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Abstract

This study investigated ICT Use as a veritable tool for enhancing job opportunities for graduates
of Office Technology and Management in Ogun State. The study adopted a descriptive survey
research design of an ex-post facto type. Two research hypotheses were formulated and tested at
0.05level of significance. Data were collected using one standardized instrument for ICT Use,
while a self-developed questionnaire was used to assess job opportunities for graduates of Office
Technology and Management (JOGOTM). Research questionnaires were administered to five
hundred (300) randomly selected Office Technology and Management graduates presently in the
employment of selected higher institutions (two polytechnics, two universities and two colleges of
education) in Ogun State, Nigeria. Data were analyzed using Pearson Product Moment
Correlation Coefficient, t-test, and multiple regression statistical methods. The findings of this
study reveal a significant relationship among the variables of the study. The study also indicates
a significant prediction of ICT usage in enhancing job opportunities for graduates of Office
Technology and Management . Also, the study reveals that ICT usage and ICT compliance
enhance employment opportunities among graduates of Office Technology and Management.
Based on the outcome of this study, recommendations were raised on how to enhance ICT skill,
usage and compliance of Office Management graduates to facilitate their employment
opportunities.

Keywords: Job Opportunities, ICT Use, Office Technology and Management Graduates,
Gender.

Introduction

The Information Age has made it integral for Information technology to be used in all
aspects of our daily life. Technology has introduced a new approach to various aspects of
human life and the profound impact of emerging technologies on organisations’ activities
cannot be over-emphasized. Technology has changed the way we live, work, and
communicate. The influx of modern office technology and information systems has greatly

transformed secretarial roles, duties and procedures in both public and private organizations
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as modern office technology and information systems have led to great changes in the office
occupation.

The use of office managerial services permeates all facets of a country’s socio-
economic and political life. Office managers — products of Office technology and
management education — usually work in offices with other professionals in schools,

hospitals, corporate settings, or in legal and medical offices (Habila, 2013).

As the reliance on technology continues to expand in office, the role and chances of
Office Manager has greatly evolved. While office management refers to the administrative
handling, controlling and maintaining a balanced process of work inside the office of an
organization whether big or small, which is necessary to achieve the best service it can
provide to the people who will receive a great benefit (Wikipedia, 2013). Office technology,
according to Ekpenyong (2008), involves the use of new inventions or devices in an office to
transform, or change the process of office work (Habila, 2013).

Training in Office Technology and Management is therefore a specialized phase of
vocational education that prepares students to enter teaching and office occupations as
capable and intelligent members of the labour force. The then secretarial education has
undergone a lot of transformation in order to meet changing office work and environment.
The transformation was informed by different phases of technological development which led
information and communication technology to take secretarial education beyond the level

imagined by its inventors.

Information Communication Technology (ICT) is an umbrella term that includes all
technologies for the manipulation and communication of information. It is also described as
a diverse set of technology, tools and resources use to communicate and create, disseminate
store and manage information to achieve one’s common goals. The key purpose of any
information technology is to provide a qualitative or quality service and access to relevant
information (Buekland 1992).

Most organizational activities involve a high level of documentation and information
processing, storage, and retrieval. The information intensiveness is such that tools and
technologies that would speed up the documentation, management and information handling

are not only important but professionally necessary. The value of accuracy, correctness,



completeness, relevance and timeliness are characteristics of information which ICT systems
do generate to meet information needs. (Owoeye, 2011)

Advancement in Information Technology and increased computerization have
upgraded secretarial work, as they have led to a decrease in the quantity of more routine and
mundane work, and to an increase in the quality and accuracy of the work produced by Office

managers.

The pervasive nature of office managerial services shows that office technology
management intervention is needed in all spheres of life. All organizations need good
information management systems, good record keeping for effective competitiveness and
profit making. Secretarial education has been evolving and developing with the advancement
in office work and technology. As a response many tertiary institutions in Nigeria have now
changed the nomenclature from Secretarial Education/Studies to Office Technology and

Management.

