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Abstract
This study investigated the influence of Information and Communication Technology (ICT) on the professional skills acquisition of Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria. Three research questions guided the study. The study adopted a descriptive survey research design. The population comprised all Higher National Diploma II (HND II) OTM students in five Federal Polytechnics offering OTM in Southwest Nigeria. A multistage sampling technique was employed to select a sample of 300 respondents. Data were collected using a structured questionnaire titled Information and Communication Technology and Professional Skills Acquisition Questionnaire (ICTPSAQ). The instrument was validated by three experts, while its reliability was established using the Cronbach’s alpha technique, which yielded an overall reliability coefficient of 0.82. The data collected were analysed using mean and standard deviation. The findings revealed that ICT influences the acquisition of office administration skills among OTM students to a great extent. The study further found that ICT influences the acquisition of records management skills to a great extent. Similarly, ICT was found to influence the acquisition of time management skills among OTM students to a great extent. The study concluded that ICT plays an important role in enhancing the professional skills required by OTM students for effective performance in contemporary office environments. It was therefore recommended that polytechnics strengthen ICT integration, improve ICT infrastructure, and provide continuous practical exposure to modern office technologies to enhance students' professional competencies.
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Introduction 
Office Technology and Management (OTM) is a vocational and professional programme designed to prepare students for careers in modern office administration, information management, records administration, communication, and related business occupations (Adenekan & Oduwole, 2024). The programme seeks to develop the knowledge, attitudes, and practical skills required for effective performance in contemporary office environments. In recent years, ICT has become deeply embedded in the OTM curriculum because many office functions are now performed using digital technologies (Iheukwumere & Nkoro, 2023). Oluwalola (2020) noted that OTM students require a broad range of ICT competencies, including computer application skills, internet skills, and digital communication skills, to remain relevant in the labour market. Likewise, Okoro et al. (2020) reported that exposure to modern office technologies significantly enhances students’ preparedness for workplace demands, while Ademiluyi (2021) reported that employers increasingly expect office professionals to possess strong ICT competencies.
Professional skills acquisition refers to the process through which learners develop the competencies, knowledge, and practical abilities required for successful performance in a chosen profession (van Laar et al., 2020). Within the context of OTM education, professional skills acquisition extends beyond theoretical knowledge to include competencies that enable graduates to function effectively in contemporary office settings. This study focuses specifically on office administration skills, records management skills, and time management skills (Adenekan & Oduwole, 2024; Iheukwumere & Nkoro, 2023). These competencies have become increasingly important as offices adopt digital technologies to improve efficiency and productivity.
ICT plays a crucial role in the acquisition of office administration skills among OTM students. Through exposure to word processing applications, spreadsheet software, presentation tools, virtual communication platforms, and office automation systems, students develop competencies necessary for managing modern office operations (Tony-Okeme et al., 2023). Contemporary workplaces require employees who can efficiently utilise digital tools to coordinate activities, communicate effectively, and support organisational objectives. Beer and Mulder (2020) argued that technological advancements continue to reshape occupational requirements, making technology-based training essential for workforce preparedness. Similarly, Adenekan and Oduwole (2024) reported that digital competence contributes significantly to students’ educational outcomes, while Ezechukwu et al. (2021) identified ICT skills as an important component of professional readiness among OTM students.
Another important area in which ICT contributes to professional development is records management. Modern organisations increasingly rely on electronic records systems for storing, retrieving, processing, and safeguarding information. Consequently, OTM students are expected to develop competencies in electronic records creation, database utilisation, document management systems, and digital archiving. Okolocha and Umeokafor (2021) found that records management skills are essential for effective administrative performance in contemporary institutions. Similarly, Oluwalola (2020) observed that ICT training enhances students’ ability to manage information resources effectively, while Okoro et al. (2020) emphasised the importance of exposure to modern office technologies in developing workplace-relevant competencies. 
Time management has also emerged as a critical professional competency in the digital era. The increasing use of electronic calendars, scheduling applications, task management software, and collaborative digital platforms has changed how individuals organise and prioritise their work (John & Lawrence, 2023). ICT tools assist students in managing deadlines, coordinating activities, tracking progress, and improving personal effectiveness. As workplaces become more dynamic and information-intensive, employees who can effectively manage their time are better positioned to achieve organisational goals. The integration of ICT into educational programmes therefore provides students with opportunities to develop habits and competencies that support efficient time utilisation and workplace effectiveness.
