
THE ROLE OF BUSINESS EDUCATION IN THE 

REDUCTION OF UNEMPLOYMENT IN TERTIARY 

INSTITUTIONS 

 

 

 

 

BY 

 

 

SOPHIA ANITA OGBEBOR 

 EDU1703760 

 

 

 

 

 

FACULTY OF EDUCATION 

UNIVERSITY OF BENIN 

BENIN CITY 

 

 

 

JANUARY, 2023



 ii 

THE ROLE OF BUSINESS EDUCATION IN THE REDUCTION OF UNEMPLOYMENT IN TERTIARY 
INSTITUTIONS 

 

 

 

 

BY 

 

Sophia Anita OGBEBOR 
EDU1703760 

 
 
 
 

RESEARCH PROJECT PRESENTED TO THE DEPARTMENT OF VOCATIONAL AND TECHNICAL 
EDUCATION, FACULTY OF EDUCATION, UNIVERSITY OF BENIN, BENIN CITY,  

IN PARTIAL FULFILMENT OF THE REQUIREMENTS FOR THE AWARD OF B.Sc (Ed) DEGREE IN 
BUSINESS EDUCATION (ACCOUNTING) 

 
 
 
 

JANUARY, 2023 



 i 

APPROVAL 
 

I hereby certify that this work was carried out by Sophia Anita OGBEBOR in partial 

fulfillment of the requirements for the Award of B.Sc (Ed) degree in Business Education 

(Accounting option) in the Department of Vocational and Technical Education, Faculty of 

Education, University of Benin, Benin City. 

  

 

 

 

 

…………………………….   ……………………………. 
DR. (MRS.) H.A OLUMESE              Date 
(Project Supervisor) 
 

 

 

 



 ii 

CERTIFICATION 

 We, the undersigned certify and approve that this research work was carried out by 

Sophia Anita OGBEBOR with matriculation number EDU1703760 in the Department of 

Vocational and Technical Education, Faculty of Education, University of Benin, Benin city, Edo 

state. 

 

 

_________________________      _________________________ 
DR. (MRS) H.A OLUMESE            Date 
(Project Supervisor) 
     
 
 

 
 

_________________________ __  _______________________ 
S.B ABUSONWAM       Date 
Project Coordinator  
 
 
 
 
 
_______________________           __________________________ 
PROF. K.O OMOROGIWA     Date 
Dean, Faculty of Education 

 



 iii 

DEDICATION 

I dedicate this research work to God almighty for his uncommon mercy and grace upon 

my life throughout my stay in this great institution. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 iv 

ACKNOWLEDGEMENTS 

 The researcher immeasurable and profound gratitude 

goes to Almighty God for his care, substance, guidance, 

protection throughout my academic programme.  

 The researcher sincerely thanks and appreciation goes to 

her supervisor Dr. (Mrs.) H.A Olumese, for her understanding and 

patients she took to read through his project work. 

 The researcher profound gratitude goes to her mother 

Mrs stella ogbebor for her prayers, support, encouragement. 

The researcher deepest appreciation goes to her siblings 

and family Bright Ogbebor, mr dennis Isaac, mrs Vivian 

Okhuaruarobo, my heart rob frank Alile for their  guide and 

support all through her schooling.  

 Finally, the researcher wants to say a big thank you to 

her  friends, Edebor Maureen, lysa German, Influence, Daniel, 

star and Isaiah for their moral and sincere support all through 

staying in University of Benin. 

 

 

 



 v 

 

 

 

TABLE OF CONTENT 

TITLE         PAGE 

APPROVAL         ii 

CERTIFICATION         iii 

DEDICATION         iv 

ACKNOWLEDGMENT        v 

TABLE OF CONTENTS        vi 

ABSTRACT         viii 

CHAPTER ONE: INTRODUCTION  

Background of the Study         1 

Statement of the Problem        10 

Purpose of the Study        11 

Research Questions          12 

Significance of the Study        13 

Scope and Delimitation of the study       15 

Definition of terms         16 

 

CHAPTER TWO: REVIEW OF RELATED LITERATURE 

Concept of Business education       17 

Objectives of Business education       21 

Concept of Unemployment       25 



 vi 

Causes of Unemployment       28 

Consequences of Unemployment      32 

Employment Creation by Business education      44 

Summary of Literature Reviewed      47 

CHAPTER THREE: METHODOLOGY  

Research Design          50 

Population of the Study         51 

Sample and Sampling Technique       52 

Research Instrument         53 

Validity of the Instrument       54 

Reliability of the Instrument         54 

Method of Data Collection       55 

Method of Data Analysis        55 

CHAPTER FOUR: DATA ANALYSIS AND DISCUSSION OF 

FINDINGS 

Discussion of Findings         67 
 

CHAPTER FIVE: SUMMARY, CONCLUSION AND 

RECOMMENDATION 

Summary          70 

Conclusion           72 

Recommendations          73 

REFERENCES         75 

APPENDIX         80 



 vii 

ABSTRACT 

The study investigated the role of Business education on unemployment 

reduction in tertiary institutions in Nigeria. Five research questions were 

raised to guide the study. The population of the study comprised of all 400 

level students in the Department of Vocational and Technical Education in 

the 2018/2019 academic session with a total number of 24 students while 

there was no sample as the sampling size was manageable. The descriptive 

survey study was adopted for the study.  

A structured questionnaire tagged ‘The Role of Business education in the 

Reduction of Unemployment Questionnaire (BEERUQ) was used for data 

collection. The instrument was validated by the researchers; supervisor as 

well as two other supervisors in the Department of Vocational and Technical 

Education, University of Benin. The test re-test reliability method was 

adopted by the study to ascertain the consistency of the research instrument 

which yielded a coefficient of 0.75.  Data collected were analyzed using 

descriptive statistics such as mean and standard deviation 

The study concluded that Business education equips recipients with the 

requisite skills for them to be self -reliant thereby enhancing their standard 

of living. Based on the findings of the study, it was recommended amongst 

others that government should increase its annual budgetary allocation to 

facilitate the effective delivery of Business education thereby impacting 

students with the requisite skills for self- reliance, training and re-training of 

Business educators to improve their level of performance through regular 

and periodic seminars to impact residents with the requisite skills for self- 

reliance to mention but a few 
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CHAPTER ONE 

INTRODUCTION 

Background to the Study 

Unemployment implies the lack of job opportunities for people, 

especially the young adults that make up the youth. Increasing youth 

unemployment rate seem to have become and this seem to contributes to the 

increase in young adults perpetually remaining in schools getting additional 

degrees simply because there are appears to be no opportunities for 

employment. This could lead to take marriage. In Nigeria, unemployment 

seem to have become one of the most serious causes of social vices in the 

sense that many of the business education graduates who cannot earn living 

are prone to social vices. They seem to look at themselves as second class 

citizens when they are unable to contribute positively towards economic 

growth of the society. This could depress and frustrate them, thus resulting 

in a number negative consequences (Ipaye, 2017).  

Unemployment could also make the youth to get involved in drug and 

alcohol as well as crime, such as advance fee fraud. Adejumo&Olajubi 

(2009) observed that youth unemployment could result in various social 

vices, which include prostitution, gangsters, political thuggery, kidnapping, 

oil theft and many more. It is also perceived as the root cause of poverty, 
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restiveness , bank robbery, assassination, lawlessness and all sorts of deviant 

behaviors. 

Skill means the ability to do something well. It is also referred to as a 

type of ability or a particular ability to do something. Office work skills can, 

therefore, mean those abilities required for carrying out the office functions 

very well. These office work skills are as varied as the office activities vary 

too. The various activities in an organization are grouped together or 

clustered and assigned specific job description like Sales unit, Purchases 

unit, Technical unit, Medical unit, Transport unit etc. Each of these units is 

involved in the functions of an office.  These office   activities   form   the 

training of business education programme.  

 I IBusiness Ieducation Iis Ian Iacademic Iprogramme Iin Ihigher 

Iinstitutions Iof Ilearning Iincluding ITertiary IInstitutions. I I IOsuala I(1998), 

Idefines IBusiness IEducation Ias Ia Iprogramme Iof Iinstruction Iwhich 

Iconsists Iof Itwo Iparts I-business Ieducation I; Ia Ivocational Ieducation 

Iprogramme Ifor Ioffice Icareers Iand Igeneral IBusiness IEducation, Ia 

Iprogramme Iwhich Iprovides Istudents Iwith Iinformation Iand 

Icompetencies Ineeded Iby Iall Imanaging, Ipersonal Ibusiness Iaffairs, Iand 

Iusing Ithe Iservices Iof Ithe Ibusiness Iworld. IOne Iof Ithe Iobjectives Iof Ithe 

IBusiness IEducation Iis Ito Iequip Istudents Iwith Ithe Iright Iskills Ithat Iwill 



 3 

Ienable Ithem Ito Iengage Iin Ia Ilife Iof Iwork Iin Ithe Ioffice Ias Iwell Ias Ifor 

Iself- Iemployment. I I IThe IBusiness IEducation Iprogramme Iinvolves 

Ithree Ibroad Iareas Iof Ibusiness Ieducation, Iaccounting Ieducation Iand 

Imarketing Ieducation, Ioffice Imanagement. 

Business IEducation Iprepares Istudents Ito Ienter Iteaching Iand Ioffice 

Ioccupations Ias Icapable Iand Iintelligent Imembers Iof Ithe Ilabour Iforce. 

