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Abstract 

The global change in education has affected every human spheres and 
boundaries including office technology and management as a course. 
The ever using of technologies for teaching and learning has equally 
affected the mode of learning in the OTM programs. This paper 
therefore, tries to examine the adoption of E-learning as a new 
technology technique in teaching and learning office technology and 
management education (OTME) as online learning that can yield better 
positive result in producing graduates who are highly equipped, 
intellectual and practical (skillful) in the use of computer, internet and 
other technological facilities in handling their office activities and thus 
factual result to assist in finding solutions and effective office practices 
and management. Specifically, the paper shows that there is 
technological development taking place globally and this has made the 
operations in the office to be carried out with modern technologies. 
These becomes necessary for OTM lectures to direct their teaching and 
learning towards acquiring the necessary skillsthat will develop their 
students’performance in an e-office. Also, the concept of e-learning, 
technologies and areas used in delivering learning in OTM, why must 
OTM be taught using e-learning, impact(effect) of e-learning on OTM 
graduates, issues and challenges in using e-learning, 
Recommendations, future use of e-learning and conclusion are 
discussed.  
 
 
The 21st century offers learners in various fields with far more options to learn 

and grow intellectually. Office Technology and Management as a discipline, has 
witnesseda gigantic learning technology that is used in providing education and training 
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to its students in a large scale, for economic survival and to meet the ever changing 
requirement of the business society and also to meet the individual’s special 
requirements and tastes.  

This assertion was supported by Hemantetal (2014) that, E-learning had 
witnessed an unprecedented technological advancement. The world has become a 
(global) village where the use of technology application has become exponential in the 
growth of knowledge, again at ever increasing rate in the size and quality needed. 
Hemantetal(2014) added that, the world wide social concerns for freedom and general 
quality of life and that of universal access in respect of opportunities for relevant and 
quality education to make individuals in the areas of economic survival and advantage 
had become a necessity. 

Ojo, and Akhademe, (2016) report that, the World Wide Web (www) is being 
used to improve communication, collaborative learning, sharing of resources, promoting 
active learning and delivery of office education in a conventional learning model. In 
view of this assertion, E-learning in this era, is said to be virtual to universities, 
polytechnics and collages of education that undertake courses in office technology and 
management as it may provide the desired goals of training in the field. The utilization, 
instruction, and training in producing graduates of office technology and management 
(OTM) has since been adopting learning through electronic media, Olayanju, (2016). He 
further stated that the introduction of new technology has provoked real questions as to 
whether secretarial professional (now OTM) are still needed in the office environment. 
He added that, due to the inventions and innovations in modern technologies where 
computers are used in offices, it is therefore needful to adopt the use of E-learning as 
numbers of students (graduates) in office are in large scale.This paper, is trying to focus 
on the benefits of E-learning as it can be used in delivering learning in OTM, why is it 
necessary to employ  E-learning in teaching and learning OTM?What impact does E-
learning have on using E-learning? 

Basically, there exists some challenges in handling the OTM graduates, 
examples are in the areas of Data-base Management, handling of office equipment, 
customer services, report writing, budget management system analysis, etc. Based on the 
ongoing challenges the author would report on the appropriate things needed to be done. 
Equally suggestion on how the future would look like on the use of E-Learning and 
conclusion. 
 
New Technologies used in Delivering Lectures in OTM 

Areas used by E-learning in delivering learning in a programme like OTM is on 
the realization of the set objectives, OTM students should be trained to acquire the 
required skills, attitude and knowledge needed for modern office management (Ojo and 
Akhademe, 2016). They further states that, new technologies should be effectively 
utilized in training institutionsto match graduate with the current demands of modern 
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organization. Ugwoke, (2011) supports that, the utilization of ICT (information and 
communication technology) will be effective and important in all the component areas 
of office management.Atakpa (2010) disclosed that, secretarial functions everywhere in 
the world had witness a lot of technical changes, and therefore needed a way in which 
learning can be delivered through the use of new technologies. Thus, the diversities of 
these applications (technologies) required the office manager to posses’ new skills and 
sub-skills to enable him to function effectively in the modern office. With E-learning 
these skills and competencies can only be acquired during teaching and learning. The 
requirement is pertinent that office technology and management lecturers should up-date 
themselves on how to apply and deliver their teaching by using new technologies.  

