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Introduction 
he colonial hangover in the belief that acquiring the 

university education was much more beneficial to 

acquiring the polytechnic education according to the 

NBTE Executive Secretary, Prof. Idris Bugaje is a misconception 

of the past. He said this during an interview with the NTA 

international newscaster Syril Stober. Reiterating this fact, 

Bugaje said that most of these university graduates roam the 

street in search of job that are not there or even go back for 

their Masters degrees or even Ph.D. because they do not have 

the requisite employability skills that will drive the 21st century 

workplace. The point is that it is not the paper qualification that 

matters today, what matters is the skills that one have 

acquired. No wonder the NBTE Motto is now skills and not 

degrees, in other words, there is need to refocus on 

employability skills that will move this country further even to 

the point of exporting these skills.  
Employability skills are core skills that is expected from an 

applicant that quest for job in the labour market or 

entrepreneurship (Organization for Economic Co-operation and 

Development  (OECD), 2016). It is referred to as a saleable skills 

that any graduate is supposed to possess.  OTM students in 

higher institutions are expected to be above board in their field 

of study.  Ali, Lang, Zainol, and Manser (2012) observe that OTM 

R 

T 

ABSTRACT  
This paper brings to 

the fore the essence 

of refocusing on 

employability skills 

as a veritable tool to 

make OTM 

graduates fit for 

entrepreneurship 

and the 21st century 

workplace. 

Employability is not 

just about getting a 

job, it is about a 

broader set of skills 

and attributes that 

will enable a 

graduate to be 

successful 

throughout their 

working life, 

whether self-

employed or 

working of 

someone. 

Employability skills 

required by the OTM  

 
TIMBOU-AFRICA ACADEMIC PUBLICATIONS 

INTERNATIONAL JOURNAL, MAY, 2022 EDITIONS 

VOL. 9 NO. 7 ISSN: 2773-1040 

 
 

INTERNATIONAL 
JOUNAL OF: 
FINANCIAL RES. AND 
MANAGEMENT 
SCIENCE   



 

TIMBOU-AFRICA ACADEMIC PUBLICATIONS 
MAY, 2022 EDITIONS, INTERNATIONAL JOURNAL OF: 

 

TIJFRMS 
 

FINANCIAL RESEARCH & MGT. SCIENCE VOL.9 

188 
ISSN: 2773-1040 

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

meet the 21st century modern office expectations. In the same vein Udo (2014) also 

observes that even though ICT related courses have the greatest number of contact hours 

in the OTM curriculum aiming at ensuring that the recipients upon graduation would be 

proficient in the utilization of ICT resources in the workplace, however, most OTM 

graduates are deficient in the area of employability skills. The skills acquired do not match 

with the demands of the labour market and technological advancement. It is therefore 

not surprising to see many graduates of OTM all over the nation without gainful 

employment.  

Moving further, Mcgrath, et al (2015) affirm that the skills that job seekers possess do not 

match the needs and demands of employers. This means that the education system in 

Nigeria has its liberal bias which indeed over supplies the labour market with graduates 

who do not possess the skills required by employers. These skills determine one’s career 

success. Successful Office Technologists need mastery over both hard skills and soft skills. 

graduates includes but not limited to hard and soft skills. Hard skills are the technical 

skills that include ability to access and navigate the computer, word processing which is 

the ability to create, edit, save, retrieve and delete documents, ability to use the 

photocopier, ability to copy, move, rename, justify, centralise, left align documents, 

ability to scan, infact the ability to use the Microsoft Office package among others while 

soft skills include various skill set such as leadership, business management, time 

management, creative thinking and problem solving. Soft employability skills are vital 

for promoting innovation, business growth and competitiveness. As good as these skills 

are for smooth running of the 21st century office, there are some factors that hinder the 

acquisition of these skills, which include: lack of or inadequate Infrastructural facilities, 

inadequate funding of the education sector, lack of motivation to the lecturers by not 

constantly sending to workshops and conferences and even study fellowship leaves for 

training and retraining in their areas of specialization, and students not exposed 

excursion during their training. Based on the foregoing, the following recommendations 

were made: Office Technology and Management graduating students should endevour 

to familiarize themselves with all hard and soft skills necessary to make them relevant in 

the 21st century workplace, the Nigerian government should make enough funds 

available for the acquisition of instructional materials in Higher institutions of learning in 