Empirical studies have provided evidence supporting the contribution of ICT to professional skills development among OTM students and related populations. Oluwalola (2020) found that OTM students acquired substantial ICT skills that enhanced their employability and self-sustenance prospects. Similarly, Adenekan and Oduwole (2024) reported a positive relationship between digital competence and academic performance among OTM students in Oyo State-owned polytechnics. Furthermore, Ezechukwu et al. (2021) established that ICT competencies constituted an important dimension of career readiness among graduating OTM students in Southeast Nigeria. These studies collectively suggest that ICT contributes significantly to the development of professional competencies required in modern office environments.
Recent scholarship further supports the relevance of structured digital competence development in vocational and higher education, particularly where training is expected to connect technology use with learning management and employment-oriented skills (Dai, 2024; Deschênes et al., 2024; Scandurra et al., 2024; Tan et al., 2024). In the Nigerian business-education context, Okoro and Okoro (2025) similarly examined digital technology competencies in relation to employability, providing additional support for investigating how ICT-related competence is associated with work-oriented skill development.
Despite the growing integration of ICT into polytechnic education, concerns remain regarding the extent to which OTM students are acquiring the professional skills needed to meet contemporary workplace demands. Employers continue to express concerns about gaps in workplace readiness, digital competence, and office-related skills among graduates. Although previous studies have examined ICT competence, career readiness, academic performance, and exposure to office technologies, limited attention has been given to the specific influence of ICT on office administration skills, records management skills, and time management skills among OTM students in polytechnics in Southwest Nigeria. Existing studies have largely focused on general ICT competence or employability outcomes without examining these distinct dimensions of professional skills acquisition. This creates a gap that necessitates the present study.
Statement of the Problem
Despite the growing importance of ICT in professional training, concerns continue to be raised regarding the extent to which OTM students are acquiring workplace-relevant skills needed for effective performance after graduation. Although ICT facilities have become increasingly available in some institutions, the utilisation, accessibility, adequacy, and integration of these technologies into teaching and learning processes vary considerably across polytechnics. In some instances, students are exposed to ICT tools primarily at the theoretical level with limited opportunities for practical application. In other cases, challenges such as inadequate ICT infrastructure, insufficient training opportunities, irregular access to modern office technologies, poor internet connectivity, and limited exposure to current workplace software may hinder the development of essential professional competencies. As a result, concerns have emerged regarding whether OTM graduates possess the level of professional skills required to effectively perform in modern organisational settings.
The situation is particularly significant because employers increasingly seek graduates who can adapt to technologically driven work environments and demonstrate competence in managing office operations using digital tools. Modern organisations expect office professionals to efficiently handle electronic records, coordinate office activities through digital platforms, communicate effectively using information technologies, and manage time and resources productively. Where ICT integration into OTM training is inadequate, students may graduate with limited practical exposure to workplace technologies, making the transition from school to work more difficult. This may lead to skill deficiencies in areas such as office administration, records management, and time management, which are critical for workplace effectiveness. Consequently, graduates may face challenges in meeting employers' expectations, securing employment opportunities, and adapting to rapidly evolving office environments characterised by technological innovation and digital transformation.
Although previous studies have examined ICT utilisation, digital literacy, computer competence, academic performance, employability skills, and technology adoption among students in tertiary institutions, limited empirical attention has been devoted to the specific influence of ICT on professional skills acquisition among OTM students in polytechnics. It is against this backdrop that this study examined the influence of Information and Communication Technology on the professional skills acquisition of Office Technology and Management students in polytechnics in Southwest Nigeria. On this premise, the following specific objectives were formulated:
1. To examine the influence of Information and Communication Technology on the acquisition of office administration skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria.
2. To determine the influence of Information and Communication Technology on the acquisition of record management skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria.
3. To ascertain the influence of Information and Communication Technology on the acquisition of time management skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria.
Research Questions
1. To what extent does Information and Communication Technology influence the acquisition of office administration skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria? 
2. To what extent does Information and Communication Technology influence the acquisition of record management skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria? 
3. To what extent does Information and Communication Technology influence the acquisition of time management skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria?



