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Abstract 

The study was carried out on Trainers’ Skills possessed for 

utilization of facilities in teaching Office Technology and 

Management in Polytechnics in North-East Nigeria.   The 

main objective of the study was to determine the trainers’ 

level of skills possessed for utilization of infrastructural and 

Information Communication facilities for training in OTM 

in Polytechnics in North-East Nigeria.  The researchers 

postulated two Research Questions.  Literature related to 

the Infrastructural and Office Information Communication 

facilities was reviewed. The study adopted Descriptive 

study as its designed.  The population of the study was made 

up of all the trainers in both Federal and State Polytechnics 

in North-East Nigeria, and it was 87.  A questionnaire with 

Four-Point rating scale was designed and administered; it 

consisted of 30 items.  The instrument was validated by 

experts in Business Education and Office Technology and 

Management.  The questionnaire was administered by the 

researchers, with the support of Research assistants in all 

the Polytechnics in the study area. Data was analyzed using 

descriptive statistics (Mean), using SPSS.  It was found 

among others that, trainers in Polytechnics possessed the 

skills for utilization of infrastructural facilities for training 

students in OTM.  Based on conclusion it was recommended 
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also among others that, Management of the Polytechnics 

should send their OTM trainers on training on trouble 

shooting in computer, download and installation of 

software. It was also recommended that Polytechnic 

managements should organize training for OTM trainers on 

how they can improve in the skills of saving documents on 

the internet and incorporating graphics into reports to 

improve in the utilization of Office Information 

Communication facilities.. 

 

 

Introduction 

The possession of trainers’ skill with respect to their role on teaching in their areas of 

specialization cannot be over-emphasized.  Office Technology and Management is the 

new name for Secretarial Studies which was used for training of Secretaries at both 

National Diploma and Higher National Diploma programs in Nigerian Polytechnics. 

The Polytechnic curriculum is designed to ensure the production of Technical Human 

resource; whose essence is geared towards ensuring that within two (2) years 

Technicians or Technologists are produced.  Office Technology and Management 

curriculum is designed to equip Secretarial and office technology students to acquire 

vocational skills in Office Technology and Management and Socio-psychological 

work for employment in various fields of endeavor (NBTE, 2004).  

Office Technology and Management is a form of education geared towards the 

development of skills, knowledge and abilities needed to enable the trainees perform 

effectively in an office environment (Chugbuson and Pwol, 2009).  Office Technology 

and Management can be used to describe the various courses or subjects required for 

work by prospective Office Technology Managers.   Office Technology and 

Management mean different types of office machines and equipment which the 

managers, supervisors, secretaries and clerks use in discharging their duties  (Akanisi, 

2012).  These facilities include classrooms, laboratories, model office, and electricity 

(power) among others.  Akpa (2012) observed that with the provision of adequate 

facilities, students work harder and  learn more, but in the absence of the facilities, 

both the students and the teachers are always  eager, not feeling at ease to go ahead 

with the teaching-learning process.  After carrying out a study Walberg and Thomas 

(2012) concluded that trainers perform best when they actively explore rich facilities 

and instructional materials.  
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The National Board for Technical Education (NBTE) lays emphasis on computer and 

computer related courses.  This is an indication that for any trainee to be more useful 

and effective in the course of studies must be prepared to learn computer-related 

courses.  The design of the Office Technology and Management courses is responsible 

for global initiative with an object that portends new academic direction in favor of 

ICT (Okoro, 2010).  The aim of OTM program was to meet the needs of secretarial 

studies students and practitioners on the need to change  approach so that they can 

cope with the challenges of technology of the day.  This can only be achieved by being 

equipped with necessary skills needed in current office environment and operations, 

(Adelakin, 2009). 

In defining utilization, Apagu and Bala (2015) defined it as “using something, 

especially for practical purpose”.  Facility utilization involves the use of instructional 

materials, such as computers in classroom instructions.  Where students are not told 

what the facility is and how it functions but are shown the facility.  Also they are 

shown how such facility functions as well as allowing trainees to use it practically in 

various learning activities.  When materials are put to use for a purpose, they result 

into occurrences.  Utilization indicates the use of an object or idea to solve a particular 

problem in order to achieve an objective.  Utilization of facilities (especially ICT) has 

brought about new trend in the skills of teaching and learning.  The utilization of 

modern facilities has gone a long way to simplifying work in different fields of 

specialization.  As opined by Agomuo (2005), the success of any organization in the 

present age globally to a large extent depends on the ability to carry out activities with 

modern facilities.  This means that the successful trainer cannot do without modern 

facilities in his service delivery and cannot train since he does not have the skills the 

facilities provided for the purpose of training.   In a research carried out by Leka 