Nigeria especially the polytechnics to acquire the relevant equipment among others.  
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Hard skills like Keyboarding skills, Computer skills, ICT Skills are critical in today’s 

workplace and soft skills like communication, problems solving and decision-making 

among others are also important and help people scale up their careers. Mastery of 

employability skills requires practice and a dedicated learning plan. 

The purpose of this study is therefore to refocus the attention of all stakeholders in 

education on the employability skills needed by OTM graduates to enable them fit into 

the 21st century workplace, find out the factors hindering them from acquiring these skills 

and the opportunities available to meet up with these demands. 

 

Conceptual Review 

Refocusing 

Refocusing mean focusing again. This means that attention was because of some reasons 

drawn from the main thing and placed somewhere else. But now after realizing its 

importance, attention is refocused on where it was supposed to be focused. In the 

context of this study, attention of Nigerian populace was on paper qualification, but 

having realized the problems of people brandishing these paper qualifications without 

the corresponding employability skills to go along with it, the advocacy is now on skills for 

the job seeker or the graduates to showcase what they are able to do with their hands in 

addition to the certificates.  

Esene and Mgbonyebi (2015) affirm that today’s world of work which is ruled by 

technological advancement is a complex one hence the need for individuals to obtain the 

kind of skills that would equip them with knowledge and understanding to be highly 

functional in the society.  Moreso, the changing trend in the labour market profiles have 

increased the complexity of skills required by today’s workforce. Thus, one must be 

equipped with the basic employability skills to face the 21st century challenges of increased 

competition in the world of work as most employers today need applicants with 

employability skills. Confirming this, Chigbuson (2014) affirmed this assertion that serious 

employers are less demanding of academic excellence but technical skills as they consider 

them trainable if candidates are able to demonstrate positive attributes and soft skills. 

This therefore heightened the expectations of employers of labour with a demand for 

work ready graduates who have intellectual capacity and are equipped with employability 

skills. 

 

Employability  

Employability refers to a person’s capability for gaining and maintaining employment. For 

individuals, employability depends on the knowledge, skills and abilities they possess, the 

way they present those assets to employers, and the context within which they seek 

work. Yarke (2004) opines that employability is having a set of skills, knowledge, 
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understanding and personal attributes. Yarke went ahead to say that employability is not 

just about getting a job, it is about a broader set of skills and attributes that will enable a 

graduate to be successful throughout their working life. Why is being employable 

important to OTM graduating student? It is important because being a graduate can give 

you an advantage in your future career. But even if you have a distinction and a relevant 

subject for career you want, you will most likely be competing against others who have 

the same or similar academic qualifications (Oluwalola, 2020). Therefore, it is your 

employability, the unique mix of skills, abilities and personal qualities that you have that 

will make you stand out from the crowd. 

 

Entrepreneurship 

Entrepreneurship is the ability and readiness to develop, organize and run a business 

enterprise along with any of the uncertainties in order to make a profit. Entrepreneurship 

is the creation or extraction of value. Entrepreneurship is viewed as change, generally 

entailing risk beyond what is normally encountered in starting a business, which may 

include other values than simply economic ones. Entrepreneurship is defined as the act of 

starting and running your own business or a tendency to be creative and wish to work for 

yourself in your own venture.  Traditionally, entrepreneurship is categorized into four 

main types. Viz, small businesses, scalable startups, large companies and social 

entrepreneurs. 