Conceptual Model
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Fig 1-Conceptual Model
The conceptual model maps the operational pathways through which Information and Communication Technology (ICT) directly influences the professional skills acquisition of Office Technology and Management (OTM) students in South-West Nigerian polytechnics. At the foundational level, ICT acts as the independent variable, categorised into hardware (such as computers and interactive boards), software (such as MS Office and records databases), internet/cloud infrastructures, and mobile technologies. This technological framework serves as the primary catalyst, driving the transformation of traditional secretarial training into modern, digitally driven administrative education.
The core of the model is structured around three distinct pathways, representing the specific dimensions of professional skills required by contemporary OTM students. Path 1 focuses on the acquisition of office administration skills, facilitated through automated correspondence, electronic scheduling, and virtual communication tools. Path 2 outlines the development of record management skills, utilising digital filing, database management, and data security systems to handle institutional data. Path 3 details the acquisition of time management skills, where students leverage task prioritisation tools and automated reminders to optimise productivity and minimise manual processing lag.
Ultimately, these three pathways converge to define the dependent variable: the overall enhancement of OTM students' professional skills acquisition. By mastering these digital sub-skills within the context of South-West Nigerian polytechnics, the model demonstrates a direct structural flow toward the ultimate outcome. This final state supports workplace readiness, adaptability, and employability for graduates entering a rapidly evolving, technology-dependent global corporate environment.
Methodology
The study adopted a descriptive survey research design. This design was considered appropriate because it allowed the researcher to collect and analyse data from a representative sample of respondents in order to describe existing conditions and determine relationships among variables without manipulating them. The population of this study comprised 384 Higher National Diploma II (HND II) Office Technology and Management (OTM) students in five Federal polytechnics offering OTM in Southwest Nigeria. These institutions included Yaba College of Technology (YABATECH), Federal Polytechnic, Ilaro, Federal Polytechnic, Ado-Ekiti, Federal Polytechnic, Ede, and Federal Polytechnic, Ede.
A sample size of 120 HND II Office Technology and Management (OTM) students was selected from the population of 384 students. The sample was selected using a proportionate stratified random sampling technique. The five Federal polytechnics constituted the strata. Thereafter, respondents were selected from each institution in proportion to its population using simple random sampling (balloting without replacement). This sampling technique ensured that every HND II OTM student had an equal chance of being selected while guaranteeing adequate representation of all the participating institutions.
The instrument used for data collection was a structured questionnaire titled “Information and Communication Technology and Professional Skills Acquisition Questionnaire (ICTPSAQ).” The instrument was divided into two main sections. Section A elicited demographic information of the respondents, while Section B was subdivided into three clusters. Cluster I centred on 8 items addressing the influence of ICT on the acquisition of office administration skills; Cluster II addressed 7 items on the influence of ICT on the acquisition of records management skills; and Cluster III focused on 8 items on the influence of ICT on the acquisition of time management skills. The questionnaire items were structured on a four-point scale of Very Great Extent (VGE), Great Extent (GE), Low Extent (LE), and Very Low Extent (VLE) with nominal values of 4, 3, 2, and 1, respectively.
The instrument was validated by three experts. To determine the reliability of the instrument, a pilot test was conducted among 20 OTM students at the University of Ibadan, which was outside the study area. The Cronbach’s alpha method was used to analyse the reliability coefficient, and reliability values of 0.78, 0.72, and 0.82 were obtained for clusters I, II, and III, respectively; an overall coefficient of 0.82 was obtained, indicating that the instrument was reliable for the study. Data for the study were collected by the researcher with the assistance of research assistants who were briefed on the procedures for administration. The questionnaires were administered directly to the respondents and retrieved immediately after completion to ensure a high return rate. The data collected were analysed using descriptive statistics of mean and standard deviation to answer the research questions. The mean ratings were interpreted using a criterion mean. A mean value of 2.50 or above indicated that an item was rated Great Extent, while a mean score below 2.50 indicated that an item was rated Low Extent.
Results
Research Question 1: To what extent does Information and Communication Technology influence the acquisition of office administration skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria? 
Table 1: Respondents’ mean and standard deviation ratings on the extent ICT influence the acquisition of office administration skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria
	S/N
	To what extent:
	X
	SD
	Remarks