(2011), on assessment of training facilities for students of Office Technology and 

Management, it was found that trainers were drawn from Computer Science 

Departments of the Polytechnics to teach OTM students, (against the trainers in OTM 

department) thus, revealing the need for OTM trainers to have the skills of how to 

utilize the facilities to train their students.  Similarly,  Buabeng-Andoh (2012), on 

explanation of teachers, skills, skillss and practices of  ICT in teaching and learning 

in the Ghanian second-cycle schools, it was revealed that majority of OTM trainers 

were  competent in word processing than other computer applications. This shows that 

majority cannot use the emerging technologies required for e-teaching and learning of 

OTM courses; such as website development, video conferencing, discussion group, 

among others. 

The introduction of sophisticated facilities like telecommunication equipment, 

computers, internet resources, office technology machines coupled with the 
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management techniques have changed the old work habits. The former process  like 

posting of letters through the Post Office, preparing Payment Vouchers on Paper, using 

Cyclostyling Machine among others have been improved,  thereby resulting in job re-

designation and acquisition of new skills by trainers. These new skills include the 

operation of modern facilities in Reprography, Infrastructure, Information and 

Communication Technology, Consumables and Office Technology machines.  

Buttressing this, Ezenwafor and Okeke (2010) opined that Nigerian education system 

is failing to equip trainees (trainers inclusive) for challenges of the world of training.  

Ezenwafor and Okeke further observed that the changes in today’s office environment 

brought about by the increase in computerization and advances in technology leave no 

doubt that if students are not trained with the  modern facilities they will use in their 

work places on graduation, they will not be able to perform to their employers’ 

satisfaction.  

 

Statement of the Problem 

The Polytechnic sector is one of the specialized institutions under Technology 

Education which offers training in engineering, applied science, business and 

management, leading to the production of trained technical human resource. 

Notwithstanding, the change in training approach through the use of modern facilities, 

the Polytechnic Education is faced with challenges.  These challenges among others 

include shortage of human resource in industries and education sector, low level of 

entrepreneurship and ICT (National Policy on Education, 2013).  Despite the 

importance and necessity of the above-mentioned, OTM trainers still lack enough 

skills needed for the utilization of facilities for training (Ezenwafor and Okeke, 2010).   

Poor skills affect trainees; who graduate half-baked, thus performing poorly in their 

places of work. Emmanuel (2014), observed that regulatory bodies should ensure 

effective implementation of policies, especially on ICT integration in the teaching and 

learning processes.  

 

Purpose of the Study 

The main purpose of the study was to determine the trainers’ skills of skills possessed 

for utilization of facilities in teaching OTM in Polytechnics.  Specifically, the was 

study conducted to: 

1. determine the trainers’ level of skills possessed for utilization of infrastructural 

facilities for training in OTM in Polytechnics in North-East Nigeria; 

2. establish the trainers’ level of skills possessed for utilization of Office 

Information Communication facilities for training in OTM in Polytechnics in 

North-East Nigeria. 
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Research Questions  

 The following research questions were designed to guide the study: 

1. What is the trainers’ level of skills possessed for utilization of infrastructural 

facilities on training in OTM in Polytechnics in North-East Nigeria? 

2. What is the difference between trainers’ level of skills possessed for utilization 

of Office Information Communication facilities on training in OTM in 

Polytechnics in North-East Nigeria? 

 

Methodology 

The design of the study was a descriptive survey, this is more appropriate in the 

description of the beliefs of people, their attitudes and their skills in certain 

circumstances.  The area of the study was North-East zone of Nigeria comprising 

Adamawa, Bauchi, Borno, Gombe, Taraba and Yobe States. The population of the 

study was eighty-seven (87) Trainers of Office Technology and Management in the 

Polytechnics available in the geo-political zone. The entire population was used; this 

was because the parameters under the study area was manageable. A questionnaire on 

Trainers’ level of Skills Possessed for Utilization of Office Technology and 

Management Facilities for training in Polytechnics in North-East Nigeria 

(TSPUOTMFPNE) was used for data collection.  The questionnaire was administered 

consisted of 56 items developed by the researchers. The measuring scale used was 

Four-Point rating scale (structured questionnaire Scale): VHP = Very Higher 

Possessed (4), HP = Highly Possessed (3), MP = Moderately Possessed (2), and NP = 

Not Possessed (1). Each respondent was required to rate how best the items were by 

ticking appropriate column against each item. The questionnaire was validated by 

lecturers in Business Education and Office Technology and Management; this 

determined face and content validity. The instrument was administered and collected 

back by the researchers with the support eight (8) Research Assistants.  The data 

collected was analyzed using descriptive statistics that is Mean and Standard Deviation 

statistics and the inferential statistics using Statistical Package for Social Sciences 

(SPSS). Under the descriptive statistics, frequencies tabulation and percentages of 

responses from questionnaires were used to analyze data from the Research Questions.  

