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Abstract 

Nigerian education system has for some time now been a source of concern to employers of 
labour.  The concern focuses essentially on the quality of education in the country.  Recent 
developments in our economic, social and business life enforce on our tertiary institutions the 
responsibility to produce highly qualified graduates through the various programmes they 
are offering.  Among the programmes is Office Technology and Management (OTM).  This 
paper offers a way of developing a purposeful OTM programme for the polytechnic system.  
This is hinged on four components; (1) a good structure of the programme, (2) some 
specialization in the new office work, (3) specialization in the methods of instruction, (4) and 
a relevant curricular that contain guided exposures to meet the practical challenges in the 
office work.  The paper concludes that the change from secretarial studies to OTM is desirable 
and recommends that curricula should be constantly reviewed to be able to address modern 
challenges. 
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Introduction 

 Building a positive Office Technology and Management programme demands 
belief and confidence on the part of the teachers and administrators; belief in the 
essential need of a sound programme that will produce qualitative and competent 
graduates that can fit into the new office environment; confidence in the strength of 
the programme to withstand increasing technological and management challenges in 
the office. 

 In 2004 the National Board for Technical Education (NBTE) reviewed the 
curriculum of secretarial studies that produced secretaries, as well as changed the 
name from secretarial studies to Office Technology and Management (OTM), as a 
result of the impact of the technology on the programme.  However, the change in 
the curriculum brought about another set of problems and criticism in the 
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programme.  As the content, structure and requirements were changed, the 
curriculum didn’t consider advancement in the computer knowledge that include 
latest internet system and networking, new job titles, specification and description as 
well as career prospects and progression.  There is thus an apparent need for an 
OTM programme.   

 The OTM programme, formerly known as Secretarial Studies, offers 
specialized courses in office administration, management and office technology.  The 
programme was restructured and new courses added in order to meet up with the 
ever changing concept in the management of a technology and new office 
requirement. It is designed to equip students with new secretarial office skills for 
employment in various fields of endeavor either as secretaries or office managers.  In 
addition to the acquisition of vocational skills in office technology and management, 
the studentswould be equipped with effective work competencies and socio – 
psychological work skills essential in everyday interactions with others. 

 Graduates of this programme as NBTE (2004) further asserts, are expected to 
fit into the office of any computerized organization and perform professionally the 
functions of a secretary which among others includes using facility of 
computerization to collect/receive information, classify information, record and 
process information from various sources, attend meetings and make accurate 
records of proceedings, taking appropriate action when faced with challenging 
secretarial tasks and sharing personal qualities and attributes that are conducive and 
which co – exist with the work group. 

 The objectives of any curriculum of any programme is to prepare the learner 
for entry into employment as well as advancement in his chosen career to meet the 
manpower needs of society and serve as a motivating force to enhance all types of 
learning. 

Irene (2009) emphasizes that curriculum must have relevance to real life since 
the school is supposed to prepare students for the real world.  This implies that the 
curriculum should be relevant to the learner’s environment and reflect both his 
physical and socio – cultural world. 

 She also stresses that the idea of adding or removing items in a curriculum in 
use means curriculum revision or renewal.  She goes further to state that to renew a 
curriculum is to revise or modify an existing curriculum with the hope of providing 
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a better programme.  They both contend that curriculum is cyclic in nature and 
therefore knows no end.  Since society itself is not static, new ideas and knowledge 
are born from time to time, new technologies are discovered and new techniques 
and instruments for teaching introduced.  Therefore curriculum has to move with 
societal change and relevant curriculum must ensure that the training is not only 
relevant but also competitive. 

 Secretarial education has the primary goal of equipping its products with 
vocational skills, knowledge, effective ethics and competencies that are necessary for 
individual and collective development in secretarial duties.  It is supposed to 
provide the secretary with skills, knowledge and attitudes necessary to enter into, 
retain and progress in the world of work. 

 Ukashatu (2012) is also of the view that the existing challenges in today’s 
office technology and management include: Traditional office versus new automated 
office, New training competencies, new professional competencies and, the changing 
nature of office technology/work. 

Building a Positive OTM Programme 

In building a positive OTM programme, certain assumptions need to be considered 
whichrequires us to make certain assumptions and subject them to critical thought: 

1. That OTM is part of Secretarial education.  The philosophy and objectives of 
new OTM programme must be consistent with the philosophy and objectives 
of secretarial education. This will require filling the balance created between 
the old and new curriculum to ascertain the proper status of the secretary. 

2. That the name of Office Technology and Management with regards to how it 
fits into known job titles, job specification and description should be 
addressed. 

3. That career prospects and progression for graduates of Office Technology and 
Management after initial job entry should be reviewed.  This is an assumption 
that requires careful consideration.  It is unfortunate that even after 
restructuring the programme it fails to take into consideration of new job 
requirement. 

4. That the curriculum content should be enhanced to include update computer 
and internet knowledge, new rules and duties of secretary/office managers.  
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That there is need to regularly review the curriculum to ensure that the 
training of secretaries is not only relevant but also competitive. 

A dynamic OTM programme – A positive office technology and management 
programme must of necessity consist of the following four components, namely:  

• A good structure of the programme 
• Some specialization in the new office work 
• Specialization in the methods of instruction 
• A relevant curriculum that contain guided exposures to meet practical 

challenges in the office work. 