The practice of entrepreneurship in most African countries has brought about the 

emergence of Africa’s middle class, which has placed more Africans in a position to make 

consumer choices, and making Africa an increasingly attractive market, for both domestic 

and foreign investors. Africa is currently making progress on a wide range of development 

frontiers. Entrepreneurship is widely recognized for wealth creation, poverty reduction, 

innovations and economic growth Otache, (2019). Thus many government had made 

policies that are targeted at creating entrepreneurs.  This is in agreement with the notion 

that entrepreneurs can be made. One of such policies is the inclusion of entrepreneurship 

education in the curricula of tertiary education institutions (Hassan et al, 2020). In this 

regard, all undergraduates, irrespective of their disciplines, are required to offer some 

entrepreneurship courses before graduating.  The inclusion of Entrepreneurship 

education in the curricula is because of the belief that individuals’ entrepreneurial skills 

and competencies can be taught and developed (Agi & Yellowe (2013).  Entrepreneurial 

education aims to develop in students a set of entrepreneurial attitudes, skills and 

competencies that allow them to create job for themselves and other people (Otache, 

2022).  Becoming a successful entrepreneur is natural for some, while others require 

certain essential skills to start and lead a business to success. These skills determine one’s 

entrepreneurial success. Successful entrepreneurs have mastery over both hard skills and 



 

TIMBOU-AFRICA ACADEMIC PUBLICATIONS 
MAY, 2022 EDITIONS, INTERNATIONAL JOURNAL OF: 

 

TIJFRMS 
 

FINANCIAL RESEARCH & MGT. SCIENCE VOL.9 

191 
ISSN: 2773-1040 

soft skills. Hard skills like accounting, marketing and financial planning are critical for 

running and managing a business and soft skills like communication, problems solving and 

decision-making among others help one to scale up their businesses. Mastery of 

entrepreneurial skills requires practice and a dedicated learning plan. 

 

OTM graduates 

Office Technology and Management Graduates are final year students in the department 

of Office Technology and Management in all the higher institutions of learning in Nigeria 

offering OTM. They include ND II students, NCE III students, HND students and four 

hundred level students in universities offering Business Education. The institutions that 

offer OTM programme are universities, polytechnics and colleges of education 

(Nwabuona, 2020). 

 

21st century Office 

Oborah  (2018) opines that modern offices provide streamlined technological services for 

employees. Creating the 21st century workplace involves way more than swapping 

typewriters for computers and notepads for tablets. Modern offices are becoming more 

and more streamlined so everything is available for employees online. The 21st century 

work place is a place for collaboration, talent recruitment. Perhaps the main area of focus 

when it comes to workspace adaptation and the most exciting is smart technology.  

Although the claims can seem outlandish, the technology already exists. 

 

Employability skills that will make OTM graduates to be entrepreneurs and relevant in 

the 21st century workplace 

Employability skills are divided into two.  Hard skills or Technical skills and soft skills. 

Technical skills are hard skills gained by using digital tools and software. The technical 

skills required by Office Technologists could be divided into two, namely, Computer skills 

and Online ICT skills. 

 

Computer skills  

Computer skills needed by the Office Technologist for the 21st century work workplace 

and entrepreneurship according to Chigbuson et al (2018) must include the following: 

ability to access and navigate the computer, word processing which is the ability to create, 

edit, save, retrieve and delete documents, ability to use the photocopier, ability to copy, 

move, rename, justify, centralise, left align documents, ability to scan. Oborah (2018) also 

enumerated some computer skills required of the OTM graduates as the  ability to use the 

Microsoft Office package (Ms Word, Powerpoint, Excel, Desktop publisher, database 

management), have knowledge of graphic design, knowledge of Management 
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information system among others. These computer skills are needed by students for 

effective self- sustenance and enabling them contribute their quota in the overall 

development of the nation.  