IOn Igraduation, Ithe Ibusiness Ieducation Igraduate Iis Icapable Iof Ibeing 

Iself- Iemployed, Itake Iup Ia Iteaching Ijob; Iteaching Ibusiness Isubjects Ior 

Itaking Iup Ioffice Ijobs Iwhich Iform Ithe Imain Ifocus Iof Ithis Iresearch 

Iwork. IBusiness Ieducation Iwork Iskills Iform Ipart Iof Ithe Itotal Ioffice 

Iwork Iskills Irequired Ifor Ithe Iday Ito Iday Iadministrative Iactivities Iof Ian 

Ioffice Iin Iterms Iof Idocument Icreation, Icopying, Iediting, Irecording, 

Itransmitting Ietc. ISpecifically Ithe Ioffice Iwork Iskills Iinvolve Ithe Itype Iof 

Iwork Idone Iin Ithe Ioffice Iand Iit Iincludes Ireceiving Iand Idispatching 

Imails, Ireceiving Iand Imaking Icalls, Ireceiving Ivisitors, Iholding Imeetings, 

Ityping Iof Idocuments, Icopying Iof Idocuments, Iduplicating, Ifiling, 

Istoring, Iretrieving Ireceiving Icash Iand Iissuing Ireceipt, Ipaying Icash, 

Ibank Ilodgments, Imaking Itravel Iarrangements, Ibookkeeping Ietc. 

ISecretarial Iand Iclerical Iworkers Iare Iin Ihigh Idemand Iin Iboth Ideveloped 

Iand Ideveloping Ieconomies I(Garrison I1997). IEvery Iaspect Iof Ipolitical, 
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Isocial, Ieconomic, Iand Ieven Icultural Ilife Iactivities Irequires Ithe 

Ifunctions Iof Ian Ioffice. IThese Ioffices Iare Imanned Iby Iclerical Iand 

Isecretarial Iemployees I(business Ieducation I Igraduates) Iwho Ireceive, 

Irecord Iand Iprocess Iinformation Irequired Ifor Icarrying Ion Ithe Ibusinesses 

Iof Isuch Iorganizations. IOffice Iskills Iare Icomprehensively Iused Ito Icover 

Ia Ivariety Iof Iroutine Iand Inon I- Iroutine Iactivities Iin Ian Ioffice. 

The Igrowth Iin Itechnology Iin Ibusiness Ihas Ichanged Ithe 

Imanpower Ineeds Iof Imany Ibusinesses Ias Iwell Ias Ithe Ifunctions Iin Ithe 

Ioffices. IMany Ioffice Ifunctions Iare Iautomated Iand Ithis Ileaves Ithe 

Iclerical Iand Isecretarial Iemployees Iwith Inon-technical Iskills Ito Ideal 

Iwith. ITherefore, Ithe Ioffice Iemployees Imust Ibe Iversatile Iwith Imulti-

technical Iand Ipeople-related I(psycho-social) Iskills Iin Iorder Ito Ibe 

Irelevant Iin Itoday's Ibusiness Iand Ithe Ifuture. 

Modern Ioffice Ijobs Inow Irequire Icomplex Iand Igreater Iskills Iand 

Iknowledge Ithereby Imaking Iit Iimperative Ifor Icurriculum Ispecialists Iand 

Ibusiness Ieducation Iprogramme Idevelopers Ito Iadjust Itheir Itraining 

Iprogrammes Ito Imeet Ithe Ichallenges Iof Ia Ichanging Iwork Ienvironment 

I(Aghenta I2003 I& ICastaldi I2005). IFurthermore, Ithe Iadvancement Iin 

Itechnology Ihas Irevolutionized Ioffice Ifunctions Iand Iobsolescence Ioccurs 

Iso Iquickly Iaffecting Ioccupational Istructure Iand Ispecific Ijobs Iskills Iand 
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Iknowledge. IWith Ithe Ioffice Ibecoming Iso Irevolutionized Ias Ia Iresult Iof 

Ithe Iadvances Iin Iinformation Itechnology Iwhere Ian Iaverage Iexecutive 

Iofficer Ican Iplay Iwith Ithe Ikeyboard, Iand Iwith Ithe Ispeculation Ithat Ithe 

Iadvances Iin Iinformation Itechnology Iwill Imake Iredundant Icertain Ioffice 

Iworkers, Ione Iwonder Iif Iclerical Iand Isecretarial Iemployees Iare Istill 

Ineeded Iin Ithe Imodern Ioffice. I 

Statement Iof Ithe IProblem 

In INigeria, Imany Iyouths Iare Iobserved Ito Ibe Iunemployed Iand 

Ipoor, Idespite Ithe Ifact Ithat Ithey Iare Iwell Ieducated. ISome Iof Ithem 

Iobserved Ito Ibe Iwithout Ihope Iof Igetting Ithe Ijob Iin Ithe Ilabour Imarket, 

Iwhile Isome Iare Iunder-employed. IAlso, Isome Iyouths Iare Iobserved Ito 

Iput Iinto Ipractice Iwhat Ithey Ihave Ilearnt Iin Ischool, Ibecause Iof 

Iinadequate Iskills Iacquisition, Iwhich Icould Imake Iit Idifficult Ifor Ithem 

Ito Itransit Ifrom Ischool Ito Ithe Iworld Iof Iwork. IMcgrath I(2009), IKenth 

Iand IMushi I(2005) Iobserved Ithat Ithe Iskills Ithat Ijob Iseekers Ipossess 

Imost Iof Ithe Itime Ido Inot Imatch Ithe Ineeds Iand Idemands Iof Iemployers. 

IIt Iis Ihowever Idisturbing Ito Inote Ithat Iyouths Iseem Ito Ihave Ilimited 

Ichances Iof Ibecoming Igainfully Iemployed Iafter Itheir Ieducation. IThis 

Icould Ibe Ibecause Igovernment Ihad Ialong Igiven Imore Iattention Ito 

Ibusiness Ieducation. 
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The INational IPolicy Ion IEducation I(Federal IRepublic Ion 

IEducation, I1981, I1998, I2004, Iand I2013) Iall Iemphasized I Ibusiness 

Ieducation Ias Ithe Iway Iof Ieradicating Ieducational Iwastage. ISadly, 

Ienough, Ithis Ipolicy Ihas Ilargely Ibeen Ioperated Ion Ipaper. IThis Ishows 

Ithat INigerian Iyouths Iand Ischool Ileavers Ihave Ibeen Iprepared Ifor Iliberal 

Ieducation Iand Inot Ifor Ithe Iworld Iof Iwork Iand Ithis Icould Iaffect Ithem 

Iadversely Iin Ithe Isense Ithat Ithe Iyouths Icould Ihave Iinadequate Ibusiness 

Ieducation Iskills Ito Ifacilitate Iself- Iemployment Ito Ihelp Ithem Ishift Ifrom 

Ibeing I“job Iseekers” Ito I“job Icreators”. 

The Ipoor Istate Iof Ithe Ieconomy Imakes Iit Idifficult Ifor Ia 

Ireasonable Iproportion Iof Igraduates Ito Ibe Iabsorbed. IIn Ithe Ipast, 

Iemployers Igo Iabout Ilooking Ifor Iqualified Iemployees Ito Ibe Iabsorbed. 

IIn Ithe Ipast, Iemployers Igo Iabout Ilooking Ifor Iqualified Iemployees, Ibut 

Inow Iit Iis Ithe Iturn Iof Ithe Iemployees Ito Isearch Ifor Inon-existing Ijobs, 

Imoving Ifrom Ione Ioffice Ito Ithe Iother Iwithout Iany Ihope Iof Isecuring 

Ijob. IThousands Iof Iyouths Imay Ibe Iwaiting Ito Ibe Iinterviewed Ifor Ifew 

Ivacant Ipositions Iin Imany Iorganizations. 

Mallam I(2005) Iobserved Ithat Ithe Ireason Iwhy Ithere Iis 

Iunemployment Iis Inot Ibecause Iof Ihaving Imore Ipeople Ithan Ithe 

Iavailability Iof Ijobs, Ibut Ibecause Iof Ithe Iclamour Ifor I“white Icollar 
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Ijobs” Ior I“government Iwork”, Iwhich Iis Inot Ieasy Ito Icome Iby. ILack Iof 

Ijob Ior Ieven Iunder- Iemployment Icould Ilead Ito Inegative Iemotional 

Ifeelings Iand Istress Iamong Iyouths. IThis Icould Ikill Iinitiative Ifrom 

Ithinking Iand Ilooking Ifor Iother Imeans Iof Ilivelihood Iin Ithe Isociety. 

In Iorder Ito Itackle Ithe Iproblem Iof Iunemployment, Ithere Iis Ineed 

Ifor Ibusiness Ieducation Ito Ifacilitate Ithe Iacquisition Iof Iskills Ifor 

Iemployment Ias Iwell Ias Ifor Iself- Ireliance. IThis Istudy Itherefore Iseeks 

Ito Iascertain Ithe Irole Iof Ibusiness Ieducation Iin Ithe Ireduction Iof 

Iunemployment Iin Itertiary Iinstitutions Iin INigeria. 

Purpose Iof Ithe Istudy: 

The Ipurpose Iof Ithe Istudy Iis Ito Iinvestigate Ithe Irole Iof Ibusiness 

Ieducation Iin Ithe Ireduction Iof Iunemployment Iin Itertiary Iinstitutions Iin 

INigeria. ISpecifically, Ithe Istudy Iwill Iseek Ito: 

1. Identify Ithe Iword Iprocessing Ioffice Iworks Iskills Iperceived Ias 

Irequired Iby Ibusiness Ieducation Igraduates Ifor Iemployability Iin 

Ithe Ilabour Imarket. 

2. Identify Ithe Ioffice Iworks Icommunication Iskills Iperceived Ias 

Irequired Iby Ibusiness Ieducation Istudents Ifor Iemployability Iin Ithe 

Ilabour Imarket 
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3. Identify Ithe Iinterpersonal/human Irelation Ioffice Iwork Iskills 

Iperceived Ias Irequired Iby Ibusiness Ieducation Istudents Ifor 

Iemployability Iin Ithe Ilabour Imarket. 

4. Identify Ithe Imanagement/supervisory Ioffice Iworks Iskills Iperceived 

Ias Irequired Ibusiness Ieducation Istudents Ifor Iemployability Iin Ithe 

Ilabour Imarket. 

5. Identify I I Ithe I I IBook-keeping/Accounting Ioffice Iwork Iskills 

Iperceived Ias Irequired Iby Ibusiness Ieducation Istudents Ifor 

Iemployability Iin Ithe Ilabour Imarket. 

