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INTRODUCTION 
tudents educational performance have been a concern 

to both teachers, parents and educational stakeholders.  

Good communication skill enables a student to 

understand the lessons thought. If students have good 

communication background it is expected that teaching such 

student will not   be a problem since there communication flow 

between the student and the teacher.  On the other hand, if a 

student cannot communicate it becomes a difficult situation 

because lack of communication brings poor performance.  This 

is because a student might know what to say or write but the 

communication problem will make it difficult for such a student 

to comprehend not to talk of writing.  In education assimilation 

requires that a student has good communication skills where 

this is not so both the teacher and learner has entered into a 

problem that needs to be solved be learning can take place.  
There are various types of communication and this requires 

that the students have the skills to communicate in each type; 

be it verbal, written and non-verbal. Some of the 

communication skills required of office Technology and 

Management students; know the communication method, 

friendliness, confidence, sharing feedback, empathy, volume 

and clarity and respect. If students have these skills it will 

enhance and improve the students’ performance in OTM.  This 

is the reason why students who have good communication 
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skills tend to perform better academically than their counterparts who does not have 

good communication skills. 

This programme OTM provides the ability/training necessary to perform successfully in 

the many and varied clerical, secretarial and office administrative position. The Office 

Technology and Management is a two year programme for both National Diploma and 

Higher National Diploma respectively. The programme is designed to equip students with 

Secretarial/Office skills for employment in various fields of endeavour and also in 

entrepreneurship/vocational development. Students of this programme are exposed to 

course in their special areas as well as courses in general education. Students that have 

acquired the knowledge of vocational skills in office technology and management are 

highly equipped with effective work competencies and socio-psychological work skills 

which are very essential in everyday interactions with other.  According to Nnaji (2020), 

OTM is a programme which is expected to develop appropriate skills on the learner. These 

skills include keyboarding skills, ICT skills, general office procedure skills, communication 

skills, shorthand skills and so on. Supporting this Ademiluyi and Okwuanaso (2013) assert 

that the name OTM is a recent innovation which signals secretarial profession’s evolution 

not only form an analogue  era to a digital age, also from it time-honoured appendage 

(assistant) status to an executive/managerial one. Okoye and Umezuluike (2014) upheld 

the students population while all the lecturers were studied because of the sizable 

population.  A self- structured questionnaire titled Communication Skills required to 

Enhance Students performance Questionnaire (CSRESPQ) was used to elicit data from 

the respondents. The instrument with 12 items was validated by three experts two from 

the department of OTM and one from the Department of General Studies the Polytechnic 

Bali. It was structured on a 4 point rating scale of Strongly Agreed, Agreed, Disagreed 

and Strongly Disagreed with corresponding values of 4, 3, 2 and 1.  Cronbach Alpha 

method was used to test the reliability of the instrument and it yielded a reliability 

coefficient index of 0.77 which shows that the instrument was reliable for the study.  91 

copies of the questionnaires were administered by the researcher and a research 

assistant. However, 87 copies were retrieved and use for the study. Mean and standard 

deviation were used to answer the research questions while t-test statistics was used to 

test the hypothesis. The study found that reading skills enhances students’ performance, 

verbal communication skills is highly required for the enhancement of students 

performance and listening skill also enhances students’ performance. It was 

recommended among others that Students of OTM should always communicate with 

English Language in order to enhance their performance. 

 

Keywords: Communication, Skills, Enhancing and Students Performance. 
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that students with knowledge and skills that will enable them find a job is the emphasis 

of the 21st century learning. This means that OTM education needs teachers that are skilled 

and knowledgeable to drive in the students skills that will enable them to be proficient in 

the public office or be self-employed. 

The word “Communication is derived from the Latin word 'Communis' which means to 

make common, to transmit, to impart or to share between two or more persons or 

groups.” Hornby (2015) defines Communication as the activity or process of expressing 

ideas and feelings or of giving people information.  It involves exchange, sending, 

transmitting, relating and sharing of ideas. Communication is the natural aspect of man's 

life. According to Dambo (2011) communication is the process by which understandable 

information is exchanged between two or more individuals in a system to initiate action.  

Communication is as old as human, human being starts communicating from birth. When 

a baby cries, he is communicating he needs attention or milk, when it gurgles (happy) it is 

expressing its sense of satisfaction. Communications has also been defined as sharing and 

giving meaning occurring at the same time through symbolic interactions (seiler & Beall, 

2005). 

