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Introduction 
ducational Institution is one of the tertiary levels of 

education given after secondary school. It is the two 

year programmed of studies consisting of National 

Diploma (ND) and Higher National Diploma (HND) with   one 

year Industrial Experience (IT) as one of the pre-requisites for 

entry into HND programmed (National   Board   of   Technical   

Education (NBTE, 2009).   The   main   objective   of Polytechnic   

education is   to provide technical   knowledge and   skills 

necessary for   professional advance in Nigeria. Office 

Technology and Management (OTM) programme was 

introduced in Nigerian Polytechnics in November   2004 by 

NBTE to replace the Clerical Studies syllabus because of the 

arrival of computerization in the educational sector. The review 

was demanded because skills  previously  acquired  in  the  

course  of  study  were  inadequate  for OTM   graduates to 

adjust to the rapidly changing workplaces (Baba & Akaraha, 

2012). OTM programme is designed to offer students training 

in different skills for employment in various fields of effort. 

Moreover, in these modern economies, continuous 

modernizations have led to major transformations in 

workplaces, giving rise to pervasive skill gaps and skill 

mismatches.  In order to bridge the skill   gaps, OTM   

programmed is investing significant effort   and resources   in 

training of students in different skills taught in OTM 

programme include lenient skills.  Digital  skills   often  referred  

to   as  basic,  non-technical,   or  employability  skills   are  skills   
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that facilitate   the   creative   and   productive   application   of  disciplinary   skills   and   

knowledge   in   the workplaces  (Jackson   &   Chapman,  2012).  
Soft skills   are   the traits   and abilities   of attitude and behavior rather than of knowledge 

or technical aptitude. Soft skills include ICTs, problem-solving, critical thinking, teamwork, 

leadership, conflict management, and ethical skills. Self-improvement, interpersonal 

relations, communications, career preparation, leadership, teamwork, self-discipline, self-

confidence, good work ethic, and showing courtesy are viewed as soft skills. Additionally, 

listed soft skills to include honesty, team building, problem solving, critical thinking, and 

communication skills.  Abdullah, Muhammad and Nasir (2019) stated that use of digital 

skills are crucial skills required by future workplace in the corporate world.  In respect to 

this study the researcher view that acquisition of Use of Digital Skills could impact 

employment prospect of Office Technology and   Management   students   for   prosperity 

establishment.  ICTs   skills have become more majority in society that led to a concern 

about the need for ICT skills in everyday life of   beginners.  These  include  the   use  of  

variety  of  ICT  tools  such  as  communication,  v-learning  plat forms, desktop 

conferencing, online programmer such as web, video conferencing, social media plat 

forms, web cam, internet,   all hardware and software which impart the necessary ICT 

skills to students for gainful employment after graduation, Problem-solving skills can 

influence employment prospect of OTM students. s against this background that  this 

the respondents. The instrument with 10 items was validated by two experts from 

department of Office Technology Management lecturers   in the Polytechnic, Bali. It was 

structure on a five point likert scale of Strongly Agreed, Agreed, Undecided, Disagreed, 

and Strongly Disagreed with correspondent value 5,4,3,2 and 1. Cronbach Alpha method 

was used to test the reliability of the instrument. 150 copies of the questionnaires which 

represented the population were administered by the researcher and a research 

assistant. However, 50 copies were retrieved and use for the study. Mean and standard 

deviation were used to answer the research questions. The study found that ICT and 

problem-solving skills of OTM students serve as challenges of the contemporary 

information age of redundancy and deficiency through generating employment and 

prosperity formation. Among other things, it was recommended that OTM lecturers 

should lay more emphasis on practical soft skills ICT and problems to solve by giving OTM 

students and taking them on field trips to industries to gain direct experience of how job 

functions are performed. This will give them more important in the labor market when 

they embark to the search for jobs to enable them achieve employment and prosperity 

development. 

 

Keywords:  digital skills,   OTM   students,   the Polytechnic, Bali challenge of the 

contemporary information age. 
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study aims   to explore "Strategies for the acquisition of Digital Skills by  OTM  Students in 

meeting the challenges of the contemporary age In the  Polytechnic, Bali.  

Therefore, This paper seems to define “Use of Digital Skill” as the ability to use digital 

devices such as computers, smartphones and software packages to create useful 

information. On the other hand, being able to know the right tool to use in a particular 

situation can be termed digital literacy. Gaining ‘digital literacy’ means being able to create 

and share digital content, communicate, and solve problems using digital technology.  

 

Statement of Problem  

The office technology and management (OTM) program is one of the courses in the 

Polytechnics and their curriculum is embedded with a lot of digital studies to enhance 

their competency, digital technology and information dissemination. The OTM program 

was tagged secretarial studies in time past. The program was changed to OTM when it 

became necessary to modify the program in order to meet with the demands of 

information management in the present age. However, the Use Digital skills demand basic 

knowledge of mathematics, Communication, computer acknowledge and a good 

facilitator. Students who are weak in the mentioned subjects find it difficult to cope with 

studies involving Use of Digital Skills. Since the present OTM program has much to do with 

the Use of digital skills, it becomes necessary to explore tacticians that would help 

students acquire good knowledge in the Use of Digital skill. 