 

Online ICT skills, 
Under the Online ICT skills according to Atakpa (2014) the Office Technologist must know 
how to use the internet, send document via emails, browse and download information 
from the net, he/she must have the ability to use local area network, ability to use social 
network sites, ability to create websites, ability to upload information to the net, ability 
to search information in the net using search engines, ability to make business 
transactions online, ability to protect sites from hackers and crackers, ability to create 
websites for customers among others. The online ICT skills will enable students to acquire 
critical skills that would enable them to be well prepared for the knowledge economy they 
will be employed on graduation  
Other employability skills or soft skills include various skill set such as leadership, business 
management, time management, creative thinking and problem solving.  Soft 
employability skills that are vital for promoting innovation, business growth and 
competitiveness according to Chigbuson (2014) and Etonyeaku, Kanu, Ezeji, & Chukwuma, 
(2014). are as follows: 
Business Management Skills – Business management skills are traits an Office 
Technologist must have to run a business and ensure all office goals are met. Office 
Technologist with this skills set can oversee and manage operations of different 
departments because they possess a good understanding of each function.  Business 
management skills include multitasking, delegating responsibilities and making critical 
business decisions. 
Communication and active listening skills – The Office Technologist must be able to 
communicate effectively with clients, team members and all other stakeholders.  Whether 
through verbal communication during meeting or sending report and messages through 
emails about the project, Office Technologists require superior written and verbal 
communication. Apart from communication skills, Office Technologists must be excellent 
listeners to understand the project’s requirement and discussion during project meetings. 
Risk-taking skills – Being able to take calculated and intelligent risks is one of the essential 
entrepreneurial skills to learn.  Employees with an entrepreneur mindset never shy away 
from taking risks because they understand that calculated risks result in tremendous 
success.  They know that risk is an opportunity to learn and grow business to the next 
level. Employers want candidates who can take risks in pursuit of potential gains and 
profit. 
Financial skills – the ability to handle resources assess investment, calculate ROI is a must 
for entrepreneurs. Apart from this, they must know how to use accounting and budgeting 
software to keep track of the financial processes. By learning financial skills, 
entrepreneurs avoid overspending and optimally allocate resources. 
Interpersonal skills – these are also known as peoples’ skills or soft kills and sometimes 
emotional intelligence.  It is nothing but the way you communicate and interact with 
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others. Hence, it gets imperative for employees to have impeccable interpersonal 
communication skills to handle clients and maintain good relations within the team. The 
importance of interpersonal skills relates to having strong social skills. Aside from this, 
there are diverse positive reasons to acquire strong interpersonal skills, which include, to 
connect and bond with people, for social competence, which is critical for employees to 
build a positive attitude for life among others. Types of interpersonal skills include 
communication, conflict management, empathy, leadership, listening negotiation, 
positive attitude, team work. 
Networking skills – networking involves building and managing relationship with other 
professionals to grow and promote a business.  Effective networking skills open up future 
opportunities and help build a solid brand.  Networking allows Office Technologist to 
meet like-minded professionals, build future teams and stay up-to-date with industry 
trends.  It is one of the most desirable skills for Office Technologists because, through a 
solid network, they can meet professionals and access professional business expertise 
and get feedback. 
Critical Thinking Skills – Critical thinking is an entrepreneurial skill that objectively 
analyzes the information and draw a rational conclusion. It helps Office Technologist to 
assess a situation and come up with a logical solution. Employers look for candidates with 
critical thinking because it helps solve problems and build strategies for business growth. 
Usually, a critical thinker is independent, competent and reflective, this still helps Office 
Technologists to logically connect ideas, scrutinize information, evaluate arguments, find 
inconsistencies in work and solve complex issues. Instead of memorizing information, 
such candidates use the information to deduce meaningful insights. 
Problem-solving skills – often, Office Technologists face challenging situations. It could 
be a venture capitalist refusing further funding or a team member refusing to work as per 
the project guidelines, an Office Technologist must possess excellent problem-solving 
skills to handle stressful situations and calmly identify alternate solutions. Exceptional 
problem-solving skills ensure organizations reach their business goal. 
Creative thinking skills – Creativity is a valuable yet underappreciated skill in the digital 
work.  Creative thinking is the backbone for innovation and it forces employees to think 
differently. Office Technologists with creative thinking skills are never hesitant to try 
solutions that others may overlook because of fear of failure. Such people think out of 
the box and always seek input from professionals in a different field for understanding a 
new perspective. It is one of the most sought after employability skills because it allows 
them to see patterns (even when there are no patterns) and develops innovative ways to 
solve business issues (Nwanaka and Amaefule, 2011) 
Customer Service skills – quality customer service promotes the brand and increases 
loyalty. Regardless of the industry, excellent customer service skills are essential for 
business success. From talking to clients to discussing funding opportunities, customer 
service skills help Office Technologists to connect with their potential customers. 
Leadership skills – Ehirheme (2014) observes that leadership skills is being able to inspire 
colleagues, empower the workforce and lead from the front requires excellent leadership 
skills. Exemplary leaders lead by example and can take a leadership role and work as a 
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part of a team. Office Technologists with leadership skills motivate other employees, 
manage operations and delegate tasks to react the business goals. 
Time Management and organizational skills – effective time management increases 
productivity and organizes the workplace. Office Technologists with time management 
and organizational skills understand different ways to prioritize tasks and avoid 
procrastination. For ensuring timely completion of projects, Office Technologists analyze 
their team’s time, set time limit for each task, complete priority tasks first, delegate work 
to others, create a to-do list and use technology to keep the workspace organized (Udo, 
2014). 
 