According toOjo and Akhademe, (2016), identifies some new technologies for 
teaching and learning OTM to include radio set, television set, audio tape player/cassette 
and video players, projectors, satellites connection, sensor and other hardware and 
software, essential used in delivering of instruction others include computer, overhead 
projectors, electronic whiteboard, film strip, CD-ROM, photocopier, scanner, printer and 
Microsoft access. These technologies can be grouped into three, namely (i) 
Telecommunication Facilities (ii) Multimedia Facilities and (iii) Internet Facilities. 
 
Telecommunication Facilities  
According to Ojo and Akhademe, (2015) highlighted the following as 
telecommunication facilities to be used in teaching and learning of office technology and 
management:  
1. Radio and Television: This include audio and audio visual technology, 
commonly used by teachers in education as educational tools. Radio produces audio 
voice while television gives moveable’s pictures and at the same times audio voice. 
They are used as instructional technology which main purpose is to improve the quality 
of classroom teaching. 
2. Facsimile (Fax) Machine:This is a machine that helps in transmission of 
information. It provides graphical information via normal telephone lines. Faxing 
Machine uses special fax number if dialed connects to a phone and document fed into 
the machine that takes approximately one to six minutes to scan and convert the 
information into electrical impulse. 
3. Mobile Phone: Mobile Phone becomes the most common device used in 
teaching and learning which is the one of the most prized possession among users today. 
This can be used by teachers for class assignment through text message. It is believed to 
be the fastest and cost effective in imparting information.  
4. Teleconferencing: This device can aid educational activities through telephone. 
It is referred as an interacting electronic communication among people which are from 
different location at two or more different places. Teleconferencing is used to apply 
telephone calls where more than two people can discuss at the same time within a call. 
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5. Telex: telex is a switched network of tele-prints that can be similar to a 
telephone network, in which text based messages are send. Ojo and Akhademe, 
described the use of telex in teaching and learning office technology and management 
that, teachers can group their students to perform certain education activities during 
holidays. The group can discuss and carry out the assignment through teleconferencing. 
6. Multi-media Facilities:Multimedia are those ICT Facilities that are said to 
combine basic types of media into learning environment, a good example as mentioned 
by Ojo and Akhademe (2015) said to include: Video sound, andgraphic. The use 
multimedia in teaching and learning environment, provides students with the technical 
steps needed to produce multimedia document, encourage deep reflective thinking and 
empower students to create and design rather than absorbing representations created. 
7. Internet Facilities:The use of internet has become the top of the day where 
internet provides accessibility to wide areas of information on various subject matters. 
Chukwumezie (2002) cited by Ojo and Akhademe, (2015) posits that, office manager 
should be taught in computer and communication skills, in order to manage information 
effectively via the net. 
Bupo,(2015) equally disclosed that, teaching and learning have been made easy with the 
introduction of technologies. The use of these technologies has influenced students to 
establish friendly ways to source knowledge andeven interact with knowledge 
givers.Teachers, lecturers and other educational providers can make their works easier 
with the use of educational resources and what is prepared is not easily forgotten and 
delivered to students. Communication processes that exist between the learner and 
teacher is clear and shortened as students can reach their teachers via non-personal 
means such as E-mail, Chats, skyp, blogs e.t.cthe educators of OTM can said to deliver 
their lectures easily by using slides and projectors as to the disadvantage of using chalk 
board or as the case may be in the olden times. 
The utilization of different electronic devices confrontingeducational system is said to 
have played a vital role in aiding both students and teachers in the learning and teaching 
process. As indicated by Okerekein Bupo, (2015), electronic mail real time text 
conferencing and online teachings have been used in delivering knowledge in several 
years. It was also posited that, other devices like computer (desktops, laptops, note book 
e.t.c), projectors, Digital versatile Disc (DVD), compact Discs (CDs), closed circuit 
television (CCTV), mobile phones with internet application are said to be used 
(Bupo,2015). 
 