Office managers, according to Habila (2013) are employed in organizations of every
type - manufacturing, construction, wholesale and retail trade, transportation, and
communication. Banks, insurance companies, investment firms, and real estate, etc. This
non-restrictive nature of office managerial services provides its recipients with wide access to

job employment opportunities.

However, it is worthy to mention that ICT use in developing countries has been
hindered by many problems which include; insufficient fund allocation, inadequate manpower
requirement, power outages, prohibitive cost of importation of hardware, software and the
accessories of ICT, conservatism on the part of management and unfavourable government
policies (Osunade and Ojo, 2006) and (Olalude, 2007) in (Owoeye, 2011) Others include;
lukewarm attitude towards alleviating the sufferings of academic institutions by the
government, lack of training culture in ICT skills, inadequate infrastructures such as personal
computers and communication facilities (Owoeye, 2011).

Today, technologies have tried to eliminate the drudgery and fatigue associated with
the handling and preparation of record countless times in order to get information for

management decision on important administrative issues.



Objectives of the Study

The objective of this study is to examine the extent to which the use of information
and communication technology contributes to employment opportunity of office technology
and management graduates and to determine if ICT compliance will in any way enhance

employment opportunity among office technology and management graduates.

Statement of the Problem

The introduction of information and communication technology has brought about
great efficiency at work, speed and accuracy, clean and clear task, and correction of errors.
The speed at which office environment is changing had led to sustain radical shift from
manual operation in the use of information and communication technology in order to
enhance modern life. As such, academic programmes of institutions for the training of
secretaries have changed not only in terms of nomenclature from secretarial studies or
secretarial administration to office technology and management or office system, but also in
terms of the curricular, content and methods of instructional delivery. These changes in turn
changed the designation of the product of such training from secretary to office managers or
office technologists.

These changes were aimed at producing graduates who will not only be competent in
the traditional secretarial roles but also be able to meet the ever-increasing changes in office
and organizational activities as driven by technology.

However, while ICTs have been found to provide new avenues for job creation that
could help tackle global unemployment, it also supports innovations that have created new
and more flexible forms of work thereby posing some challenges for workers and employers.
By enabling new form of work, ICTs are changing the structure of secretarial jobs, the way
secretaries and office managers do their work and the way they develop their career. Despite
these, the three drivers responsible for the increase in ICT-related jobs world wide - greater
connectivity, digitization of more aspects of work and more globalised skills (Walsh, 2014)
are also considered as posing threat to the job of office managers and the employment
opportunity of office management graduates. This is because executives and many other
categories of workers now move not only towards the use of ICT tools but also developing

competencies in ICT use. Hence, it becomes important to examine the extent to which ICT



usage and ICT compliance relate to and enhance employment opportunities among office

technology and management graduates.



Hypotheses

The following hypotheses were formulated for the study:

Hypothesis 1: There is no significant relationship between ICT compliance and employment
opportunity among Office Technology and Management graduates.

Hypothesis 2. There is no significant relationship between ICT usage and employment

opportunity among Office Technology and Management graduates.

Methodology

The study adopted a descriptive survey research design of an ex-post facto type.
Primary data were collected using a standardized instrument for ICT Usage and Compliance,
and a self-developed questionnaire tagged JOGOTM to assess job opportunities for graduates
of Office Technology and Management.

The study employed simple random sampling for the selection of three hundred (300)
Office Technology and Management graduates presently in the employment of some selected
public and private organisations in Ogun State. The questionnaires were administered to 300
selected respondents. The administration and collection of the questionnaire lasted for 4
weeks and a total of two hundred and seventy-two (272) were completed and returned.