Research IQuestions 

1. What Iare Ithe Iword Iprocessing Ioffice Iskills Irequired Iby Ibusiness 

Ieducation Istudents Ifor Iemployability Iin Ithe Ilabour Imarket? 

2. What Iare Ithe Icommunication Ioffice Iskills Irequired Iby Ibusiness 

Ieducation Istudents Ifor Iemployability Iin Ithe Ilabour Imarket? 

3. What Iare Ithe Imanagement/supervisory Ioffice Iskills Irequired Iby 

Ibusiness Ieducation Istudents Ifor Iemployability Iin Ithe Ilabour Imarket? 

 I4. What Iare Ithe Ihuman/interpersonal Ioffice Iskills Irequired Iby 

Ibusiness Ieducation Istudents Ifor Iemployability Iin Ithe Ilabour Imarket? 

5. What Iare Ithe IBookkeeping/Accounting Ioffice Iskills Irequired Iby 

Ibusiness Ieducation Istudents Ifor Iemployability Iin Ithe Ilabour Imarket? 
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Significance Iof Ithe IStudy: 

The Istudy Iwill Ibe Iof Igreat Ibenefits Ito IBusiness IEducators, 

INational ICommission Ifor ITertiary IInstitutions, IMinistry Iof IEducation, 

Iemployers Iof Ilabour Iand Istudents. 

Firstly, Ito Ithe IBusiness IEducators, Ifindings Ifrom Ithe Istudy Iif 

Ipublished Iwill Iequip IBusiness IEducators Iwith Ithe Imodern Iskills Ithat 

Iwill Ienable Ithem Ito Iteach IBusiness Ieducation I/Business Ieducation I 

Istudents Ithat Iwill Iempower Ithem Ito Ifit Iinto Ithe Iworld Iof Iwork. I IThis 

Ican Ibe Iachieved Ithrough Ifurther Istudies, Itraining, Iretraining Iand 

Iattendance Ito Iconferences, Iworkshops Iand Isymposia. I I 

Secondly, Ifindings Ifrom Ithe Istudy Iwill Ibe Iof Iimmense Ibenefits 

Ito Ithe INational ICommission Ifor ITertiary IInstitutions Ito Iconstantly 

Ireview Itheir Icurriculum Icontents Ito Iinclude Icurrent Iissues Ias Ithey 

Irelate Ito IBusiness Ieducation I/Business Ieducation Istudents ITraining 

Iespecially Iin Ithe Iprovision Iof Imodern Ioffice Iequipment Ifor Ithe 

Itraining Iof Ithe Istudents. 

Thirdly, Ifindings Ifrom Ithe Istudy Iwill Ienable Ithe Igovernment 

Ithrough Ithe IMinistry Iof IEducation Ito Iincrease Ifunding Iof Ibusiness 

Ieducation Iprogrammes Ithrough Ithe Iannual Ibudgetary Iallocation Ito 

Iprovide Ithe Inecessary Iinfrastructure, Ilaboratories Iand Iequipment Ithat 
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Iare Inecessary Ifor Ithe Iteaching Iof IBusiness Ieducation Iin ITertiary 

IInstitutions Ithereby Ienhancing Ithe Iquality Iof Ibusiness Ieducation 

Igraduates Iin Ithe Icountry Ias Iwell Ias Ieradicating Ithe Iunemployment Irate 

Iin Ithe Icountry. 

Fourthly, Ifindings Ifrom Ithe Istudy Iwill Ialso Ibe Iof Ibenefit Ito 

Iemployers Iof Ilabour Iin Iperceiving Ithe Iemployability Iskills Iof Ibusiness 

Ieducation Igraduates Ithat Iare Irequired Iin Itheir Iorganizations. I IThis Iwill 

Igo Ia Ilong Iway Iin Iincreasing Ithe Ieffectiveness Iand Iproductivity Iof 

Itheir Iorganizations Ias Ia Iresult Iof Icompetent Imanpower Isaddled Iwith 

Ithe Iday Ito Iday Irunning Iof Itheir Iorganizations. 

Finally, Ithe Ifindings Ifrom Ithe Istudy Iwill Ibe Iof Ibenefits Ito 

Istudents Iby Istimulating Itheir Iinterest Iand Ieliminating Ihitherto 

Iobnoxious Iperception Iabout IBusiness Ieducation I/Business Ieducation 

Igraduate Ias Ia Icourse Iof Istudy. 

The Ifindings Iwill Ialso Iserve Ias Ia Isource Iof Ireference Imaterials 

Ito Ifuture Iresearchers Ithat Iseek Ito Iembark Ion Ia Isimilar Istudy Ithereby 

Icontributing Ito Ia Ibody Iof Iknowledge Ion Ithe Irole Iof Ibusiness 

Ieducation Ion Ithe Ireduction Iof Iunemployment Iin Itertiary Iinstitutions Iin 

INigeria I 
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Scope Iof Ithe IStudy 

This Istudy Iwill Ibe Icentred Ion Ithe Irole Iof Ibusiness Ieducation Ion 

Ithe Ireduction Iof Iunemployment Iin Itertiary Iinstitutions Iin INigeria. 

ISpecifically, Ithe Istudy Iwill Iexhaustively Ielaborate Ion Ithe Iwork Iskills 

Irequired Iby Ibusiness Ieducation Istudents Iin INigeria Isuch Ias Ihuman 

Irelations/ Iinterpersonal Iskills, Ibook Ikeeping/accounting Iskills, 

Imanagement I/supervisory Iwork Iskills, Iword Iprocessing Iwork Iskills. 

However, Ithe Istudy Iwill Ibe Idelimited Ito Ithe I400 Ilevel Ibusiness 

Ieducation Istudents Iin Ithe IDepartment Iof IVocational Iand ITechnical 

IEducation, IUniversity Iof IBenin Iin Ithe I2018/2019 Iacademic Isession. 

Definition Iof ITerms 

The Ifollowing Iterms Iwere Ioperationally Idefined Iin Ithe Istudy: 

Business IEducation: IThis Irefers Ito Ithe Iprogramme Ithat Iis 

Idesigned Ito Iequip Istudents Iwith Ithe Irequisite Iskills Ifor Iself- Ireliance. 

Unemployment: IThis Irefers Ito Ia Isituation Iwhere Ipersons Iwho 

Ifall Iwithin Ithe Ibracket Iof Ithe Iworking Ipopulation Iare Iunable Ito Ifind 

Ibefitting Iwork Ito Ido. 
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Business IEducation IGraduates: IThis Irefers Ito Ia Igroup Iof 

Iindividuals Iwho Ihave Ibeen Ienrolled Iin Ithe Ibusiness Ieducation 

Iprogrammes Iand Iare Iequipped Iwith Iskills Ifor Iself- Iemployment. 

Curriculum: IThis Irefers Ito Ithe Iagglomerates Iof Ilearning 

Iexperiences Idesigned Ito Iequip Istudents Iwith Ithe Irequisite Iskills Ifor 

Iself- Ireliance. 
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CHAPTER ITWO 

REVIEW IOF IRELATED ILITERATURE 

This Ichapter Ipresents Ia Ireview Iof Irelated Iliteratures Iand Iis 

Itreated Iunder Ithe Ifollowing Isubheads: I I 

•  ITheoretical IFramework 

• Concept Iof IBusiness IEducation 

• Office IWork ISkills 

• Word IProcessing IOffice IWork ISkills 

• Management/Supervisory IOffice IWork ISkills 

• Human/Interpersonal IOffice IWork ISkills 

• Bookkeeping/Accounting IOffice IWork ISkills 

• Review Iof IRelated IEmpirical IStudies I 

• Summary Iof IReviewed IRelated ILiterature 

Theoretical IFramework 

The Itheoretical Iframework Ithat Iwill Ibe Iadopted Iby Ithis Istudy Iis I 

Human ICapital ITheory 

The Ihuman Icapital Itheory I(Becker, I1974) Iargues Ithat Ieducation 

Iincrease Iindividuals' Iproductivity, Iwhich Iconsequently Ienhances Ijob 

Iperformance. IAs Isuch, Ieducation Iprovides Imarketable Iskills Iand 
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Iabilities Irelevant Ito Ijob Iperformance, Iand Ithus Ithe Imore Ihighly 

Ieducated Ipeople Iare; Ithe Imore Isuccessful Ithey Iwill Ibe Iin Ilabour 

Imarkets Iin Iterms Iof Iboth Iincomes Iand Iwork Iopportunities I(Yuzhuo, 

I2013). IThis Itheory Idoes Inot Ilean Imuch Itowards Ithe Iacquisition Iof 

Igeneric Iskills Ito Isucceed Iin Ithe Iworkplace; Iit Ifocuses Imore Ion Ithe 

Ieducational Iknowledge Iacquired Ithrough Ihigher Ieducation Ito Ibe 

Isuccessful Iin Iwork. IThis Iis Itrue Iyou Icannot Iapply Ihuman Iresource 

Ifunctions Iin Ithe Iworkplace Iif Iyou Ido Inot Ihave Ithe Itechnical Ior 

Itheoretical Iknowledge Iof Iit, Ibut Ithe Ipoint Iis Iyou Ido Inot Iapply Ithem 

Iin Ithe Iair, Iyou Ideal Iwith Ipeople Ibecause Ithat Iis Ithe Inature Iof Ithe 

Ihuman Iresource Iprofession, Iyou Iwill Ineed Iboth Iset Iof Iskills Ifor 

Isuccess. 