Why must OTM be taught using New Technologies? 
The use of technology have become a global usage and therefore any field in education 
who wants to advance in teaching must adopt the use of E-learning (applying new 
technologies) in teaching of its students. 
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The following are some of the reasonswhy OTM should be taught using new 
technologies: 
i. Ojo and Akhademe, (2015) disclosed that, new technologies if effectively used 
can bridge the gap between what is being taught and what is used in the place of work. 
ii. New technologies can effectively deliver the mandates of our educational 
system, the quality of the training given to individuals passing through a course or the 
other provides adequate skills and information needed in the real world sense (Utoware 
and Kren-Ikidi 2013). 
iii.  New technology (E-learning) mode used in education gives advantages to its 
users by  providing an interaction between learners and teachers or learners to learners 
beyond of time and space limitation (Rajper, Ghumro and Shaikh, 2015) 
iv. Base on OTM curriculum software Application is a skill – acquisition course 
that exposes the students to practical application of computer software packages 
(Agboola, Ademiluyi and Ademiluyi, 2014). 
v. The Video instructions that are provided form audio and video, learning can be 
rewound, seen, and heard again and again if one cannot understand the topic at first it 
can be replayed. 
vi. Through discussion using the boards and chats, gives the learner the ability to 
interact with everyone online and also clear his/her doubts if any. 
vii.  The used of e-learning facilities can not only benefitsthe learner orindividual 
self as it is carried out on day by day basis but also on weekends or where one has free 
time to enjoy, that is, there is no hard and fast rule. 
viii.  It is a very convenient and flexibleoption, above all, one does not depend on 
anyone for anything. 
ix. According to Nwonsa,Egbube and lanyi(2013) the following skills are required 
by office managers and therefore need to be taught using new technologies. 
(a)Telecommunication skills: - These skill are require by OTM graduates for effective 
transmission of information by electromagnetics means which include:Skills to manage 
Audio conferencing, Operational skills to handle video conferencing equipment during 
meeting. Knowledge of understanding and managing telecommunication facilities. 
(b) Message handling system skills: - Office managers are expected to passes skills in 
the following message handling system which include: 
• Skills in fax  
• Skills in telex  
• Skills in electronics mail. 
• Skills in voice, and  
• Skills in Telex text. 
(c) Document management system skills:-This has to do with word processing skills 
where the use of advanced hardware are used to manipulate words, sentence and 
paragraphs as it plays a role in copying, cutting and pasting text in a documents 
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retrieving of files, editing existing document, etc. Other skills required here include; 
reprographic skills and Data processing skills, and desktop publishing skills.  
Rose (2016), also suggest the need to incorporate personal mobile devices and social 
media into teaching and learning of office technology and management education 
subjects. Considering these facts, she mention the following as to why OTME needs e-
learning: 
(i) OTME is a skill-oriented course and has technological-based programme, its 
needs new technologies such as Telecommunications, facscimile, television, radio and 
others. When e-learning is incorporated as personal mobile devices and social media 
will blend better and enhance teaching and learning of the subjects(Rose, 2016).  
(ii)  The use of e-learning tools is necessary in OTME because technology in the 
classroom can have a positively motivating effect on students’ learning. Also, it can 
bring or gives freedom to learners as they are connected and collaborated outside class 
boundary as well as to gain practical experience for the workforces. 
(iii)  It gives students the opportunity to collaborate with peers in an engaging and 
interactive setting. Growth in social media creates new opportunities for engaging 
students. Example, Facebook, Myspace, LinkedIn, WhatsApp, twitter etc.  
(iv) With e-learning using social media, it encourages collaboration and reinforces 
real world skills. Equally, it allows for more freedom in interaction between students 
working on project and assignment. 
(v) E-learning can engage instructors and teachers to produce more meaningful and 
deep learning experiences by using films, television show, popular music, new stories, 
literature, documentaries and videos from source such as YouTube. 
(vi) Due to large number of students’ enrollment for OTM programme it becomes 
necessary on lecturers to employ the use of e-learning. This enables easy work when 
handling the large group, and encourages students to have their own e-mail address, 
practice download and upload data, there-by minimizing use of hardcopy to encourage 
paperless office(Rose, 2016). 
 
The Future of E-learning  

Over the past few years, adoption of technology in education has increase 
significantly (Hemant, Rajiv and Manohar, 2014). It seems that most of educational 
institutions like to invest in modern forms of learning and this tends to increase growth 
with e-learning in all fields. The new form of education through technology is attracting 
with entrepreneurs around the world to invest and develop new form of e-learning 
products.  
 According to Decebo (2014) it was reported that, there was compound annual 
growth rate for e-learning in five years which is estimate for approximately 7.9% from 
2012 to 2016. This index was estimated in the global market for self-paced E-learning. 
The study reveals that North America had 4%, Latin America 12:5%,Western Europe 
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4.5%, Eastern Europe 16%, Asia 15.3%, Middle East 8% which Africa having 12.8% as 
of growth region by calculation from the above statistics there is possibility of greater 
increase in growth from the ratio given in each of the region. Specially, in Asia the 
Universities will adopt a higher growth and can provide cheaper effective education to 
the learners using the e-learning. This focus indicates that, North America, Latin 
America, Western Europe and Eastern Europe are driven by Russia which Asia, Middle 
East and Africa is driven by India, China and Australia. It is expected that the growth in 
Asia affects African countries as it is driven by the same countries. 
 