	1
	has word processing software improved your ability to produce professional office documents.
	3.42
	0.88
	Great extent

	2
	has spreadsheet applications (e.g., Excel) enhanced your skill in preparing office budgets and data sheets.
	3.18
	0.91
	Great extent

	3
	can you perform electronic filing and document retrieval better because of ICT training.
	2.87
	0.97
	Great extent

	4
	Has ICT tools helped you learn how to manage office databases (e.g., keeping staff or client records)
	2.44
	1.02
	Low extent

	5
	has presentation software such as PowerPoint made you better at preparing slide shows for office meetings.
	3.26
	0.89
	Great extent

	6
	are you skilled at managing office appointments and schedules using digital calendars (e.g., Outlook, Google Calendar).
	2.38
	1.04
	Low extent

	7
	has using the internet to find office forms, templates, and official letters influenced your administrative skills.
	3.11
	0.93
	Great extent

	
	Cluster Mean
	2.95
	
	Great extent



The data in Table 1 reveal the item-by-item analysis of respondents’ ratings on the extent ICT influences the acquisition of office administration skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria. The results revealed that items 1, 2, 3, 5 and 7 with their respective mean scores of 3.42, 3.18, 2.87, 3.26 and 3.11 were rated as Great Extent by the respondents. However, items 4 and 6 with mean scores of 2.44 and 2.38 were rated as Low Extent. The cluster mean of 2.95 indicates that respondents perceived ICT to influence the acquisition of office administration skills among OTM students to a great extent. The standard deviation scores ranging from 0.88 to 1.04 indicate that the respondents’ ratings were closely related and showed relatively little variation.

Research Question 2: To what extent does Information and Communication Technology influence the acquisition of record management skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria? 
Table 2: Respondents’ mean and standard deviation ratings on ICT influence the acquisition of record management skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria
	S/N
	To what extent:
	X
	SD
	Remarks

	8
	has computer databases helped you learn how to store and organize office records properly.
	3.31
	0.86
	Great extent

	9
	has ICT improved your ability to classify and index records electronically.
	3.07
	0.92
	Great extent

	10
	are you able to retrieve records faster using search functions on computers than using manual methods.
	3.46
	0.84
	Great extent

	11
	have you gained digitizing paper records as a skill through ICT training
	2.41
	1.03
	Low extent

	12
	has ICT taught you how to back up and restore office records to prevent loss of information
	2.78
	0.95
	Great extent

	13
	are you better at creating and maintaining electronic register books for incoming and outgoing records.
	2.36
	1.07
	Low extent

	14
	has ICT helped you learn how to apply security measures (like passwords) to protect confidential records
	3.15
	0.89
	Great extent

	
	Cluster Mean
	2.93
	
	Great extent



The data in Table 2 reveal the item-by-item analysis of respondents’ ratings on the extent ICT influences the acquisition of record management skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria. The results revealed that items 8, 9, 10, 12 and 14 with their respective mean scores of 3.31, 3.07, 3.46, 2.78 and 3.15 were rated as Great Extent by the respondents. Conversely, items 11 and 13 with mean scores of 2.41 and 2.36 were rated as Low Extent. The cluster mean of 2.93 indicates that ICT influences the acquisition of record management skills among OTM students to a great extent. The standard deviation scores ranging from 0.84 to 1.07 indicate that the respondents’ ratings were closely related and homogeneous. Research Question 3: To what extent does Information and Communication Technology influence the acquisition of time management skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria?
Table 3: Respondents’ ratings on the extent ICT influence the acquisition of time management skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria
	S/N
	To what extent:
	X
	SD
	Remarks

	15
	has digital calendars (e.g., Google Calendar, Outlook) helped you plan your daily office tasks better.
	3.12
	0.91
	Great extent

	16
	has setting reminders on my phone or computer has improved my ability to meet deadlines for office assignments.
	3.28
	0.87
	Great extent

	17
	has ICT tools helped you to learn how to create and follow a daily work schedule.
	2.85
	0.96
	Great extent

	18
	has the task management apps (e.g., Microsoft To Do, Trello) improved your skill in prioritizing office work.
	2.47
	1.01
	Low extent

	19
	can you estimate how long office tasks will take because of your experience with ICT-based time tracking.
	2.39
	1.05
	Low extent

	20
	has ICT reduced the time you spend on manual paperwork, allowing you to manage time better
	3.33
	0.89
	Great extent

	21
	have you learned to avoid time-wasting activities on the internet while performing office duties.
	2.58
	0.98
	Great extent

	
	Cluster Mean
	2.86
	0.95
	Great extent



The data in Table 3 reveal the item-by-item analysis of respondents’ ratings on the extent ICT influences the acquisition of time management skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria. The results revealed that items 15, 16, 17, 20 and 21 with their respective mean scores of 3.12, 3.28, 2.85, 3.33 and 2.58 were rated as Great Extent by the respondents. However, items 18 and 19 with mean scores of 2.47 and 2.39 were rated as Low Extent. The cluster mean of 2.86 indicates that ICT influences the acquisition of time management skills among OTM students to a great extent. The standard deviation scores ranging from 0.87 to 1.05 indicate that the respondents’ ratings were closely related and showed little dispersion from the mean.