Twelve (12) out of the completed questionnaires were voided as they were not filled

completely.
Results
Regression
Table 1: Model Summary
Model R R Square Adjusted R Std. Error of the
Square Estimate
1 .7642 .583 .50 465

a. Predictors: (Constant), ICT compliance, ICT usage

The result from table 1 indicates that there is a high positive relationship between joint effect
of ICT usage, ICT compliance and employment. It further revealed that about 58.3% of

employment opportunity is as a result of ICT usage and ICT compliance.



Table 2: ANOVA?

Model Sum of Squares Df Mean Square F Sig.
Regression 4.938 5 .988 4.569 .001°
1 Residual 22.480 104 .216
Total 27.418 109

a. Dependent Variable: ICT facilitate employement

b. Predictors: (Constant), ICT compliance, ICT usage

Also, from table 2 (ANOVA) the F-value is 4.569 with significance value of 0.001.

The significance value is less than 0.05, which indicates that the model is significant. This

implies that the model is adequate in relating employment opportunity, ICT compliance and

ICT usage.
Table 3. Coefficients?
Model Unstandardized Coefficients Standardized t Sig.
Coefficients
B Std. Error Beta

(Constant) -.315 .218 -1.448 .151
1 ICT compliance 010 031 032 318 001

ICT usage 021 029 068] 729 046

a. Dependent Variable: ICT facilitate employment

The model is:

ICT facilitate employment = -0.315 + 0.010ICT compliance + 0.021ICT usage

From the model in table 3, it shows that both ICT compliance and ICT usage are

statistically significant (sig. value < 0.05).

employment among OTM students.

This indicates that the two factors facilitates

The results show that all the variables are correlated, ICT usage and compliance are

moderately correlated with employment opportunity of office managers.



Discussion

From the results, there is a high positive relationship between joint effect of ICT
usage, ICT compliance and employment. It further revealed that considerable percentage of
employment opportunity of OTM graduates is as a result of ICT usage and ICT compliance
then the hypothesis is rejected and we uphold that ICT usage and ICT complaince have
significant contribution to the enhancement of employment opportunity of Office Technology
and Management graduates. The result indicates that the increasing use of ICTs in most
organisation will does not cause a downshift in the need of Office managers but lead to an
increase in the need for office managers who make use of ICT to cope with variety of job in
the office, keep in contact with business associations and complete many office functions and
business arrangement via the internet and phone. Office managers with good skill in the use
of ICT have high employment opportunity (Emehi and Onojaife 2007).

The result buttressed Walsh (2014) that ICT usage contributes to employment
opportunity for office managers as they can now perform their function from different
location such as homes, motorcars, houses or even airplane and they now have the skill to
produce high quality job and low cost of production, transaction of business online, produce
prompt and accurate information required to help in shaping the work in the office. The result
shows that office managers with requisite ICT skills are wanted by employers to provide
secretarial support of creating and using e-mail, initiate file transfer, download information
materials and assist the employer to do business and deliver information online as submitted
by Habila (2013).

Conclusion

From the results of this study, it is concluded that ICT use has enhanced greater
connectivity in the work place and has significant enhancement of employment opportunity of
office technology and management graduates. Office management graduates who have the
necessary skills and competence handle modern office tools are able to cope with the
emerging technological development that drives office activities.

It is also concluded that office management and technology training now prepare
graduates who are better equipped with information processing skills necessary to run a
modern organisation than graduates of other disciplines in terms of proficiency, accuracy and

efficiency.



It is evidenced from the results that office technology and management graduates now
have better opportunity for employment due to the increasing use of ICT which makes easier

the establishment of private commercial businesses from which such graduates could benefit.

Recommendations
It is recommended that:

" Academic programmes for the training of office managers should be reviewed at
intervals to ensure that the programme content readily address the emerging
technological innovations in the work place.

" Office management graduates should further enrich their skill through personal
development to further enhance their employment opportunity and performance when
eventually employed.

. Organisation should give room for career development of office managers and lend a

sense of organizational support to their office managers.
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