One Iof Ithe Imost Iimportant Iideas Iin Ilabor Ieconomics Iis Ito Ithink 

Iof Ithe Iset Iof Imarketable Iskills Iof Iworkers Ias Ia Iform Iof Icapital Iin 

Iwhich Iworkers Imake Ia Ivariety Iof Iinvestments. IThis Iperspective Iis 

Iimportant Iin Iunderstanding Iboth Iinvestment Iincentives, Iand Ithe 

Istructure Iof Iwages Iand Iearnings. ILoosely Ispeaking, Ihuman Icapital 

Icorresponds Ito Iany Istock Iof Iknowledge Ior Icharacteristics Ithe Iworker 

Ihas I(either Iinnate Ior Iacquired) Ithat Icontributes Ito Ihis Ior Iher 

I"productivity". IThis Idefinition Iis Ibroad, Iand Ithis Ihas Iboth Iadvantages 
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Iand Idisadvantages. IThe Iadvantages Iare Iclear: Iit Ienables Ius Ito Ithink Iof 

Inot Ionly Ithe Iyears Iof Ischooling, Ibut Ialso Iof Ia Ivariety Iof Iother 

Icharacteristics Ias Ipart Iof Ihuman Icapital Iinvestments. IThese Iinclude 

Ischool Iquality, Itraining, Iattitude Itowards Iwork, Ietc. IUsing Ithis Itype Iof 

Ireasoning, Iwe Ican Imake Isome Iprogress Itowards Iunderstanding Isome 

Iof Ithe Idifferences Iin Iearnings Iacross Iworkers Ithat Iare Inot Iaccounted 

Iby Ischooling Idifferences Ialone. IThe Idisadvantages Iare Ialso Irelated. IAt 

Isome Ilevel, Iwe Ican Ipush Ithis Inotion Iof Ihuman Icapital Itoo Ifar, Iand 

Ithink Iof Ievery I Idifference Iremuneration Ithat Iwe Iobserve Iin Ithe Ilabor 

Imarket Ias Idue Ito Ihuman Icapital. IFor Iexample, Iif II Iam Ipaid Iless Ithan 

Ianother IPh.D. Ithat Imust Ibe Ibecause II Ihave Ilower I"skills" Iin Isome 

Iother Idimension Ithat's Inot Ibeing Imeasured Iby Imy Iyears Iof Ischooling I- 

Ithis Iis Ithe Ifamous I(or Iinfamous) Iunobserved Iheterogeneity Iissue. IThe 

Ipresumption Ithat Iall Ipay Idifferences Iare Irelate Ito Iskills I(even Iif Ithese 

Iskills Iare Iunobserved Ito Ithe Ieconomists Iin Ithe Istandard Idata Isets) Iis 

Inot Ia Ibad Iplace Ito Istart Iwhen Iwe Iwant Ito Iimpose Ia Iconceptual 

Istructure Ion Iempirical Iwage Idistribution. I 

Reward IEmployee ITheory 

Reward Iemployee Itheory Iby ISpatan Iand ISpetan I(2004), Idenotes 

Ithat Icompanies Ihave Imoved Itowards Ia Iperformance Ibased Ipay Isystem 
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Iwhere Iemployees Iwith Imore Ipotentials Iand Icompetencies Iearn Imore 

Iwages Iand Isalary Ithan Ithose Iwith Iless Ipotentials. IEmployers Iare 

Imoving Itowards Idifferentiating Iemployee Irewards Iin Iaccordance Iwith 

Itheir Iperformance, Iin Iorder Ito Iminimize Itheir Ipersonnel Icosts I 

Ifocusing Ion Iemployees Iwith Ithe Igreatest Ipotential Iand Ithose Iwith Ithe 

Iskills Iand Icompetency Imost Ivaluable Ito Ithe Icompany Ipay Ithe 

Iemployers Imost. I 

Furthermore, Iin Ia Iresearch Iconducted Iin I2006 Iin ITowers IPerrin 

IChina IStaff ICouncil IPulse ISurvey, Iaccording Ito ISpatan Iand IJustice 

Ithe Ireport Ishowed Ithat I84% Iof Ihuman Iresource Imanagers Iperceived 

Icompetencies Ias Iessential Ito Iaccomplish Ithe Igoals Iof Itheir Icompany. 

IThe Isurvey Ialso Iindicated Ithat Imore Ithan I75% Iof Icompanies Ipreferred 

Ito Ipay Iemployees Iin Iterms Iof Ikey Icriteria Iin Idetermining Ibase 

Iincrease Iand Iactual Ibonus Ipayments Irather Ithan Igiving Iacross-the-

boards/standard Iincreases Iand Ipayout. IThe Isurvey Ialso Ishowed Ia 

Isurprising Ipay Igap Iof I200% Ito Imore Ithan I300% Ibetween Ithe Iaverage 

Iperformer Iand Ihigh Iperformer Iin Ibest Ipractice Icompanies. IFurthermore, 

Ithe Isurvey Isuggested Ithat Ithe Iconnection Ibetween Icompetency 

Ipotential Iand Irate Iof Ipay Iwill Ibe Imore Isignificant Ias Imore Iand Imore 
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Icompanies Ifocus Ion Iretention Iand Ilimit Iawards Iunder Itheir Ilong Iterm 

Iincentive. 

Buhler Iand IGanzel I(2010), Imaintained Ithat I Ioffice Iwork Iskills 

Iwere Ithe Ikey Iin Idetermining Ithe Iactual Itasks Ibeing Iperformed Ibecause 

Isoft Iskills Isuch Ias Iemotional Imanagement Iability Iled Ito Isuperior 

Iperformance Imore Ithan Idid Iintelligence. IIn Iline Iwith Ithe Icontinuously 

Ichanging Ibusiness Ienvironment, Icompetent Iprofessionals Ishould Inot 

Ionly Ihave Iadequate Iprofessional Iknowledge Iand Ibe Iproficient Iat Itask-

oriented Iskills, Ibut Ialso Ibe Isensitive Ito Ichanges Iand Iadapt Ito Ithe Inew 

Ichallenges Iin Ithe Iworkplace. ISvlaranaman I(2000) Iobserved Ithat 

Ithinking Iskills Isuch Ias Ianalytical Ithinking, Iproblem Isolving, Iand 

Iplanning Ihave Ibecome Imore Iimportant Iin Itackling Icontingencies Iwhen 

Ijobs Ichange Iunpredictably. IAs Ithe Ioffice Iand Ibusiness Ienvironment 

Ibecomes Iincreasingly Iknowledge-oriented, Ijobs Irequire Iemployees Iwho. 

Ican Ithink, Imake Idecisions, Iconceptualize, Ianalyze Iand Iresolve 

Iproblems, Iimplement Inew Iideas, Icommunicate Iwell Iand Iadapt Ito 

Ichange. ITherefore, Inumerous Icontemporary Isocial Imovements Iand 

Ieducational Iauthorities Ihave Ibecome Iproponents Iof Ibuilding Istrong 

Icharacter. ISpatan Iand IJustice Imaintain Ithat, Iit Iis Ionly Ithose Iemployee 
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Iwho Ipossesses Ithe Icompetency Iwith Iskills Ithat Ithe Ichanged Imarket 

Ienvironments Idemands Ithat Ican Ionly Isurvive Ithis Itrend. I 

Matching ITheory 

The Imatching Itheory Iwas Iproposed Iby IColes Iand ISmith I(2008), 

Ithis Istory Iconnotes Ithat Iemployers Ishould Ibe Ifully Iinvolved Iin Icourse 

Idesign Iand Icurriculum Iplanning Iand Idevelopment Iof Ithe Iinstitution Ifor 

Ifuture Iemployment Ipurpose, Iemployers Ishould Ibe Iinvolved Iin 

Iproviding Imaterial Iand Iideas Ifor Istudent Iprojects Iand Igiving Iguest 

Ilectures Ifrom Itime Ito Itime Ito Iupdate Ithe Ischool Iadministrators Ion Ithe 

Itrend Iof Iemployment Iand Iskills Ithat Iemployers Iare Icurrently Iafter. 

IThis Itheory Iis Iapplicable Ito Ithe Istudy Iof Ioffice Iwork Iskills Iin 

Ibusiness Ieducation Isuch Ithat, Iwhen Istudents Ihave Ia Idirect Ilink Ito Ithe 

Iindustry Iand Ifully Iengaged Iin Ithe Iindustrial Iactivities Ibefore 

Igraduation Ithey Itend Ito Iacquire Ithe Irelevant Iskills Iemployers Iactually 

Ineeded. IThe Icoming Itogether Iof Iindustries Iand Ischool Iadministrators 

Iwill Idiscourage Imismatch Iof Iskills Iand Iencourage Iskills Iacquisition 

Igiving Iroom Ifor Imassive Iemployment. IThere Iis Ia Iclear Iatmosphere Ifor 

Ibridging Ithe Igap Ibetween Itheory Iand Ipractice Ii.e Iwhat Istudents Iare 

Itaught Iin Ischool Iand Iwhat Ithey Iwill Iexperience Iin Ithe Iindustry. 

IEmployer's Iinvolvement Iin Ithe Icurriculum Iplanning Iand Idevelopment 



 19 

Iexposes Ithem Ito Ithe Ipossible Iskills Ithat Istudents Iwill Ipossess Iduring 

Iand Iafter Ischooling Iand Ialso Icreate Iroom Ifor Iamendment Iand 

Iadjustment Iif Iskills Iacquired Iare Inot Ieconomy Idriven. IThis Irelationship 

Ibetween Ithe Ischool Iand Ithe Iindustry Iwill Ihelp Iemployers Ifor Iproper 

Iplacement Iof Istudent Iafter Igraduation. IIn Isome Icases Ithis Iemployer 

Iinvolvement Ioccurred Ithrough Iformal Imembership Iof Icourse Iadvisory 

Ipanel; Iin Iother Icases Iit Ilargely Idepended Ion Ipersonal Icontacts Ibetween 

Iemployer Irepresentatives Iand Iuniversity Istaff. 