It is against this backdrop that the researcher is undertaken this study. 

 

Objectives of the Study  

The main  aim  of  the  study  is  to  discover the relevant Use of Digital Skills by OTM  

Students  In the Polytechnic, Bali in meeting the challenges of the contemporary 

information age. Specifically, the study seeks to find out: 

The problem-solving Use of Digital skill by OTM students which serve as the challenges of 

contemporary information age.  

To ascertain Use of Digital skills by OTM students to serve as the challenges of 

contemporary information age.  

 

The following research questions will guide this study: 

i. How can   Problem-solving   Use of Digital Skills by OTM   students serve as   the challenge 

of the contemporary information age?  

ii.  In what way does    Use of Digital   skills  by OTM   students serve as the challenges of 

the contemporary information age?  

 

Significant of the study: 

The study will benefit the following individuals. 

Students: It will help the Students to learn how to think critically, creatively solve 

problems, and express their ideas in compelling ways. And Also  
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Organizations: It will help the organization in Knowing how to answer There e-mails, to 

access a company’s files on Google Drive or keeping records.    

 

Review of related literature 

Use of Digital skills by OTM students in the Polytechnic Bali in meeting the challenge of 

the contemporary information age Information and communication technology (ICT) has 

become a household term globally and has brought  radical changes in the way people 

live, learn, work and do business. Obviously, the last decade or two have witnessed 

tremendous changes in the ways business and organizations operate due to the 

emergence of ICT. It plays very vital roles in the social, political and economic life of every 

nation because it makes information collection, processing, dissemination and storage 

very fast, easy and efficient (Ezenwafor, 2012). ICT has brought a lot of blessings to 

business education graduates in the area of job creation for self employment.  

Entrepreneurs can now stay in Nigeria and order for goods abroad and make payments 

through the computer (online shopping).  They can also learn how to set up a business 

enterprise by accessing information which abounds on the internet. They now talk about 

electronic business (e-business) and electronic commerce (e-commerce). Requisite ICTs 

skill for entrepreneurship to solve problem serve as   the challenge of the contemporary 

information age include computer skills with ability to start up, log off or short-down a 

computer system and its  peripherals, ability to key in data or create documents, ability to 

use text editing and layout, ability to use  different packages like Microsoft Word, Excel, 

Corel Draw, ability to use borders in designing and  decorating a typed document, ability 

to copy data, paste or insert in another location among others.  Desktop skills with ability 

to open a desktop publishing environment, ability to identify and use documents, format 

existing ones in the system to prepare reports, memos, invoices and letters. Some  

spreadsheet competencies are ability to identify and open a spreadsheet environment, 

ability to key in  figures in table rows, columns, insert additional rows and delete where 

necessary, ability to identify cells,  arrange, rearrange, name or rename a cell,. 

Accordingly.  

Okoro (2013) Digital skills that should be possessed by tertiary institutions graduates to  

include: Basic information systems concepts about components, operations, managerial 

and strategic roles  of information systems, basic communication systems concepts, 

characteristics of channels of communication, types of Networks areas covered, 

communication media travel paths, communication processes within a network, 

communication methods, communication service providers network and  ownership, 

major concepts in technology, issues on information technology, development concepts  

hardware, software, telecommunication, and database processing technologies for 

employment  generation. Internet services are integral part of information and 

communication technology (ICT). Therefore, element of internet skills is very relevant in 

OTM curriculum. In support of this, Okoro (2013) identified relevant internet skills/- 

competencies such as: knowledge that the internet is a world-wide accumulation of 
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interconnected computer networks connecting all manners of  private, commercial, 

government and academic network including a growing number of home computers. 

Therefore, This paper seems to define “Use of Digital skill” as the ability to use digital 

devices such as computers, smartphones and software packages to create useful 

information. On the other hand, being able to know the right tool to use in a particular 

situation can be termed digital literacy. Gaining ‘digital literacy’ means being able to create 

and share digital content, communicate, and solve problems using digital technology.  

 

METHODOLOGY  

This study adopts a   descriptive survey research   design which made use of primary data.  

The survey  research  design was  projected relevant for this study since it required to 

ascertain the views and opinions of students on the Use of Digital  Skills by  OTM  Students  

In  the  Polytechnic Bali  as the challenges of the contemporary information age. The 

population was 150, which consisted of students in OTM Department in the polytechnics 

Bali Taraba State The Polytechnic has 150 (ND)  National Diploma  & (HND)  Higher 

National Diploma students in the OTM Department. The population of the study were 150. 

The sample size for this study was 50 students of OTM department in the Polytechnic Bali. 

The sample size was determined using equivalent stratified random sampling technique 

based on 10  percent  of  the total  population.    According   to Brumeister and Aitken 

(2012), 10 percent sample size from a large population distribution of above 50 

respondents is considered appropriate representative of the entire population. The 

instrument for data collection is a structured questionnaire entitled " strategist for the 

acquisition of digital skills by office technology and management students in meeting the 

challenges of the contemporary information age in the polytechnic, Bali" The instrument  

was a five points likert scale with the following  options: 5, (SA)  strongly agree -4, Agree 

(U) - 3, Undecided (SD) - 2, Strongly disagree and (D) - 1, Disagree  The drafted copies of 

the questionnaire were subjected to face and content validity by two experts  of  OTM  

lecturers   from  the  Polytechnic, Bali their   modifications  and  inputs formed the validity. 