A good structure of the OTM programme: -Semester is one of the structures of the 
programme.  A semester may be defined as a curriculum organization in which the 
syllable of a programme are divided into prescribed sections of teaching, study, 
examination and assessment.  The programme consist of four semesters at 
ND/HND, and eight semesters at Degree level of classroom, laboratory and 
workshop activities under the department in an institution; inclusive is also a 
semester (3 – 4 months) of Supervised Industrial Work Experience Scheme (SIWES).  
A semester is a period of 17 weeks of continuous academic work, out of which there 
will be 15 contact weeks of teaching and 2 weeks of examination. Two semesters 
make one academic session.  The semester system at ND/HND level provides for a 
maximum of 8 semesters and a minimum of 4 semesters within which a student 
should graduate from a chosen accredited programme. While at ND level the 
prescribed courses expected to be offered by student are adequate; at HND and 
degree level they are not enough.  At an advanced level of this nature there is the 
need to enrich the programme with more courses.  The NBTE curriculum should be 
seen as minimum requirement to which local content could be added for 
enrichment.  These local contents could come as courses/subjects or additional 
modules of existing courses.   

Some specialization in the new office work:-As a result of the changing office 
management technology, both job and qualities of secretaries are being modified.  
The employers of labour now placed more emphasis on secretaries having formal 
knowledge, competence in the new skills, precision and keen perception (Ukashatu, 
2008).  The effective application of the new technology and skills in office work will 
be much higher that secretaries need some specialization in their training to be able 
to fit in the new office work -   specialization in the use of computer, internet and 
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networking (including e-mail and e-conferencing, fax, mobile phones) and other 
latest office machines and equipment.  The new office work is being controlled by 
digital electronic technology.  The specialization should also include not only 
information processing, but human resources management, office administration, 
financial administration, marketing and production management. To achieve this 
specialization students undergoing training in the OTM programme need to have 
active classroom teaching in new office practice, office administration and 
management and computer practical lessons.  This is simply because student 
learning experiences and good practical sessions have a close alignment to the new 
office needs. To meet up with today’s challenges in the world of work, the secretary 
needs to undergo training in information and communication technology, office 
skills, computer and word processing, internet, public relation, management and 
administrative skills, machine technological skills etc (Aminu, 2006). 

Some specialization in the method of instruction: - Methods of instruction/ 
teaching business courses and professional practice constitute the real substance and 
the quality of the lecturers/instructors.  The two are intertwined and interrelated 
towards delivering the curriculum content effectively.  Students need to have active 
participation in their classroom training/practicals and the techniques must also 
have a close alignment with the subject matter areas.  It is worth noting, however, 
that the major areas covered in the programme now are ICT and some computer 
appreciation.  It is imperative that teachers of this programme should go on capacity 
building to meet the challenges of new technology so that all OTM coded courses 
can be taughtby OTM experts rather than by Computer Scientists; a sad 
development that will only retard the development of the OTM department. It is 
equally necessary for the teachers to stress during their lessons the educational 
development desirable for work habit and attitudes as well as high operative skills.  
As Aminu (2006) asserts the secretarial studies teacher should always be optimistic, 
forward looking and make the most out of unfavorable and unfortunate situations.  
He also avers the secretarial studies teacher should develop an industrial plan, serve 
as a resource person for students, analyze their performance, counsel them and 
motivate them towards effective task performance.  As an educational consultant, he 
should help to formulate relevant statement of philosophy and objectives in 
business, help plan, evaluate and modify curriculum content to reflect on changing 
and challenging trends in education.  The educational attainment of the teacher is 
also a source of concern.  He should be professionally trained to the core.  He should 
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endeavor to keep on further training and retraining from minimum qualification of 
HND/Degree, to Master Degree or even PhD as the case may be. 

A Relevant Curriculum:- Probably no phase of the educational process is more 
critical than a relevant curriculum and its effective delivery. Bilam (2003), states that 
the important thing is that after the delivery of the curriculum, there must be a 
positive change of behavior of a student.  He further supports his argument by 
quoting Tanner’s definition of curriculum as “the reconstruction of knowledge and 
experience systematically developed under the auspices of the school or university 
to enable the learner to increase his or her control of knowledge and experience.”The 
latest information technology management has immensely expanded the roles and 
duties of the secretaries, hence the need to continue to review the OTM curriculum 
to address the challenges of the new world of work. Aminu (2006) says that the 
secretary may not be adequately prepared to cope with the changes and challenges 
going on in the today’s office especially with his current educational training in the 
Nigerian setting.    The use of relevant curriculum with appropriate modern tools 
and equipment to face the challenges has become of paramount importance for 
discussion by all those in charge. The curriculum as it applies to the various 
programmes of secretarial studies seems to be comprehensive when evaluated on 
their individual merits, but something seems to be lacking.  Aminu (2006) asserts 
that this is the inability of the formulators (NBTE) and implementers (higher 
institution), to periodically review the content in line withthe environmental changes 
that tend to affect the work place where the recipients of this education are expected 
to function and to be able to fill the missing link between the new job requirement 
(attitude, skill and knowledge) on the part of the graduates and means of inculcation 
while in the school in order to produce graduates who have the skills, knowledge 
and attitude to face the challenges of the industrial system that is information 
technology driven. Ukashatu (2012) further concludes that the secretarial profession 
has become vast and highly demanding than it used to be in the past. He maintains 
that information technology has immensely expanded the roles and duties of the 
secretary; hence there is the need to continue to review the secretarial studies 
curriculum to be able to address the challenges of modern office technology and 
management. 
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Conclusion 

The OTM programme is not actually new, but rather a revamping of Secretarial 
Studies in order to help infuse active knowledge construction rather than passive 
acquisition.The present day economic, social and business conditions dictate the 
necessity for this change.  We need to have a positive programme that can withstand 
the challenges; and to do this teachers of secretarial studies need to be upgraded and 
the curriculum should undergo constant reviewing to address the challenges of 
modern office technology and management. 
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