Matching Itheory Ialso Iencouraged Iskill Iacquisition Ithrough 

IStudent IIndustrial IWork IExperience IScheme I(SIWES), Ithey Ibelieved 

Ithat, Iwhen Istudents Iare Isent Ito Iindustries Ifor Iattachment Ifor Ia Iperiod 

Iof Itime, Istudents Iwould Ibe Iexposed Ito Ithe Ireal Iskills Ineeded Iin Ithe 

Iworld Iof Iwork. IThis Iperiod Istands Ias Ia Itraining Iperiod Ifor Istudents Ito 

Iput Ithe Iskills Iacquired Iin Ithe Iinstitution Iinto Ipractice. IWithin Ithis 

Iperiod Iof Iattachment Iemployers Itrain Iand Iteach Istudents Ion Ithe 

Itechnical-know-how Iof Ioperations Iin Ithe Iindustry. IThe Irules Iand 

Iregulations Iguiding Ioperations Iof Imachines Iand Ifacilities Iin Ithe 

Iindustry Iare Ireviewed Ito Istudents, Istudents Ion Itheir Iown Ialso Idetects 

Iareas Iof Ilapses Iand Imake Inecessary Iadjustment Ito Iacquire Ithe Ineeded 

Iskill Ibefore Igraduation. IIt Iis Itherefore, Inecessary Ithat Iundergraduate 
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Icurricular Iin Ibusiness Ieducation Ishould Iinclude Imore Iopportunities Ito 

Iintegrate Iclass Iroom Iinstructions Iwith Iactual Iworking Ienvironment. 

IPotential Iemployers Ishould Ibe Imade Iaware Iof Ithe Inature Iof 

Iopportunities Iavailable Ito Ithe Istudents Ias Ia Ipart Iof Itheir Icurriculum Ito 

Ienhance Iteam Iwork Iand Ipresentation Iskills Iand Iother Ipersonal 

Idevelopment Iactivities. IThe Itheory Ifurther Istipulates Ithat, Ithere Ishould 

Ibe Icheck Imating Iteam Ito Ievaluate Iskills Ipossessed Iby Istudents Iand 

Ithe Iskills Ithe Iemployers Ineeded. IThe Iconstant Ievaluation Iof Istudents 

Iduring Ischooling Ior Itraining Iperiod Iwill Ihelp Iin Iredirecting Istudents 

Ifrom Iacquisition Iof Iwrong Iskills Iperhaps, Iif Ithere Iis Ia Imismatch Iskill 

Ialready Iacquired. IAt Ithis Istudy Iearly Istage, Ii.e Iduring Ithe Ischooling 

Iprocess, Istudents Iare Iflexible Iand Ican Itake Iimmediate Icorrections 

Ibefore Igoing Iinto Ithe Iworld Iof Iwork Ifor Iutilization Iof Ithe Iskills 

Iacquired. 

Sequel Ito Ithe Iabove Itheories Iexpatiated Iupon, Ithe Ireward 

Iemployee Itheory Iby ISpatan Iand ISpartan(2004), Iwill Ibe Ithe Itheoretical 

Iframework Iadopted Ifor Ithis Istudy, Iit Iis Iso Ito Ibe Ibecause Ithe Itheory 

Ireviews Ithe Iend Iresult Iof Ievery Ioffice Iworks Iskills Iduring Ithe 

Ischooling Isystem Ito Iwork Iplace Iin Ithe Inearest Ifuture. IWith Ithe 

Iadaptation Iof Ithis Itheory Iit Iis Iclear Ito Ibusiness Ieducation Igraduate 
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Ithat Imore Ioffice Iwork Iskills Ipossessed Imore Iproductivity Iand Imore 

Iwages/salary Iearn. IOn Ithe Iother Ihand, Iless Iwork Iskills Ipossessed Ilow 

Iproductivity Iand Iless Ipay Ior Ino Ipay. IIt Iis Itherefore, Iadvisable Ito Iall 

Igraduates Iof Ibusiness Ieducation Igraduate Iin IDelta Istate Ito Ibe Ifilled 

Iwith Ioffice Iwork Iskills Irequires Iby Iemployers Iof Ilabour Ito 

Isuccessfully Istay Iin Itune Iwith Ithe Iroutine Iand Iclerical Iactivities Iand 

Ireceive Ithe Ihighest Ipay Ias Ithe Iworkforce Idemands. 
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Fig I1: ISpatan Iand ISpatan I2004 
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 IConcept Iof IBusiness IEducation 

Business IEducation Ilike Isome Iother Idisciplines Ido Inot Ihave Ia 

Isingle Iuniversally Iaccepted Idefinition. IAs Ia Iresult, Ischolars Ihave 

Iattempted Ivarious Idefinitions Iaccording Ito Iwhat Ithey Ibelieve Ieducation 

Iin Ibusiness Ishould Iset Iout Ito Iachieve. IShield I(1930), Idefines Ibusiness 

Ieducation Ias Ieconomic Ieducation Inot Iof Ithe Iacademic Isort, Ilong Iin 

Itheory Iand Ishort Ion Ifact, Ibut Ithat Iwhich Igives Ithe Istudent Iknowledge 

Iof Ibasic Irealities Iof Ibusiness Ilife Iand Irelationship. I IDane Iand 

IBrinkman I(1961), Istate Ithat IBusiness Ieducation Iconsists Iof Ithat Igroup 

Iof Irelated, Ioccupationally Ifocused Iand Igeneral Ieducation Isubjects, 

Isystematically Iarranged, Iwhich Iare Iprescribed Ifor Ipossible Iclarification 

Iin Ia Ifield. IOsuala I(1981), Iposits Ibusiness Ieducation Ias Ia Iprogramme 

Iof Iinstruction Iwhich Iconsists Iof Itwo Iparts I-business Ieducation I; Ia 

Ivocational Ieducation Iprogramme Ifor Ioffice Icareers Iand Igeneral 

Ibusiness Ieducation; Ia Iprogramme Iwhich Iprovides Istudents Iwith 

Iinformation Iand Icompetencies Ineeded Iby Iall Imanaging, Ipersonal 

Ibusiness Iaffairs, Iand Iusing Ithe Iservices Iof Ithe Ibusiness Iworld. ILomax 

I(1964), Irefers Ito Ibusiness Ieducation Ias Ithat Ifield Iof Ieducation Iwhich 

Ideals Iwith Ibusiness Iexperience Iboth Ifor Ispecialized Ioccupational Iuses 

Iand Ifor Igeneral Iuse. I 
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The INational ICommittee Iof IEducation Iin IUnited IStates I(1963), 

Idefines Ibusiness Ieducation Ias I"that Ipart Iof Ieducational Iprocess Iwhich 

Iconcerns Iitself Iwith Ivocational Ipreparation Ifor Ia Icareer Iin Iteaching 

Ibusiness Iand Ialso Iwith Ibusiness Iinformation Iimportant Ifor Ievery 

Icitizen Iand Iconsumer Iin Iorder Ithat Ihe Imay Ibetter Iunderstand Iand Iuse 

Ihis Ibusiness Iand Ieconomic Isurroundings. IAnao I(1986), Iasserts Ithat 

Ibusiness Ieducation Iproduces Imanpower Ithat Ipossesses Ithe Irequisite 

Iknowledge, Iskills Iand Iattitude Ifor Iharnessing Iother Iresources Iand 

Ibringing Ithem Iinto Icooperative Irelationship Ito Iyield Ithe Igoods Iand 

Iservices Idemanded Iby Ithe Isociety Ifor Ithe Isatisfaction Iof Itheir Iwants 

Iand Ineeds. IAnyaduba I(1986), Idefines Ibusiness Ieducation Ias Ieducation 

Ifor Iand Iabout Ibusiness. 

The INational IPolicy Ion IEducation I(1981) Irevised I(2002) Idid Inot 

Iattempt Iany Idefinition Iof Ibusiness Ieducation Ifor Iobvious Ireasons. IIn 

Ithe Ifirst Iplace, Ibusiness Ieducation Iis Iconsidered Ias Iaspects Iof 

Itechnical Ieducation; Ihence, Ithe Idefinition Iof Itechnical Ieducation Iin Ithe 

Ipolicy Ialso Iapplies Ito Ibusiness Ieducation. IAccording Ito Ithe Ipolicy, 

Itechnical Iand Ivocational Ieducation Iis Iused Ias Ia Icomprehensive Iterm 

Ireferring Ito Ithose Iaspects Iof Ithe Ieducational Iprocesses Iinvolving Iin 

Iaddition Ito Igeneral Ieducation, Ithe Istudy Iof Itechnologies Iand Irelated 
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Isciences Iand Ithe Iacquisition Iof Ipractical Iskills, Iattitudes, Iunderstanding 

Iand Iknowledge Irelating Ito Ioccupations Iin Ivarious Isectors Iof Ieconomic 

Iand Isocial Ilife. 

Furthermore, IAzuka I(2000), Isees Ibusiness Ieducation Ias Ia 

Iprogramme Iof Istudies, Iwhich Iaims Iat Icreating Iawareness Iin Ibusiness 

Ioccupations, Ipreparing Iyouths Ifor Iwork Iin Ibusiness Ioccupation, 

Ipreparing Ipeople Ito Ibecome Ibetter Icitizens Iand Iconsumers Iof Igoods 

Iand Iservices, Iand Ipreparing Ibusiness Iteachers. IFrom Ithe Iforegoing, 

Ibusiness Ieducation Itherefore Iprepares Iyouths Ifor Ivocation Iand Ialso 

Ifurnishes Ithem Iwith Irelevant Iinformation Iconcerning Itheir Ilives Iboth 

Ias Icitizens Iand Ias Iindividuals. IIn Ithe Ifirst Iinstance, Iit Idevelops Iin 

Ithem Iskills, Iattitudes Iand Iabilities Ithat Iare Irelevant Ito Isecuring Ijobs Iin 

Ithe Ibusiness Iworld. ISecondly, Iit Igives Ithem Iinsight Iinto Igeneral 

Ibusiness Iinformation Ithat Iwill Imake Ithem Iefficient Iand Irational 

Ipurchasers Iand Iconsumers Iof Ibusiness Iproducts. IImplicit Iin Ithese 

Idefinitions Iare Ithe Ifacts Ithat Ibusiness Ieducation Iis Inot Inecessarily 

Irestrictive. IThe Iprinciples Iand Itechniques Iof Ibusiness Ieducation Iare 

Ineeded Iby Iall Iin Iall Iwalks Iof Ilife Ifor Iuse Iboth Ifor Ivocational Iand 

Inon-vocational Ireasons. IBusiness Ieducation Ican Itherefore Ibe 
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Idepartmentalized Iinto Igeneral Ibusiness Ieducation I(education Iabout 

Ibusiness) Iand Ivocational Ibusiness Ieducation, I(education Ifor Ibusiness). 