However, communication means to share, it is the transmission of information over the 

interchange of thought, message or information as by speaking, visual, signals, writing or 

behavior. Communication may be intentional or unintentional signals.  

 According to Merriam-Webster Dictionary, (2021), "A skill is the learned ability to perform 

an action with determined results with good execution often within a given amount of 

time, energy, or both". Skills can often be divided into domain-general and domain-

specific skills. For example, in the domain of work, some general skills would include time 

management, teamwork and leadership, self-motivation and others, whereas domain-

specific skills would be used only for a certain job.  Skill usually needs certain 

environmental motivations and conditions to assess the level of skill being shown and 

used.   

 

Statement of the Problem 

The Office Technology and Management is a programme designed to equip the present 

generation of students with the ability to acquire relevant communication skills for the 

present day offices. The programme is very much different from what it was in time past 

when it was referred to as Secretarial Studies. At the time, all that was required was basic 

knowledge that would enable graduates acquire the competence to write Shorthand and 

type documents. 

Several of the courses in the present OTM curriculum demand a fair mastery of 

communication skills. Such courses as ICT, Desktop Publishing, Use of English, Shorthand, 

Office Practice, Business Administration and Management etc. require a high level of 

communication skills. The researcher discovered, through a quickly investigation that 
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many students perform below the expectation in their studies. This poor performance 

arises due to weak communication skill, inadequate preparation from Secondary School 

and lack of understanding of the high requirement of communication skills in the study of 

OTM. It is against this backdrop that the researcher is taking up this study to determine 

the communication skills required for enhancing students’ performance in OTM in order 

to give adequate information to prospective students and thus prepare them for greater 

performance in the study of OTM. 

 

Purpose of the Study 

The aim of this study is to determine the communication skills required for enhancing 

students’ performance in the study of Office Technology and Management. Specifically, 

the objectives of the study seek; 

i. To determine if reading skill is required for enhancing students’ performance in the 

study of Office Technology and Management. 

ii. To examine if speaking skill is required for enhancing students’ performance in the 

study of Office Technology and Management. 

iii. To ascertain whether listening skill is required for enhancing students’ performance in 

the study of Office Technology and Management. 

 

Research Question 

The following research questions are formulated to guide this research: 

i. What are the reading skills required for enhancing students’ performance in the study 

of Office Technology and Management? 

ii. What are the speaking skills required for enhancing students’ performance in the study 

of Office Technology and Management? 

iii. What are the listening skills required for enhancing students’ performance in the study 

of Office Technology and Management? 

 

Research Hypothesis  

HO1 There is no significant difference in the mean opinions of male and female students 

on the communication skills required for enhancing students’ performance in the study 

of Office Technology and Management.  

 

Significance of the Study 

This study is significant to the teachers, parents and students and future researchers. This 

study will help the teachers of the school to know the influence that communication skills  

has on their students, so as to assist them to enlighten and create awareness to the 

students on the possible influence it has on them.  
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The study is of significant to parents in the sense that they will know the possible effects 

these communication skills usage has on their children, so as to serve as watch-dog to 

their children on the usage of the communication skills. 

The study will enable the students of the higher institution, so that they will be aware 

that, apart from the social benefits of these communication skills, it will be useful in their 

entire endeavor. It will be relevant in assisting students in understanding the diversity of 

communication skills.  

Finally the study will serve as a guide to other researchers who would want to conduct 

similar research in the area in their respective states as well as add to the existing 

literature in the field. 

 

Research Methodology  

The study adopted descriptive survey research design for the study.  The population of 

the study comprised of two hundred (200) OTM students from Certificate, National 

Diploma and High National Diploma (2020/2021 academic session) and eleven (11) lecturers 

in same department from the Polytechnic, Bali a total of two hundred and eleven (211) 

respondents. The population of the study comprised 11 lecturers and 200 students from 

the department of OTM. The random sampling technique was used to select 80 students 

from the students population while all the lecturers were studied because of the sizable 

population. The instrument for data collection was a self-design structured questionnaire 

titled “Communication Skills required for Enhancing Students’ Performance 

Questionnaire (CSRESPQ). The questionnaire has 12 item constructed on a 4 point rating 

scale of Strongly Agreed, Agreed, Disagreed and Strongly Disagreed with corresponding 

values of 4, 3, 2, and 1.  The simple random sampling technique was used to select 80 

students from the students population while all the lecturers were studied without 

sampling because of the manageable size of the population. The instrument was validated 

by three experts two from the Department of OTM and one from GNS Department of the 

