

office. Ali et al 2018 corroborated this in a recent survey research carried out, 

that over 40 million graduates are unemployable into the industries because of 

lack of technical and vocational skills required to unlock their potentials. This 

is an indication of the insignificant skills acquired in the programme offered in 

schools to the employment needs of individual learners. Based on this, there is 

need for OTM lecturers to be ICT competent and compliant to accommodate 

adequate and relevant skills that will enhance the competencies, knowledge and 

abilities of the students to be able to fit into the 21st century office and be able 

to perform optimally.  
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Types of technological skills that will unlock OTM students’ potentials in 

the 21st century work place. 

The following are the technological skills that will unlock OTM students’ 

potentials in the 21st century according to Ali et al (2019): 

1. Computer Literacy skills 

- Word processing systems like MS Office 

- Email 

- Presentation software 

- Social media 

- Search engines 

- Basic Computer Hardware 

2. Database Management Skills 

3. Website Development Skills 

4. Digital Marketing Skills 

- Video Production 

- SEO 

- Writing Skills 

- Data Analysis 

- Communication Skills 

- Graphic Design 

- Content Management 

5. Project Management Skills 

- Financial modelling 

- Performance Tracking 

- Project Scheduling 

- The use of agile software as an approach to find efficient solutions 

- The ability to collaborate with others regardless of where they are 

- Team management 

- Effective Time Management 

6. Cyber Security 

- Computer Science and Forensic skills 

- Software development skills 

- Hacking capabilities 

- Computer Programming 

- Communication Skills 

 



274  africanscholarpublications@gmail.com                                                                               

 2022 

 

Problems that hinder the acquisition of these technological skills  

Some of the problems militating against acquisition of these technological skills 

are listed as follows: 

1. Inadequate or lack of modern facilities and equipment  

2. Erratic or Epileptic power supply 

3. Inadequate or lack of trained technicians 

4. Expensive nature of the modern technologies 

5. Aloofness on the side of people who do not subscribe to change 

 

How to Improve One’s Technological Skills 

The more technological skills OTM graduates have, the more career 

opportunities they will be able to take advantage of.  The good news is that there 

are plenty of ways through which one can improve these kinds of skills. They 

are as follows: 

1. Reading books, magazines, or website on the technological subjects 

that one is interested in. 

2. Asking to be included on technological projects so that one can gain 

hands-on experience 

3. Joining online courses and tutorials about the technology subjects 

that one want to learn 

4. Enrolling in workshops and online classes 

5. Practicing on one’s own to refine technical skills 

6. Taking advantage of any technical training and certification offered 

by one’s employer 

 

Conclusion  

OTM is a programme that is designed to equip students with office skills for 

employment in various fields of human endeavor. Hard skills and soft skills are 

very much required by OTM students because it helps them to unlock their 

potentials in the 21st century workplace and self-reliance on graduation. It is 

therefore concluded that technological skills are needed for self-sustainability 

and lack or absence of these skills can affect graduates in embarking on any 

business venture. The acquisition of Technological skills would enable the 

graduates to handle all types of ICT jobs for their customers and thereby 

empower them economically. The skills could serve both as operational 

guidelines for those in the business as well as training package for new entrants. 
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Recommendations 

The following recommendations were made to help OTM graduating students 

to acquire the technological skills that will unlock their potentials in the 21st 

century workplace.   

1. Office Technology graduates should endeavor to familiarize themselves 

with all the Technological skills necessary for them to participate in the 

21st global workforce. 

2. Government should provide enough funds to equip the polytechnic with 

relevant ICT resources and connect the laboratories internet for virtual 

instruction.  

3. The institution should organize regular workshops and seminar for 

lecturers to retool their Technological skills for proper classroom 

instruction and to keep them abreast of the innovations in the field of 

technological education. 

4. Stakeholders in the polytechnic sector should make adequate provisions 

of facilities required for the inculcation of these soft and hard skills for 

adequate teaching and learning.  
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