The Igeneral Ibusiness Ieducation Iis Ian Iaspect Iof Ithe Ibusiness 

Ieducation Iprogramme, Iwhich Iprepares Ithe Icitizenry Ifor Ibasic Ior 

Igeneral Iknowledge Iabout Ibusiness Iactivities. IThere Iis Ineed Ifor Isuch 

Iknowledge Ibecause Iconsumers Ineed Iit Iin Iorder Ithat Ithey Imay Iselect 

Iwisely Ifrom Ithe Ivast Iquantities Iof Igoods Iand Iservices Iavailable. IA 

Icase Iworthy Iof Imention Ihere Iis Ithe Imassive Ienlightenment Iby 

INational IAgency Ifor IFoods Iand IDrugs IAdministration Iand IControl 

I(NAFDAC) Iin INigeria Ion Idrugs Iintake. IMany Ipeople Ihave Ibecome 

Iknowledgeable Iand Iconscious Iof Ithe Ikinds Iof Idrugs Ithey Itake Iand Ifar 

Imost Iimportant Ibeing Iconscious Iof Ithe Iexpiry Idates. IThere Iis Ialso Ian 

Iincrease Iin Iinvestment Iin Isecurities Iin Ithe Irecent Itime Iresulting Ifrom 

IIndigenization IPolicy Iof I1973 Iand Irecapitalization Iin Ithe Ibanking Iand 

Iinsurance Iindustries. 

 IIn Iorder Ito Imake Ithese Ireforms Isuccessful Iand Ito Imake 

INigerians Iparticipate Iactively, Ithey Ineed Ito Iacquire Ienough Ibusiness 

Iknowledge Ito Iguide Ithem. IGeneral Ior Ibasic Ibusiness Iknowledge Iis 

Imade Iaccessible Ito Iall Icitizens Iin Ithe Isociety Ito Imake Ithem Ibetter 

Iconsumers Iof Igoods Iand Iservices. 
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Commenting Ifurther Ion Ithe Igeneral Ibusiness Ieducation, IOsuala 

I(2004), Inotes Ithat Ithe Icomplexities Iof Imodern Isocieties Idemand Ia Itype 

Iof Ieducation Ithat Ican Iequip Ithe Iindividual Iin Ithe Isociety Iwith 

Iknowledge Ithat Ican Imake Ihim Ihighly Ifunctional Iin Ithe Isociety. IHe 

Ifurther Istates Ithat Ithe Icolonial Isystems Iof Ieducation Iin INigeria Ihad 

Ieither Ior Ino Iregard Ifor Igeneral Ibusiness Iknowledge Iof Icitizenry. 

IGeneral Ibusiness Iis Ifundamentally Ieducation Ifor Ithe Idevelopment Iof 

Ithe Ieconomic Iunderstanding Iand Ias Isuch Igeneral Ibusiness Iknowledge 

Iis Ivery Iessential Ifor Ievery INigeria Icitizen. 

Secondly, Ivocational Ibusiness Ieducation Iis Ia Imore Ispecialized 

Iaspect Iof Ibusiness Ieducation Iaimed Iat Ipreparing Iyouths Ifor Ijobs Iin 

Ibook-keeping Iand Iaccounting Ioccupations; Ioffice Ioccupation, Igeneral 

Iand Iclerical Ioccupations Iand Imarketing Ioccupations. IVocational 

Ibusiness Ieducation Iis Itherefore Idesigned Ito Idevelop Ispecial 

Icompetencies Iin Imarketable Ibusiness Iskills Iand Itechniques I(Roberts 

I1989). 

Objectives Iof Ithe IBusiness IEducation 

The Iphilosophy Iand Igeneral Iobjectives Iof INigerian Iteacher 

Ieducation Iform Ithe Ibasis Ifor Ithe Iaims Iand Iobjectives Iof IBusiness 

IEducation IProgramme. IFor Iinstance, Ithe INational ICommission Ifor 
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ITertiary IInstitutions I(NCCE) I1990, IRevised I(2002), Iminimum 

IStandards Istates Ithat Ithe Iphilosophy Iof Ibusiness Ieducation Iis Ito Imake 

Ibusiness Ieducators Iunderstand Ithe Iconcepts Iand Iphilosophy Iof Ithe 

INational IPolicy Ion IEducation Ias Iit Irelates Ito Ibusiness Ieducation Iand 

Ithe Iimportance Iof Ibusiness Ieducation Iin Inational Idevelopment. IBased 

Ion Ithis Iphilosophy, Ithe Iobjectives Iof IBusiness ITeacher IEducation Iat 

Ithe INCE Ilevel Iare Ito: 

a) produce I Iwell I Iqualified Iand I Icompetent I Igraduates I I Iin I 

Ibusiness Ieducation Iwho Iwill Ibe Iable Ito Iteach Ibusiness Isubjects 

Iin Iour Ijunior Isecondary Ischool. I I IThe Ibusiness Isubjects Iare 

ICommerce, IBookkeeping, IOffice IPractice, IShorthand Iand 

ITypewriting, I(coordinated Ias IBusiness IStudies.) 

b) produce I Ibusiness Iteachers Iwho Iwill Ibe Iable Ito Iinculcate Ithe 

Ivocational Iaspects Iof Ibusiness Ieducation Iinto Ithe Isociety. 

c) produce I I Ibusiness I Iteachers I Iwho I Iwill I I Istart I Ithe I Imuch I 

Idesired Irevolution I I Iof Ivocational I I Idevelopment I Iright I Ifrom I 

Ithe I Iprimary I Iand Isecondary Ischools. 

d) produce Istudents Iin Ibusiness Ieducation Iwith Inecessary 

Icompetencies I Iso Ias I Ito I Iqualify Ithem, I Ifor Ipost I Idegree 

Iprogramme I Iin Ibusiness Ieducation. 
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e) to Iequip Igraduates Iwith Ithe Iright Iskills Ithat Iwill Ienable Ithem Ito 

Iengage Iin Ia Ilife Iof Iwork Iin Ithe Ioffice Ias Iwell Ias Ifor Iself-

employment. 

Concept Iof IUnemployment I 

Unemployment Iin INigeria Itoday Iis Ibecoming Ia Ithreat. IAccording Ito 

IAgbodike I(2012), Ithe Iissue Iof Iunemployment Iis Ia Iglobal Iproblem Iand 

Iit Ihas Ibeen Idescribed Ias Ia Imajor Iimpediment Ito Isocial Iprogress. 

IAlanana I(2003) Istated Ithat Iunemployment Iin INigeria Iis Inot Ia Irecent 

Iphenomenon Irather, Iit Iis Ia Inational Iissue Ias Iwell Ias Ia Ithreat Ito Ithe 

Ination. IOkechukwu I(2014) Iindicated Ithat Iglobal Iunemployment Ihas 

Ibeen Iprojected Ito Ireach Iover I215million Iby I2018 Iand Iexperts Ifear 

Ithat IAfrica, Iparticularly INigeria's Ishare Iof Ithe Iglobal Iscourge Imight 

Iincrease Idisproportionately Iwith Iattendant Iunsavoury Iconsequences. 

Unemployment Iarises Ias Ia Iresult Iof Iinsufficient Iand Inon-availability Iof 

Ijobs Ito Icorrespond Iwith Ithe Igrowing Ipopulation, Ieven Ithose Iwho Iare 

Iemployed Isometimes Ilive Iwith Ithe Ifear Iof Ibeing Iunemployed Idue Ito 

Ijob Iinsecurity Iand Iretrenchment Iof Iworkers. IIt Iwill Ibe Ipertinent Ito 

Istate Ihere Iwhat Ithe Iterm I"unemployment" Imeans. 

 IAccording Ito IPertinger I(2010), Iunemployment Iis Idefined Ias Ia 

Isituation Iwhere Isomeone Iof Iworking Iage Iis Inot Iable Ito Iget Ia Ijob. IIt 
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Iis Ia Icondition Iof Ibeing Iwithout Ia Ijob. ISimilarly, IDalhatu Iand IBagaji 

I(2014), Iindicated Ithat Iunemployment Iis Ithe Ipercentage Iof Ithe Ilabour 

Iforce Ithat Iis Iwithout Ijob. IThis Imeans Ithat Iunemployment Iis Ithe Itotal 

Ipercentage Iof Ipersons Iwho Iwant Ito Iwork Ibut Icannot Ifind Iwork. IThe 

IInternational ILabour IOrganisation I(ILO), Iin Ianother Idefinition Istated 

Ithat Iunemployment Iis Ithe Iproportion Iof Ithe Ilabour Iforce Iwhich Iwas 

Iavailable Ifor Ibut Idid Inot Iwork Ifor Iat Ileast Ione Ihour Iin Ithe Iweek 

Ipreceding Ithe Isurvey Iperiod. IThe INational IBureau Iof IStatistics I(NBS) 

Iin Ia Isimilar Ivein, Idefined Iunemployment Ias Ithe Iproportion Iof Ithe 

Ilabour Iforce Ithat Iis Iavailable Ifor Iwork Ibut Idid Inot Iwork Ifor Iat Ileast 

I39 Ihours Iin Ithe Iweek Ipreceding Isurvey Iperiod. IThe Idefinitions Iabove 

Iall Ipoint Ito Ione Isingular Ifact Iabout Iunemployment Iwhich Iis, Ithat Ia 

Iperson Iis Iwithout Ia Ijob. IFor Ian Iindividual Ito Ibe Iunemployed, Iit Ican 

Itake Ion Idifferent Iforms. 