Discussion 
The study revealed that ICT influences the acquisition of office administration skills among Office Technology and Management (OTM) students in polytechnics in Southwest Nigeria to a great extent. This finding suggests that ICT has become an important tool in developing the competencies required for effective office administration. The finding is supported by Oluwalola (2020), who found that students acquired substantial computer application, desktop publishing, internet, and office-related ICT skills that enhanced their preparedness for employment and self-sustenance. Similarly, Okoro et al. (2020) reported that graduating OTM students in polytechnics in Imo State were adequately exposed to modern office technologies, which enhanced their readiness for office duties and administrative responsibilities. In another related study, Oyinloye et al. (2021) found that office technology students identified office automation, document processing, electronic communication, and information management as essential office skills required for effective performance in modern offices.
The study further found that ICT influences the acquisition of record management skills among OTM students to a great extent. This finding agrees with the study of Mshelia and Ejiro-Oghen (2023), which established that digital records management skills are essential competencies required of OTM graduates for global relevance in civil service. The authors identified electronic filing, records classification, information retrieval, and database utilisation as critical skills that can be enhanced through ICT exposure. Similarly, John and Lawrence (2023) found that electronic records management skills such as word processing, database management, electronic storage, and digital document handling are indispensable competencies required of OTM students in contemporary offices. Furthermore, Afriyie et al. (2020) reported a high level of ICT integration in records management activities, including processing, storage, retrieval, recovery, and transmission of records within tertiary institutions.
The study also revealed that ICT influences the acquisition of time management skills among OTM students to a great extent. This finding implies that digital calendars, scheduling applications, reminder systems, task management software, and other ICT-based productivity tools assist students in planning activities, prioritising tasks, meeting deadlines, and managing workloads effectively. The finding is consistent with Adenekan and Oduwole (2024), who reported that digital competence positively influenced the academic performance of OTM students in Oyo State-owned polytechnics. The authors argued that students with stronger digital competencies were better able to organise learning activities and utilise technology efficiently, thereby improving performance outcomes. Likewise, Iheukwumere and Nkoro (2023) found that information and management technology competencies are essential employability requirements for OTM graduates in the digital age. This finding also supports the finding of Ezeh et al. (2021) that effective utilisation of digital technologies contributes significantly to time management by helping students organise schedules, track tasks, and meet academic and professional obligations.
Conclusion
This study examined the influence of Information and Communication Technology on the professional skills acquisition of Office Technology and Management students in polytechnics in Southwest Nigeria, focusing on office administration skills, record management skills, and time management skills. The findings revealed that ICT influences the acquisition of all three categories of professional skills to a great extent. The study established that exposure to ICT tools enhances students’ ability to perform office administrative functions, manage organisational records efficiently, and utilise time more productively in both academic and workplace contexts. The results further underscore the growing importance of ICT as a catalyst for developing workplace-relevant competencies required in contemporary office environments. Consequently, the study concludes that effective integration of ICT into OTM education remains essential for producing competent, adaptable, and employable graduates capable of meeting the demands of the digital workplace.
Recommendations
Based on the findings and conclusion of the study, the following recommendations were made:
1. Polytechnic management should strengthen ICT integration in OTM programmes by providing adequate and up-to-date office technologies such as word processing software, spreadsheet applications, presentation tools, office databases, and digital communication platforms. 
2. OTM departments should increase practical training in electronic records management by exposing students to modern records management systems, electronic filing procedures, database applications, cloud storage technologies, and digital archiving tools.
3. Lecturers should incorporate ICT-based productivity and scheduling tools into classroom instruction and practical exercises to strengthen students’ time management skills. The use of digital calendars, task management applications, reminder systems, and project scheduling software should be emphasised to help students develop effective planning, prioritisation, and deadline-management abilities. 
4. Polytechnics should organise regular ICT workshops, seminars, and hands-on training programmes for OTM students to ensure continuous exposure to emerging office technologies and evolving workplace practices. 
5. Government agencies and educational stakeholders should invest in ICT infrastructure within polytechnics, including reliable internet connectivity, functional computer laboratories, and relevant software packages that support professional skills development among OTM students.
Limitations
The study was limited to HND II Office Technology and Management students in Federal polytechnics in Southwest Nigeria. Its findings are based on respondents’ ratings obtained through a structured questionnaire and should therefore be interpreted as reported perceptions of the extent of ICT influence. In addition, the descriptive survey design and use of mean and standard deviation describe observed response patterns but do not, by themselves, establish causal effects. 
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