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Abstract 

One hundred and sixty chief executive officers and senior administrative 
staff of government ministries in Cross River State were surveyed to 
ascertain the communication competencies required by business education 
graduates for effective performance in organization.  The survey made use 
of  a 14 item questionnaire and had 84.4% response rate.  Data collected 
and analyzed indicated that business education  graduates need to possess 
the ability to  listen effectively, use computers to edit official documents 
among others. 

 
Communication involves symbols, gesture, sounds, letters, numbers, and 

words that can only represent or approximate the ideas that they are meant to 
communicate. Communication means the imparting or exchange of ideas, attitudes 
and information by use of human abilities or technological medium. It also connotes 
the transmission and reception of ideas; the broad field of human interchange of 
thoughts and opinion, the process of giving and receiving facts, ideas and feelings 
(Ukeje, 1992). Communication as the livelihood of an organization is the process by 
which information, ideas, directions, explanations, including questions are transmitted 
from person to person or from one group to the other.  

 
 Communication competence is the possession of the abilities or skills of the 
use and transmission of information either through the electronic media or any other 
medium. Communication competence describes ones ability to use words, language, 
or construct letters, or memos, or any other communication documents meaningfully 
and to use and transmit same using appropriate media. The success of every 
organization depends to a large extent on the ability of the management to influence 
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and mobilize the organizations’ workforce to perform and use its skills in controlling 
organizational relationship with its external environment. Communication is a 
veritable instrument for organizational goal achievement. It is a key function that 
envelops and engineers all other management functions. It is essential therefore, that 
employees possess the ability to communicate meaningfully. If communication fails 
or ceases being effective, it is obvious that employees or the workforce are bound to 
work without direction, and clear objective. If employees do not possess the 
communication competence, the flow of information, the human interchange of ideas, 
thoughts and opinions required for mutual understanding and directives will not be 
possible among individuals or workgroups in an organization. 
 
 Spencer and Spencer (1993) noted that competency in business education is a 
job related performance of an individual. Job performance competence can be 
accumulated within an individual and represent a capacity to perform at some future 
point. Essentially, these views relate to characteristics (ability) possessed by an 
individual that, under normal conditions, should result in an acceptable or superior job 
performance. This notion is based on the premise that competencies in business 
education are linked to individual performances (Spencer and Spencer, 1993).  It 
follows that competency in business education could be perceived as a fundamental 
knowledge, ability or expertise in a specific discipline or subject area or skill set. 
Competence is a standardized requirement for individuals to properly perform a 
specific job. It encompasses a combination of knowledge, skills and behaviors that 
could be utilized to improve performance (Ericson, 2001). 
 
 A business education graduate possesses competences as long as the skills, 
abilities and knowledge that constitute that competences are a part of him or her, 
enabling the person to perform effective actions within a certain workplace 
environment in an organization (Fawler, 2002). All competence is action based (i.e, 
utilization). In business education, competence is better demonstrated through action 
in a work environment. Thus, to be competent, graduates need to be able to 
demonstrate and manifest their knowledge, skills and abilities in a given task. Their 
performance will be accompanied with  modest behavior that portrays proficiency in 
the performance of the activities involved in the task. Competency grows through 
experience and the ability of an individual to learn and adapt. This implies that 
competence embodies knowledge, skills and abilities (KSA) including behavioral 
characteristics that are associated with superior performance (Fawler, 2002). Thus, 
competency in business education must be observable, measurable, linked to job 
performance and be based on a string and outstanding performance. 
 
Statement of the Problems 

As organizations, the world over strive to adhere to competitive advantage, 
they are therefore, interested in job applicants who possess performance abilities 
especially in the area of communication. In this era of  information and technological 
advances, communication is used in most cases to achieve organizational harmony.  
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Employees need to essentially possess good communication competencies to facilitate 
meaningful exchange of ideas, thoughts and instructions. Mills (2000) noted that 
where employees lack communication skills, mutual understanding collapses, 
directives diminish and the smooth interchange of ideas fails. Experiences show that 
employers of labour today place much emphasis on communication skills of 
prospective job applicants. Most often, graduates of business education  find 
themselves lost and dropped in employment interviews due to their poor 
communication abilities. Unfortunately too, there have been repeated cases and 
experiences of organizational disintegration, crisis and conflicts all resulting from the 
poor communication skill of employers and employees. As communication remains 
the fulcrum for achieving team work cohesion and shunning social loafing, among 
employees, the problem of this study therefore is: what are the communication skills 
needed by business education graduates for effective performance in organizations. 
 
Purpose of the Study 

The Purpose of this study was to identify the communication competencies 
needed by business education students for effective job performance in organizations. 
Specifically, the study sought to identify the office communication competencies 
needed by business education students for effective job performance in organizations 
 
Significance of the Study 
 The result of this study will be of immense significance to both lecturers and 
students. It will help them to understand the need to take communication study very 
essential while in school. Specifically the study will help students to realize the 
importance attached to communication competences by employers of labour. It will 
equally serve as a reference material to those in the field of communication. To the 
teachers, this study will help to stimulate their awareness also to the relevance and 
regard on communication discipline. It will equally bring to the fore and to the 
realization of the teachers that employers today are interested in job applicant who 
possess good communication competencies. Finally, this study will also add to the 
volumes of relevant materials in communication literature for public references.      
 
Research Question 
 This study was guided by one research question thus: What are the 
communication competencies required by business education students for effective 
job performance in modern organizations.  
 
Scope of the Study  
 This study was restricted to the identification of communication 
competencies required by business education graduates for effective job performance.  
The study made use chief executive officers and senior administrative staff in 
government ministries in Cross River State as subjects. These respondents were 
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drawn from the ministries of: Information, Commerce and Industry, Education, 
Justice, Women Affairs, Local government Commission and Chieftaincy matters, 
Board of Internal Revenue including the ministry of Finance all in Cross River State.  
 