Unemployment Ican Ieither Ibe Ivoluntary Ior Iinvoluntary. IIt Iis 

Ivoluntary Iemployment Iwhen Ian Iindividual Ichooses Inot Ito Iwork 

Iprobably Ibecause Ihe/she Ihas Ia Imeans Iof Isupport Iwhile Iinvoluntary 

Iemployment Iexists Iwhen Ipersons Iwho Iare Ieligible Iand Iwilling Ito Iwork 

Iat Ithe Iprevailing Irate Iof Ipay Iare Iunable Ito Ifind Iwork I(Agbodike, 

I2012). IThe Itype Iof Iunemployment Iall Iover Ithe Iworld Itoday Iand 
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INigeria Iin Iparticular Iis Iinvoluntary Iemployment Iwhere Ipersons Iare 

Iwilling Iand Iready Ito Iwork Ibut Icannot Ifind Iwork Ito Ido. IIt Iwill Ibe 

Iworthy Ito Inote Ihere Ithat Ias Iat Ithe Iend Iof Ithe Ifirst Iquarter Iof I2016, 

Iaccording Ito Ithe IN.B.S I(2016), Ithe Iunemployment Irate Istood Iat I12.1% 

Ias Iagainst I10.9% Iin IDecember I2015. IThis Iincrease Iin Ithe 

Iunemployment Irate Iclearly Iindicates Ithat INigeria Iis Ifaced Iwith Ithe 

Iproblem Iof Iunemployment. I 

However, Ithere Iare Ispeculations Ifrom Idifferent Icorners Ithat Ithe 

Iunemployment Irate Ias Iprovided Iby Ithe INBS Iis Inot Icorrect Igoing Iby 

Ithe Ipopulation Iof Ithe Iunemployed Iin Ithe Icountry. ISome Iexperts Iargue 

Ithat Igiven INigeria's Ipenchant Ifor Ipoor Irecord Ikeeping, Ithe 

Iunemployment Ifigure Ican Ibe Ias Ihigh Ias I37.7% I(Okechukwu, I2014). 

Recently, Ithe ICentral IBank Iof INigeria Istated Ithat I80% Iof INigerian 

Iyouths Iare Iunemployed Iand Iadded Ithat Iunemployment Iremains Ia 

Isevere Ithreat Ito INigeria's Ieconomy. IThe Ithreat Iof Iunemployment Ito 

INigeria Ias Ia Ination Iis Iuncontrollable Iand Iit Ihas Imuch Inegative Iimpact 

Ion Ithe Ination's Ieconomy. 

Agbodike I(2012) Iasserted Ithat Ithe Iimpact Iof Iunemployment Iis 

Iuncontrollable Ieven Iin Ideveloped Icountries Ilike IFrance, IUSA Iand 
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IGermany. IAjufo I(2013) Isupports Ithat Ithe Iunavailability Iof Ijob 

Iopportunities Iamong Iyouths Iespecially Igraduates Ihave Ibeen Iidentified 

Ias Ione Iof Ithe Imajor Ifactors Iresponsible Ifor Iyouth Irestiveness Iand 

Iother Isocial Ivices Iincluding Iarmed Irobbery, Iprostitution, Idestitution 

Iand Ipolitical Ithugs. IIn INigeria, Ithe Iimpact Iof Iunemployment Ican Ibe 

Iseen Iin Idifferent Iareas Iof Ithe Isociety. ISome Iof Isuch Iareas Iare 

Iincrease Iin Idependence Iratio, Ichild Itrafficking, Idrop Iin Ithe Ination's 

Ieconomy, Iadvanced Ifee Ifraud Ialso Iknown Ias I"419" Iamongst Iothers. 

IUnemployment Iindeed Iis Iravaging Ithe Inooks Iand Icrannies Iof INigeria 

Iand Ithe Imajor Icauses Iof Iunemployment Iin Ithe Ination Itoday Iare 

Ieducational Ipolicy/ Ilack Iof Iskills, Itechnological Iadvancement Iand 

Icorruption. IThese Icauses Iwere Ienumerated Iin Ia Iresearch Icarried Iout 

Iby IAgbodike, I2012 Ititled I"The IImpact Iof IUnemployment Ion INigerian 

IEconomy". 

Work ISkills 

The Iconcept Iof Iskills Ihas Ibeen Iexplained Iby Imany Iauthors. 

IHornby I(1992), Idefines Iskill Ias Ithe Idexterity Iin Idoing Ithings Ior Iin 

Iperformance Ior Iin Iapplication Ito Ipractical Ipurpose, Ian Iingenuity, 

Iwisdom Iand Iknowledge Iin Icarrying Iout Ia Ifunction. IOsuala I(1995) 

Irefers Ito Iskill Ias Ian Iactivity Ithat Irequires Icontrolled Iphysical 
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Imovements Ito Ibe Imade Iunder Ithe Iguidance Iof Ithe Imind, Iwhich 

Ireceives Iits Istimulus Ithrough Isensory Iinput. ITherefore Iskill Iis Iacquired 

Iattitudes Iand Ibehaviours Iafter Ian Iexposure Ito Itheories Iand Ipractices Iin 

Ithe Ifield Iof Istudy. ISkill Iis Ithe Iability Ito Ido Isomething Iwith Ia Idegree 

Iof Iproficiency Iresulting Ifrom Icertain Ibehaviour Ipattern Iin Irespect Ito 

Ismoothness, Ispeed Iand Iaccuracy. IOkorie Iand IEzeji I(1998), Iexplain Ithat 

Ipossession Iof Iskill Iis Ito Idemonstrate Ithe Ihabit Iof Iacting, Ithinking Ior 

Ibehaving Iin Ia Ispecific Iactivity Iwhich Ihas Ibecome Iso Inatural Ito Ithe 

Iindividual Ithrough Irepetition Ior Ipractice Isuch Ithat Iit Ibecomes 

Iautomatic. IThe IWebster IEncyclopedia IDictionary I(1994), Idefines Iskill 

Ias Ithe Iability Icoming Ifrom Iones Iknowledge, Ipractice, Iand Iaptitude Ietc. 

Ito Ido Isomething Iwell. ICentral Iamong Ithese Idefinitions Iis Ithe Iidea Ithat 

Iskill Icould Ibe Iregarded Ias Iability, Iwhich Iis Ian Ioutcome Iof Ilearning 

Iand Ipractice Ito Ithe Ipoint Iof Iperfection, Iwhich Icould Ibe Iapplied 

Isubsequently Iby Ithe Ilearner. IThe Iresult Iis Iaccuracy Iin Icarrying Iout Ia 

Itask Ithrough Iorganized Ilearning Iand Irepetitive Ipractice. IAcquisition Iof 

Iskills Iexposes Ithe Ilearner Ito Ithe Ispecific Iskills Ior Irelevant Iactivities 

Iembodying Ithe Iskills. 

Okorie I(1998), Istates Ithat Iskills Iare Irequired Iwhen Iprocedural 

Iinstructions Iare Imatched Iwith Iperformance Iactivities. IRepetition Iis Ithe 
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Iwatchword. IFor Iskills Ito Ibe Iacquired Iand Ideveloped, Ithere Imust Ibe 

Iopportunity Ifor Iparticipation Iand Ipractice Iof Isuch Iskills Iunder Ireal Ilife 

Icondition. ITo Iacquire Iand Idevelop Iskills, IOkorie Iand IEzeji I(1998), 

Ifurther Istates Ithat Ithree I(3) Ifactors Iare Iinvolved Inamely Iimitation, 

Irepetition Iand Iparticipation. ISimilarly, IHauston I(1970), Ilists Iamong 

Iothers Iprocesses Iof Iskill Iacquisition Iand Ithey Iare: 

a) observation I- Istudents Iwatch Ithe Iskill Ioperation Iperformed 

Iby Ithe Iteacher Iin Ireal Ilife Ito Ienable Ithem Iform Iconcept. 

IObservation Iis Iinvaluable Iin Ithe Idevelopment Iof Iskills; I 

b) imitation I- Istudents Ifollow Iexample Iof Iwhat Ithe Iteacher 

Ihas Idone Ithrough Idemonstration Iand Ilearning Iby Idoing; I 

c) manipulation I- Ithis Imeans Ito Ioperate, Ihandle Ifor Iexample 

Ithe Iact Iof Ireceiving Ior Iattending Ito Ivisitors Iand Iclients. 

IThis Iis Idemonstration Ipractices; I 

d) performing I- Icarry Iout Ithe Iactivities Itaught Iand Iwould Ibe 

Iguided Ion Iwhat Ito Ido; I 

e) perfecting I- Ithis Iis Ithe Ihighest Iform Iof Iskill Iacquisition 

Iprocess. IAfter Imuch Ipractices, Ithe Istudents Ibecome 

Iconversant Iwith Ithe Idemands Iand Itasks Iof Ithe Ioperation. 

IThey Ibecome Iexperts Iand Isaleable. 
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Olaitan I(1994), Iopines Ithat Iinstructions Iare Inot Icompleted Iuntil 

Istudents Ihave Iused Ithe Iabilities Iand Iskills Ibeing Itaught. IOkorie 

I(1998), Istates Ithat Iif Ieducation Iis Ipreparation Ifor Ilife Iand Iif 

Ipractically Ieveryone’s Ilife Iand Iopportunities Ifor Iself Iexpression Iand 

Ifulfillment Iinclude Iwork Iand Iskills Ipossessed, Ithen Ionly Ithe 

Isuccessfully Iemployable Iare Isuccessfully Ieducated Iand Iskilled. 

Thus Iacquisition Iand Idevelopment Iof Iwork Iskills Iwould Ihelp Ithe 

Ilearner Iamong Iothers Ito Icultivate Ia Iright Iattitude Ito Iwork, Ihave Ia 

Igood Isense Iof Iduty Iand Irespect Ifor Ithe Idignity Iof Ilabour, Ibe Iself-

sufficient Iand Iself-reliant, Ithat Iis, Iprepare Ithe Ilearner Ito Ibe Iworthwhile 

Ibusiness Iowner, Iacquire Isaleable Iskills, Iprepare Ithe Ilearners Ito Ibe 

Ieffective Iemployees Iin Ithe Ibusiness Iworld. IA Iskill Iis Ia Ilearnt 

Iresponse Iin Iactions, Iwords Ior Ideeds Ito Iobjects, Isituations Iand Iissues. 