 

Results   

Research Question One 

What is the trainers’ level of skills possessed for utilization of Infrastructural 

facilities on training in OTM in Federal and State Polytechnics in North-East 

Nigeria? 
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Table 1 reveals an overall grand mean of 2.56 with the grand of 2.63 for Federal 

Polytechnics and 2.50 for State Polytechnics, on the level of possession of skills for 

operation of Infrastructural facilities on four-point rating scale.  On the questionnaire 

items, mean rating of the two groups (Federal and State Polytechnics), items 1, 2, 3, 

4, 7, 8 and 10 accepted that they have possessed the skills for operating infrastructural 

facilities; while items 5, 6 and 9 rejected. 

The result indicated that majority of the respondent have possessed the skills for 

operation of infrastructural facilities for training of students.  This implies that the 

trainers in Federal and State Polytechnics Highly possessed the skills for utilization of 

infrastructural facilities for training students in OTM.  

 

Table 1: Mean responses on skills possessed for utilization of Infrastructural 

facilities on     training in OTM in Polytechnics in North-East Nigeria. 

S/N QUESTION ITEMS �̅�FP �̅�SP �̅�G REMARKS 

1. Ensuring sufficiency of facilities 

in relation to number of students 

prior to practical lessons.  

2.83 2.44 2.64 HP 

2. Ensuring functionality of 

facilities in relation to number of 

students prior to practical 

lessons.  

2.82 2.54 2.68 HP 

3. Ensuring proper arrangement of 

facilities in language 

Laboratories before lessons. 

2.66 2.55 2.61 HP 

4. Ensuring conduciveness of 

classroom environment for 

teaching and learning activities.  

2.83 2.76 2.80 HP 

5. Ensuring the conduciveness of 

Shorthand Laboratories for 

teaching and learning activities.  

2.48 2.26 2.37 MP 

6. Ensuring the conduciveness of 

Typing Studio environment for 

teaching learning activities.   

2.69 2.08 2.39 MP 

7. Ensuring the sufficiency of 

lighting in Classes, Laboratories 

and Studios. 

2.68 2.64 2.66 HP 
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8. Ability to sense and detect 

electrical faults and report 

2.59 3.02 2.81 HP 

9. Ability to effect minor electrical 

faults. 

2.09 2.24 2.17 MP 

10. Ability to sense insecurity 

situations and take appropriate 

action. 

2.60 2.42 2.51 HP 

 

 

Grand Mean 2.63 2.50 2.56  

 Source:  Field Survey, 2017 

 

Research Question Two 

 How is the trainers’ level of skills possessed for utilization of Office Information 

Communication facilities on training in OTM in Federal and State Polytechnics 

in North-East Nigeria? 

 

Table 2 showed an overall grand mean of 2.57 with the grand mean of  2.67 for Federal 

Polytechnics and 2.47  for State Polytechnics,  on the level of possession of skills for 

operation of Reprographic facilities on four point rating scale.  On the questionnaire 

items, mean rating of the two groups (Federal and State Polytechnics), 11, 12, 13, 14, 

15, 17, 19, 22, 23, 24, 25, 27 and 29 accepted that they possessed the skills while items 

16, 18, 20, 21, 26, 28 and 30 rejected for operating Office Information Communication 

facilities. The result indicated that majority of the respondents possessed the skills with 

Federal Polytechnic Trainers Highly possessed while state Polytechnic Trainers 

Moderately Possessed skills for utilization of Office Information Communication 

facilities.   

 

Table 2: Mean responses on skills possessed for utilization of Office Information 

Communication facilities on training in OTM in Polytechnics in North-East 

Nigeria. 

S/N QUESTION ITEMS �̅�FP �̅�SP �̅�G REMARKS 

11. Ability to give attention to what other 

people are communicating.  

2.75 2.98 2.87 HP 

12. Ability to deliver messages effectively. 2.84 2.86 2.85 HP 

13. Ability to write with minimal spelling 

errors.  

2.86 2.71 2.79 HP 
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14. Ability to write with minimal grammatical 

errors.   

2.77 2.57 2.67 HP 

15. Ability to comprehend messages received.   2.97 2.49 2.73 HP 

16. Ability to start up, log on and shut down 

facility. 