Polytechnic Bali. The experts validated the instrument, scrutinize and checked the level of 

comprehensiveness, appropriateness and relevance of each of the items to the objective 

in order to determine the logical validity index of the instrument.  Cronbach Alpha method 

was used to test the reliability of the instrument and it yielded a reliability coefficient index 

of 0.77 which shows that the instrument was reliable for the study.  91 copies of 

questionnaires were administered and retrieved by the researcher and one research 

assistants. However, only 87 copies were retrieved and analyzed using Mean and 

Standard Deviation to answer the question and z-test was used to test the hypotheses at 

0.05 level of significance. The decision rule for the research question was based on the 

real limit of numbers as follows: 2.50 above were accepted while 2.50 below are 

considered rejected. The null hypothesis was rejected if t-cal is less than the t-tab while it 

was accepted if t-cal is equal or higher than the t-tab. 
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Results 

Research question one: What are the reading skills required for enhancing students’ 

performance in the study of Office Technology and Management? 

 

Table 1: Mean ratings of lecturers and students on reading skills required for enhancing 

students performance in the study of OTM. 

S/N      Items    X SD  Remark 

1. Decoding is vital way of reading process for  2.78 0.47  Agreed 

   a student to improve 

2. Reading fluently helps students to improve 3.00 0.60  Agreed 

    The ability of pronunciation 

3. Regular reading helps to improve  3.43 0.66  Agreed 

   students Vocabulary 

4.  Reading skills enables students to  2.89 0.77  Agreed  

   understand Properly what they are tough   

Grand Mean/SD    3.02 0.62  Agreed 

 

Table 1 shows that the respondents agreed in all items on reading skills required for 
enhancing students’ performance in the study of OTM with a mean score of 2.78, 3.00, 
3.43 and 2.89 and standard deviation of 0.47, 0.60, 0.66 and 0.77. This indicates that 
respondents strongly Agreed that reading skill is required for enhancing students’ 
performance in the study of OTM. Grand standard Deviation in Table 1 is 0.62 indicating 
that respondents responses are closer to the mean. 
 

Research question two: What are the speaking skills required for enhancing students’ 
performance in the study of Office Technology and Management? 
 

Table 2: Mean ratings of lecturers and students on speaking skills required for enhancing 
students performance in the study of OTM. 

S/N      Items    X SD   Remark 

1. Fluent speaking would help student   3.21 0.77   Agreed 

    to improve his performance   

2. It is constantly speaking that would make 3.50 0.70   Agreed  

    student build his/her vocabulary  

3. A good speaker most have the good  3.33 0.69   Agreed 

    knowledge of English grammar    

4. Inadequate knowledge of speaking will 3.00 0.79   Agreed  

    affect students performance in communication  

Grand Mean/SD    3.26 0.73   Agreed 
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Table 2 shows that the respondents agreed in all items on speaking skills required for 
enhancing students’ performance in the study of OTM with a mean score of 3.21, 3.50, 
3.33 and 3.00 and standard deviation of 0.77, 0.70, 0.69 and 0.79. This indicates that 
respondents strongly Agreed that speaking skill is required for enhancing students’ 
performance in the study of OTM. Grand standard Deviation in Table 2 is 0.73 indicating 
that respondents responses are closer to the mean. 
 
Research question three: What are the listening skills required for enhancing students’ 
performance in the study of Office Technology and Management? 
 
Table 3: Mean ratings of lecturers and students on listening skills required for enhancing 
students’ performance in the study of OTM. 

S/N      Items     X SD  Remark 

1. Communication exist without a good listening 1.78 0.37  disagreed   
   or concentrate fully  attention                                   
2. Listening to the communicator makes  2.60 0.50  Agreed  
    communication easier and understand   
3. Listening to the communicator   3.22 0.76  Agreed  
    enables proper feedback   
4. Paying attention to the communicator  2.69 0.97  Agreed  
    helps the learner to emulate from the speaker    
Grand Mean/SD     2.57 0.65  Agreed 

 
Table 2 shows that the respondents agreed in all items on listening skills required for 
enhancing students’ performance in the study of OTM with a mean score of 1.78, 2.60, 
3.22 and 2.69 and standard deviation of 0.37, 0.50, 0.79 and 0.97. This indicates that 
respondents strongly Agreed that listening skill is required for enhancing students’ 
performance in the study of OTM. Grand standard Deviation in Table 3 is 0.65 indicating 
that respondent’s responses are closer to the mean. 
 