The reliability   of  the  instrument  was  established  by   administering  5  copies  of  the  

instrument   to OTM lecturers and students in the polytechnics bali who are not part of 

the study population. Data collected were analyzed using Cronbach  Alpha which 

generated values of 0.05 level of Significance. The decision instruction for this study is 

that, any mean of 3.00 above are considered significance while any mean below 3.00 

considered insignificance.   

 

Data analyses  

The data collected was analyzed using the mean score and frequency distribution which 

was acquired from the respondents. Evidence on Administered Questionnaire In the 

process of carrying out this research work one hundred and fifty(150) questionnaires 

were in my view administered and is (50)  questionnaires were returned and analysis was 
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passed out on them. Analysis of the Data the data obtained via the administration of 

questionnaire were analyzed and presented in tables below. 

 

Research Question 1: In what way a problem-solving Use of Digital Skill by OTM students 

serve as the challenges of contemporary information age? 

S/NO Variables SA A U SD D Decision Mean  Remark 

1. Ability to check the 
result and 
communicate 
effectively 

10 15 0 0 0 110 4.4 Significance 

2. Ability  to evaluate 
alternative solution to 
the problem 

15 10 0 0 0 110 4.4 Significance 

3. Ability to show 
initiative in solving 
project task 

20 5 0 0 0 120 4.8 Significance 

4. Ability to resolve 
customer concerns in 
relation to complex  
projects issue  

8 10 0 7 0 94 3.8 Significance 

5. Ability to know ones 
strengths when 
planning solution to a 
problem 

5 15 0 3 2 93 3.7 Significance 

 

Research Question 2: How does Use of Digital Skills by OTM students serve as the 

challenges of contemporary information age? 

S/NO Variables SA A U SD D Decision Mean Remark 

1. Ability to Create, 
Format, save and print 
business documents 
from computer 

16 9 0 0 0 116 4.6 Significance 

2. Ability to Browse and 
download information 
from internet 

5 15 0 5 0 95 3.8 Significance 

3. Ability to Use internet 
for e-mail and 
communication 

4 18 0 2 1 97 3.9 Significance 
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4. Ability to Retrieve 
save document in the 
computer 

3 20 0 2 0 99 4.0 Significance 

5. Ability to produce 
accounting  jobs 
using spread sheet  

10 13 0 1 0 103 4.1 Significance 

 

Finding and Discussion  

Findings of the study revealed that Use of Digital Skills   by OTM students serve as   the 

challenge of the contemporary information age. This finding supports the earlier findings 

Okoye (2017) reported that ICT competencies are required by business graduates for 

effective and successful innovative practice to create employment and serve as the 

challenges of the contemporary information age.  Abanyam  (2014)  also disclosed  that  

today’s business  environment demand  that  business-related  students  acquire  ICT  

competencies  to  enable them  compete positively  with  others  in   the  global  labor  

marketplace. Also,  the  finding  agrees  with Eyitayo   (2012)  who   revealed  that   business-

related  students   needed  ICT   capabilities  for  self-employment upon advancement.  

Also This Findings showed that problem-solving Use of Digital Skills of OTM students 

generate capital and reduce shortage. The finding of this study is in line the findings of 

Ann-Marie (2015) which showed that students and employers consider problem solving 

skills as important employability skills. Kar (2011) discovered that Harris problem solving 

skills were the second highest ranked soft skills that technology students needed for 

successful postsecondary level, as these skills are integral to careers in different 

occupations for wealth creation.  Employers of labour desired OTM graduates to possess 

problem-solving skills as a pre-requisite for productive service in establishments and 

administrations. 

 

Conclusion 

From the summary of the findings of this study it was concluded that Use of Digital Skills 

and problem-solving Use of Digital Skills of OTM students serve as the challenges of 

contemporary information age through generating employment for prosperity 

establishment. Since the continuation of the digital revolution, many companies want to 

stay at the top of their game.  

 

Based on the findings of this study, the following recommendations are made: 

i. 1. OTM lecturers should lay more highlighting on practical by giving students ICTs 

and problems to solve and taking them to field trips to industries to gain firsthand 

experience of how job functions are performed.   This will   give them added 

advantage in the labor   market world when they embark the search for jobs. 
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ii. 2. OTM  department  in  polytechnic  should collaborate   more with   industries to   

support OTM programme through   continuous  industrial  training  activities  and  

encourage  industrial  work scheme to improve soft skills of their students for 

success in the labor market. 

iii. 3. Government of Taraba State should provide funds for the retraining of business 

educators inform of  in-service   training,  sponsorship  to   conferences   and  

workshops,   obtaining  of equipment and machines among others for effective 

teaching of non-technical skills required by students for success in the labor 

market upon advancement. 
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