2.76 2.21 2.49 MP 

17. Ability to communicate messages online 

within stipulated time.  

2.47 2.73 2.60 HP 

18. Ability to identify types of files (e.g. doc.  

docx,  jpf) 

2.51 2.21 2.36 MP 

19. Ability to check how much space is left on 

storage devices.  

2.71 2.46 2.59 HP 

20. Ability to back up files. 2.56 2.26 2.41 MP 

21. Ability to download and install software. 2.44 2.17 2.31 MP 

22. Ability to use software programs (e.g. 

Google doc, writer) 

2.81 2.20 2.51 HP 

23. Ability to create security for information. 2.69 2.32 2.51 HP 

24. Ability to compose, send, reply and 

forward messages. 

2.70 2.87 2.79 HP 

25. Ability to use search engines to find 

information. 

2.54 2.53 2.54 HP 

26. Ability to save documents on internet. 2.56 2.34 2.45 MP 

27. Ability to carry out computational tasks.  2.64 2.56 2.60 HP 

28. Ability to incorporate Graphical 

information into reports. 

2.65 2.18 2.42 MP 

29. Ability to use the social media. 2.69 2.77 2.73 HP 

30. Ability to troubleshoot by identifying the 

causes of operating errors and work 

towards correcting. 

2.48 1.95 2.22 MP 

 Grand Mean 2.67 2.47 2.57  

 Source:  Field Survey, 2017 

 

Major Findings: 

The following are the summary of findings from the analysis of the study carried out:  
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1. The result of Research Question One indicated that majority of the respondent 

have Highly possessed the skills for operation of infrastructural facilities for 

training of students. This implies that the trainers in State Polytechnics have 

possessed the skills for utilization of infrastructural facilities for training 

students in OTM. 

2. Considering Federal Polytechnics, the result of Research Question Four 

indicated that majority of the respondents in the two groups Highly possessed 

the skills for operation of Office Information Communication facilities for 

training of students. This goes to say that the trainers in Polytechnics have 

possessed the skills for utilization of consumable facilities for training students 

in OTM. 

 

Discussion of Results  

The study was carried out to find out the level of skill possession of trainers in the 

utilization of facilities for training of Office Technology and Management Students in 

Polytechnics in North-East Nigeria.  Findings from the results of the five research 

questions answered and the five hypotheses tested are the basis for the discussion as 

follows:  

The result of the hypothesis 1 revealed that there is no significant difference in the 

level of skills possessed by Federal and State Polytechnic trainers in the utilization of 

Infrastructural facilities in the training of their students, the hypotheses was therefore 

accepted. The results of Research Question 1 shows that trainers in Polytechnics 

possessed skills for utilization of Infrastructural facilities, at the level.  This result 

agrees with Audu, Umar and Idris (2013), who emphasized the need for trainers to 

possessed the skills for managing infrastructural facilities, without which teaching and 

learning will not be effective. 

The result of hypotheses 2 showed that there is a significant difference in the level of 

skills possessed by Federal and State Polytechnic trainers in the utilization of 

Information Communication facilities in the training of their students.  Research 

Question 4 shows that trainers in both Federal and State Polytechnics Highly possessed 

the skills for operation of Office Information Communication Facilities.  This shows 

the need for students to be well trained on the use of Information Communication 

Facilities.  This result concurs with Adukwu (2013), and Vin-Mbah, (2015) 

emphasized the need for utilization of Office Information Communication Facilities, 

but that can only be done effectively if the trainers possess the skill to do that.   

 

Conclusion  

Based on the findings of the study, the researcher concluded that both groups have 

possessed the skills for utilization of infrastructural facilities for training of OTM 
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students. On the utilization of Office Information Communication Facilities, the 

researcher concluded that trainers in the Polytechnics possessed the skills for training 

students in OTM. It is also concluded that since the trainers have possessed the skills 

for utilization of facilities for training, the students will acquire the expected skills 

before graduation, which is the aim of the program. 

 

Recommendations  

Based on the findings and conclusion drawn, the researcher made the following 

recommendations: 

1. Managements of Federal and State Polytechnics should periodically organize 

workshops and seminars for OTM trainers to update their skills on operation 

of infrastructural facilities, with specific reference to electrical facilities.; 

2. In order to improve on the skills for utilization of Office Information 

Communication facilities, Management of Federal Polytechnics should send 

their OTM trainers on training on trouble shooting in computer, download and 

installation of software while State Polytechnic managements should do the 

same in saving document on the internet and incorporating graphics into 

reports, among others.  
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