Test of Hypotheses  
HO1 There is no significant difference in the mean ratings of the opinions of male and 
female students on the communication skills required for enhancing students’ 
performance in the study of Office Technology and Management.  
 
Table 4: The summary of t-test on the mean responses on the reading skills required by 
students for enhancing students’ performance in the study of Office Technology and 
Management 
Variables  N   Mean    SD Df t-cal t-table          Decision  

Male             50   2.20  1.05 

      0.04 0.80 1.96  significant 

Female          41    2.37  1.09 
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The analysis in table 4 reveal the t-test of difference between male and female on  reading 

skills required by students for enhancing students’ performance in the study of Office 

Technology and Management. With the t-calculated value of 0.80 lesser than the z-table 

value of 1.96, the second null hypothesis is therefore accepted. This mean that there is no 

significant differences in the ,mean responses of male and female on reading skills 

required by students for enhancing students’ performance in the study of Office 

Technology and Management 

 

Discussion   

From research question one, it was observed  that respondents considered problem 

solving numeracy, reading skills able to learn and adapt, using the intuitive and being self-

motivated, self-management communication and interpersonal skills valuing diversity and 

difference and interpersonal sensitivity and creativity as basic academic and personal 

quality skills through communication skills at OTM. This finding is an agreement with the 

view of Li and Wilhelm, (2008) Reading requires the utilization of many mental processes 

as information is collected, processed and analyzed. Also, reading is a source of 

enjoyment for individuals. Reading is the ability to understand a text, to analyze the 

information, and to interpret correctly what the writer is stating (Steve Mckee 2012) The 

researcher in agreement with Li and Wilhelm, deduced that the reading skills required for 

enhancing students’ performance in the study of Office Technology and Management.  

The research question two proved that the respondents considered that the knowledge 

of speaking skills help to improve the students performance in communication skills. The 

researcher in agreement with the Nunan (in Kayi, 2006:1) defines speaking as the use of 

language quickly and confidently with few unnatural pauses, which is called as fluency. 

Speaking is the process of building and sharing meaning through the use of verbal and 

nonverbal symbols, in a variety of contexts. They agreed that speaking skills for enhancing 

students’ performance in the study of Office Technology and Management is strongly 

agreed. 

The study also discovered communicates on skills required for enhancing students’ 

performance in the study of Office Technology and Management. The finding is also in  

agreement with  Brown (2001) which suggests that learning to listen really means learning 

to respond and continue responding to listening as a chain. Rost (2002) and Hamouda 

(2013) define listening comprehension as an interactive process in which listeners are 

involved in constructing meaning. Listening skills is required for enhancing students’ 

performance in the study of Office Technology and Management 

 

Conclusion  

On the basis of the findings made by the study, the following conclusions were made:  
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Communication skill is a very vital skill to every student especially OTM students who are 

expected to work in the public office where they will meet with various kinds of 

individuals.  Reading skill is essential because if a student cannot read fluently it is 

impossible for such student to understand what he/she is reading. Listening skill is an 

essential skill to OTM student who will listen to various classes of people in the work place. 

In conclusion determination of the communication skills required for enhancing students’ 

performance in office technology and management is very essential for proper learning. 

 

Recommendations  

For improving the teaching and learning in the Communication Skills based on the findings 

and conclusions drawn from the study, the following recommendations were made:  

1. Self-motivated, self-management communication and interpersonal skills valuing 

diversity and difference and interpersonal sensitivity and creativity as basic 

academic and personal quality skills through communication skills at OTM.   

2. The lecturers should make students comfortable in to communicate well 

effectiveness and affiance 

3. Students should put in more efforts to improve on their communication 

competencies because besides performing well in examinations, it will go a long 

way to help them in their personal social life.  

4. The school should make sure that, the students are well practicing the 

communication skills such as; speaking, reading and listening in other to guide 

their performances in studying and communication. curriculum planners should 

set up a committee to investigate the number of years the course should be 

studied. 
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