Problems in acquiring employability skills for entrepreneurship and 21st century 
workplace 
Atakpa (2014) enumerated some problems associated with acquiring employable skills as 
follows: 

i. Lack of or inadequate Infrastructural facilities  
ii. Inadequate funding of the education sector  
iii. Lack of motivation to the lecturers by not constantly sending to workshops 

and conferences and even study fellowship leaves for training and retraining 
in their areas of specialization.  

iv. Students not exposed to excursion during their training 
v. Environmental factors 
vi. Demand for Collaterals for assessing loans 
vii. Lengthy approval process in the course of obtaining loans  
viii. Proven lack of records and accountability by entrepreneurs 
ix. High interest rates by financial institutions 

 
 
Ways to improve on one’s employability skills 
Oyinloye & Oluwalolam (2014) listed some ways to the mastery of these employability 
skills which help one to outperform at his/her job and steer the business to success as 
follows: 
1. Read business books – reading books encourages self-improvement and is an 
excellent way to get advice on effective business strategies and entrepreneurship. It 
improves one’s cognitive ability, increases one’s decision making and get to learn from 
the failure of others. 
2. Enroll in a course – another way to sharpen one’s skills set is by enrolling in a 
management, marketing or finance course. Taking and completing a professional course 
may help boost your business management and financial planning skills 
3. Attend workshops – always attend entrepreneurial workshops and networking 
events. Many of these workshops may have experiences business owners as speakers. It 
helps fill the gap and you may gain valuable insights on how to run your business to 
succeed  
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4. Listen to podcasts – one of the best ways to consume business related 
information on a busy day is listening to a podcast of successful entrepreneurs. Listening 
to business podcasts may give you insights into how different entrepreneurs use 
technology to speed up their business growth. It also improves one’s listening skills 
(Zuppo, (2016). 
5. Hire an experienced business mentor – experienced mentors can help 
entrepreneurs develop the skills that they are lacking. One can either work under a 
successful business owner for some time to understand how to manage a business. One 
can also meet up regularly with a professional group of like-minded people and discuss 
different ways of building and marketing a brand. Mentors help in providing valuable 
insights and professional advice that is necessary for success.  
 
Conclusion 
It is concluded that hard skills and soft skills are a must have to the Office Technologist to 
be relevant in the 21st workplace.  Lack or absence of these skills can affect graduates in 
embarking on nay business venture. The acquisition of employability skills would enable 
OTM graduate to handle all types of 21st century workplace jobs.  These skills could serve 
both as operational guidelines for those in the business as well as training package for 
new entrants.  
 
Recommendations 
i. Office Technology and Management graduating students should endevour to 

familiarize themselves with all hard and soft skills necessary to make them 
relevant in the 21st century workplace. 

ii. The Nigerian government should make enough funds available for the acquisition 
of instructional materials in Higher institutions of learning in Nigeria especially the 
polytechnics to acquire the relevant equipment. 

iii. Lecturers should be sent to workshops and conferences both nationally and 
internationally to update their knowledge in the recent skills needed in their area 
of specialization.  
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