Method 
 The descriptive survey design was adopted for this study. It involves a 
onetime observation of independent and non manipulative variables (Asika, 1991). In 
this type of research, data are usually in their natural setting without interfering with 
them variables (Uzoagulu, 1998). 
 The instrument for data collection in this study was a structured questionnaire 
developed by the researcher after a careful determination of the focus of this study, its 
purpose and research question as well. The questionnaire contained 14 items to elicit 
information on the communication competencies required by business education 
students for effective job performance in organizations. A total of 160 copies of the 
questionnaire were distributed to the respondents through the help of research 
assistants.  The instrument was carefully face-validated by five experts in the field of 
business education. The aim here was to ensure that the suitability of the items of the 
instrument to the purpose of the study. A total of 135 out of the 160 copies of the 
instrument distributed were retrieved and used for analysis in this study. The mean 
and the standard deviation were use to answer the research questions. In doing this, a 
cut-off point of 2.5 was used as a baseline score for acceptance or rejection of each of 
the items. Thus, any item with a mean score of 2.5 and above was accepted and 
considered as one of the communication competencies required by business education 
students for effective job performance in organizations. Items rating below 2.5 were 
discarded and were not required by business education students. The standard 
deviation was used to check the dispersion of each of the mean from the grand mean.  

 
Findings and Discussions: 
Mean Rating of Respondents on Office Communication Competencies 

S/N Item N X SD  Decision  

 1 Possession of good command of 
English language 135 3.52 0.50 

0.62 
 

 

  Accepted 

2 Incompetence in the use of additional 
foreign language  135 1.61     Rejected 

3 Inability to write constructively  135 1.51 0.50 Rejected 
4 Ability to communicate meaningfully  135 3.44 0.57 Accepted 
5 Ability to listen effectively  135 3.41 0.60 Accepted 
6 Incompetence in the use of body 

language 135 1.57 0.62 Rejected 

7 Ability to make good selection on 
communication channels  135 3.44 0.61 Accepted 

8 Incompetence in proof reading office 
mails or documents   135 1.50 0.50 Rejected 

9 Competence in the use of official terms 
(abbreviations ) 135 1.52 0.57 Accepted 

10 Inability to edit official documents  135 1.55 0.59 Rejected 
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11 Ability to draft official reports  135 3.47 0.57 Accepted 
12 Ability to draft official proposals  135 3.49 0.50 Accepted 
13 Ability to draft official letters  135 3.50 0.50 Accepted 
14 Ability to draft official memoranda  135 3.48 0.50 Accepted 

2.64/0.55 
 
 Results of data analyzed indicate that office communication competencies 
preferred by employers of business education graduates for effective job performance 
in organizations include: possession of good command of English language, ability to 
communicate meaningfully, ability to listen effectively, ability to make good selection 
of communication channel, ability to draft official reports; proposals, letters and 
memoranda. Each of these items yielded mean scores above 2.5 used as a yard stick 
for acceptance or rejection of items in this study. 
 
 Thus, the above items were accepted and therefore regarded as most highly 
preferred by employers of business education graduates for effective job performance 
in organizations. On the contrary, incompetence in the use of additional foreign 
language, inability to write constructively; incompetence in the use of body language, 
incompetence in proof reading office mails and documents including the inability to 
edit official documents were rejected and therefore were regarded as not preferred by 
employers of business education graduates for effective job performance. The above 
indication shows that business education graduates require clusters of office 
communication competencies in order to brighten their employability chances as well 
as to enhance their productivity in organizations. Gareth and George (2003) reported 
that office communication enables employees and management to increase efficiency, 
quality and responsiveness to customers and to handle innovation and change. Fowler 
(2000) in stressing the relevance of communication noted that high school graduates 
in Canada need to possess effective communication skills. They need to possess the 
ability to listen effectively; use body languages, select good communication channels, 
use computers to edit official documents as well as draft official documents, reports, 
proposals, letters and official memoranda. The findings of Fowler, interestingly, are 
in line with the results of this present study. 
 
 Thus, Dada (2003) reported that business education graduates need to possess 
good command of English language, ability to communicate fluently and 
meaningfully and ability to use body languages and to write constructively. It is 
pertinent to point out here that Dada’s findings are in agreement with the finding of 
the present study. Thus, these competencies are essential in order to enable business 
education graduates, compete favourably in the labour market as well as meet the ever 
increasing labour requirement by employers of labour. Essentially, employers of 
labour stress much on communication because good communication competencies 
help to extend expression and to send psycho-social messages that build both 
understanding and pleasant social relation between communicating parties especially  
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in a face-to-face interaction. Similarly, good communication competencies save time, 
makes efforts more effective and equally builds goodwill.   
  
Conclusion 
 Communication is an essential ingredient of management. It remains the hall-
mark of human interaction and interchange of thoughts. It is through communication 
that interdependence and work coordination is achieved in all organizations. The skill 
of professional business communication therefore, is needed by all and sundry in 
order to be effective in the performance of organizational functions. 
 
Recommendations 
 Business education students require communication skills for clear 
understanding and inter-change of ideas, thoughts and instructions in their official 
responsibilities. It is proffered here that communication as a discipline need to be 
given adequate attention in its delivery function. Professional business 
communications delivery function should go beyond the present level of teaching. 
The practical test of composing and drafting official mails based on circumstances 
and needs should be emphasized. This will help students to internalize the 
fundamental use of official languages as well as the construct of massages and mails. 
If students learning experiences are extended in this dimension, then the much desired 
communication skills by business education students will no doubt become a reality 
in their achievement. 
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