Challenges facing the Use of New Technologies in OTME  
 The usage of new technologies in OTME is said to be necessary and important. 
Despite the relevance, there exist some challenges associated with these new 
technologies. Nedum- Ogbede(2016). He identified the following four challenges of 
implementing new technologies in Business Education which in cooperate OTM 
education. There are: 
1. Resistance to change – Resistance to change on the use of technology had 
influence the past that is new development taken over the primitive ways of doing 
things. Nedum-ogbede (2016) disclosed that some teachers have not accepted society’s 
entrance into the information age. She added that, the inability of most school teachers 
have shown a resistance to change and this affected the effective utilization of new 
technologies use in teaching and learning OTM courses. Since modern offices have 
transited from old methods of doing things in the office and adopted the present 
electronic era, indicating changing techniques and the use of new technology. Citing 
Oliver (2008), she said Modern offices and organizations operate with and employ e-
office processes, and only workers who possess electronic office operations skills will 
be remain. 
2. Inadequate funding: Funding of institutionsto provide and procurement e-
learning facilities is said to be lacking. Inadequate funding has affected the acquisition 
and in-service training of all educators for utilization of new technologies in higher 
institutions of learning. This is what made Drucker in (2010) to disclose that, business 
education students were affected of not possessing the required skill to interact with 
information facilities. He said “knowledge workers are not needed by knowledge 
organizations that operate in knowledge economy’’  
3. Inadequate infrastructure: Infrastructure relates to tools and facilities that are 
meant for operational service in a particular set of working place. Studies reveal that, 
inadequate of new technologies such as Information and Communication Technology 
(ICT) to effectively trained secretaries that would give them opportunityto utilize the 
internet (Nedum-Ogbede, 2016). It was revealed that, though, personal computers are 
available to students in most Nigerian institutions, they are not readily accessible and in 
most cases, not connected to the internet for surfing. 
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4. Inadequate skilled manpower: personnel to use and manage the infrastructures 
are said to be limited. There is inadequate qualified lecturers or trained personnel’s in 
some departments of Office Technology and Management education that can use the 
new technologies. Nedum-ogbede (2016) in her discussion indicated that, some teachers 
are faced with myriad of challenges occasioned by the introduction of new technologies. 
Other challenges mentioned include:  
• Avoiding technology for technology’s sake. 
• Creating a vision. 
• Lack of power supply. 
• System and procedure. 
• Motivation of the side of both the teacher and student,  E.T.C                    
 
Conclusion 
 The 21st century advancement in technology had brought about change that 
resulted in to changing thelife’s of individuals and the method of operation in office 
technology and management. The application of new technological had effected and 
change the performanceinthe office environment which shows that, there is a turned in 
the use of e-office, so that the utilization of e-office has become imperative and vital for 
office Managers to have the necessary skills to work and make their contributions in the 
development of this country. The high demand of e-learning, resulting in the change of 
market index and growth within the interval of five years. Employer’s choice of the use 
of e-electronics technologies brought the gap between abstract learning and real 
situation among the graduate of OTM. It is therefore concluded   that modern office 
technologies should be used in teaching and learning of OTM courses, with these, OTM 
lectures need to adapt a change in environment by upgrading themselves on how to use 
these new technologist during the teaching and learning of OTM courses, this in turn 
makes the graduates of OTM to because production in carrying the office work. 
 
Recommendations  
The following are recommendations that would go a long way in solving the challenges 
of e-learning in the 21st century: 
1. Office Technology and Management Technology should thought in the E-
learning that will properly inform them of dangers and students needs technologies in 
teaching and learning of OTM. Training should be in such a way that they will know the 
relevance of e-learning. 
2. Government should be encourage should allocate more funding’s on educations, 
especially the electronics and infrastructure. 
3. More hands should be employed especially those that are skillful in the 
electronics teaching facilities. 
4. There should be frequent training and retraining in programs of ICT to lecturers. 
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5. The NBTE who is the regulator body for polytechnics should set utilization of 
standard of these ICT facilities in teaching in order to check mate competency level of 
OTM lectures. 
6. There should be constant power supply or effort should made to provide 
alternative power supply such as solar panel and stand by generator to support the 
utilization of modern office technologies. 
7. Institutions of learning and organization should adopt to the change and upgrade 
facilities and equipment that are used in teaching, and where the facilities are considered 
obsolete. 
8. Adequate structure and technologies should be provided in order achieve the 
teaching goal of the changing scenario.    
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