IOnce Ilearned, Ithe Iskills Iare Irelatively Ipermanent Iand Ipeople Ibecome 

Iefficient Iin Iperforming Ithese Iskills Iin Ieveryday Iliving. 

Office Iwork Iskills Ican Itherefore Ibe Ireferred Ito Imean Ithose 

Iabilities Ito Icarry Iout Ithe Ioffice Ifunctions Ivery Iwell. IThese Ioffice Iwork 

Iskills Iare Ias Ivaried Ias Ithe Ioffice Iactivities Ivary Itoo. IAccording Ito 

IFoster I(1984), Ioffice Iskills Imaybe Iused Icomprehensively Ito Icover Ia 

Ivariety Iof Iroutine Iand Inon Iroutine Iactivities Iin Ia Ibusiness Ioffice. 
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IOffice Iactivities Iare Iclustered Ias Iword Iprocessing Iskills, I I 

Icommunication I I Ioffice I I Iskills, I I Imanagement/supervisory I I Ioffice I I 

Iskills, Iinterpersonal/human Irelation Ioffice Iskills Iand Ibookkeeping Ioffice 

Iskills. I 

Word IProcessing ISkills 

Word IProcessing Iis Ithe Ihandling Iof Ialphabetical Iand 

Ialphanumeric Iinformation Ielectronically. IAccording Ito IKantos I(1981), 

Ithe Iterm Iwas Icoined Ito Iemphasize Ithe Imanipulation Iof Icertain Itypes 

Iof Idata, Icharacters Icombined Ito Iform Iwords, Isentences, Iparagraphs, 

Imemos, Iletters Iand Ireports. IA Iword Iprocessing Isystem Icomprises 

Iequipment, Iprocedures, Iand Ipeople Iwhereby Ithought Iand Iideas Iare 

Iexpressed Iand Idistributed Iin Ihard Icopy I(paper) Iand/or Isoft Icopy I(CRT 

Iscreen) Iform. IThe Iequipment Iitself I(the Iword Iprocessor) Iconsists Iof Ia 

Ikeyboard, Ian Ielectronic Imemory, Ia Idisplay Iscreen Iand Ia Iprinter. IText 

Iis Ityped Ion Ithe Ikeyboard, Ibut Iinstead Iof Ibeing Iprinted, Iit Iis Ientered 

Iinto Ithe Imachines Ielectronic Imemory. IThe Ibusiness Ieducation 

Igraduate/typist Ican Isee Ithe Imaterial Ion Ithe Iscreen Iand Icheck Iit Ias Ishe 

Itypes Iit Iin. IShe Ican Ialso Iuse Ithe Ikeyboard Ito Idisplay Ithe Itext Ion Ithe 

Iscreen Iand Ito Ienter Icorrections Iand Iamendments. IOnce Ithe Idocument 

Iis Ientered Iand Icorrected, Iit Ican Ibe Iprinted Iout Ion Ithe Iprinter. IText 
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Ican Ibe Iheld Iin Ithe Imachine's Imemory Iand Iprinted Iout Ilater Iwith Ior 

Iwithout Iamendments. 

Azuka I(1997), Ilists Iword Iprocessing Ifunctions Ias Istandard Iediting 

Ifunctions I(insert, Idelete, Iamend), Itext Ienhancement I(centering, Ibold, 

Ifonts), Iblock Ioperations I(copy, Ire-copy, Imove, Ideletion), Itext 

Imanipulation I(search Iand Ireplace, Iarithmetical Ifunctions, Iword Icounts, 

Iauto-referencing), Itext Iformatting I(tabs, Imargin, Iarithmetic Itabs), 

Igraphics I(diagram, Iphotograph, Idesk-top Ipublishing Iand Imail Imerged 

I(keyboarding, Ifile). ISpeaking Ion Ithe Iimportance Iof IWord 

IProcessing/Modern Ioffice Imachines, INwogwugwu(2002), Inotes Ithat 

Imany Iyears Iago, Ithe Ineed Ifor Imodern Ioffice Imachines, Iand Iequipment 

Idid Inot Iarise. IThis Iwas Imainly Ibecause, Ithe Ibusiness Ieducation 

Igraduates Ithen Icould Imake Ido Iwith Ithe Imanual Itypewriters, Imanually 

Ioperated Iphotocopying Iand Iduplicating Imachines Iand Iother Ioffice 

Iequipment Ioperated Imanually Ito Ido Itheir Iwork Iirrespective Iof Ithe 

Ilength Iof Itime Iand Ienergy Ithey Iexert Iin Idoing Iso, Iespecially Iif Ithey 

Iare Iengaged Iin Inarrow Iand Inon-competitive Ibusiness. IThe Iinaccuracies, 

Iinefficiencies Iand Inon-standardization Iof Ithese Imachines 

Inotwithstanding, Ionce Ithese Itraditional Ibusiness Ieducation Igraduates 

Iwere Iable Ito Itake Idown Idictation Iin Ishorthand Iand Itranscribe Isame Ion 
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Ithe Imanual Itypewriter, Ithey Iwould Ibe Isatisfied Ithat Ithey Ihave Idone 

Itheir Iwork. 

But Inow, Ithe Irole Iof Ithe Isecretarial Istaff Iin Itoday's Ioffice Ihas 

Irisen Ibeyond Ithe Itraditional Irole Iof Itaking Idictation Iin Ishorthand Iand 

Itranscribing Ion Ithe Itypewriter. IAccording Ito IMarshall I(1988), Ithe 

Ibusiness Ieducation Igraduate Ipossesses Imastery Iof Ioffice Iskills Iand 

Iability Ito Iassume Iresponsibility; Ithe Ibusiness Ieducation Igraduate 

Idisplays Iinitiative, Iexercise Ijudgment Iand Imakes Idecisions Iin Itoday's 

Ioffice. IThe Isecretarial Iprofession Ihas Ibecome Imore Ivast Iand Ihighly 

Idemanding Ithan Iit Iused Ito Ibe Iin Ithe Ipast, Ihence Ithe Ineed Ito Ichange 

Ifrom Ithe Iuse Iof Iarchaic Iand Islow Imanual Ioffice Iequipment Iand 

Imachines Ito Ihighly Isophisticated Iones Iwhich Iinclude Iinformation 

Itechnology Iresources Iand Iinternet Idevelopment Iand Ienhance Itheir 

Iproductivity Iand Iefficiency Iin Ithe Ioffice. IThere Iare Inew Iways Iof 

Idoing Ioffice Iwork, Iwhich Iwould Ibecome Itoo Icumbersome Iwithout Ithe 

Iuse Iof Ithese Imodern Imachines. 

As Inew Ibusiness Iand Ijob Iopportunities Iare Igenerated Ievery Iday, 

Ithere Iis Ithe Ineed Ifor Ibusiness Ieducation Igraduates Ito Imatch Ithe Inew 

Ichallenges Iby Iacquiring Inew Iskills Iand Icompetencies Ifor Ithe Ioperation 

Iof Ithese Inew Itechnologies. IBusiness Ieducation Igraduates Iwho Iare Inot 
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Iwell Iequipped Iin Iterms Iof Inew Iskills Iand Icompetencies, Iknowledge 

Iand Iabilities Irequired Ifor Itoday Iand Itomorrow's Ioffice Iare Isure Ito Ibe 

Iembarrassed Ias Itheir Iinadequate Iskills Iwill Irender Ithem Iredundant Ior 

Ieven Ithrow Ithem Iout Iof Ijob. 

In Ia Isociety Ithat Iis Iin Ia Istate Iof Itechnological Iflux Isuch Ias 

Iours, Iit Iis Icompelling Ito Imonitor Ifrom Itime Ito Itime Iskills Ithat 

Iemployers Iof Ilabour Iwant Iso Ias Ito Iachieve Imaximum Iproductivity. ITo 

Iachieve Ithis, Ievery Iwork Ior Iproduction Iprocess Irequires Ispecialized 

Iskills Iand Icompetencies. ISecretarial Iskills Iare Ithose Iabilities Ithat 

Ienable Ithe Ibusiness Ieducation Igraduate Iperform Ioffice Iduties Imost 

Ieffectively. IIn Ia Idynamic Isociety Isuch Ias Iours, Ithings Ichange Ifast. 

ITechniques Iand Itechnology Ieasily Ibecome Iobsolete, Imaking Ifresh 

Idemands Ion Inew Iskills Iand Iprocedures. IThis Icalls Ifor Iconstant 

Imonitoring Iso Ias Ito Ibring Iabout Inecessary Iretraining Itowards Ithe 

Iacquisition Iof Imatch Iskills. ITherefore, Iskills Irequired Iof Ibusiness 

Ieducation Igraduates Ineed Iregular Ievaluation Ifor Icurrency Iand Iupdate 

Ito Imeet Ithe Ichange Iof Itime Itechnologically. 

The Ineed Ifor Icomputer Iand Iword Iprocessing Iskills Ito Ibe 

Ipossesed Iby Ibusiness Ieducation Igraduates Ihave Ibeen Iover Iflogged Iby 

Ibusiness Ieducators Ifor Iobvious Ireasons. IOf Icourse Ito Ibe Irelevant Iin 
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Itoday's Ioffice, Icomputer Iliteracy Iis Ia Imust Ifor Iall Ibusiness Ieducation 

Igraduates Iand Ibusiness Ieducators Ibecause Icomputer Ihas Isimplified, 

Ithrough Imechanization, Iall Iaspects Iof Ioffice Ifunctions Iand Isecretarial 

Iprocedures. IEven Ithe Imuch Italked Iabout Ipaperless Ioffice Iof Itoday Iis 

Ipossible Ithrough Ithe Iuse Iof Icomputer. 

The Iacquisition Iof Icomputer Iand Iword Iprocessing Iskills Iwill Ilead 

Ito Ithe Ifollowing Ibenefits. 

- Reduce Ithe Ilength Iof Itime Irequired Ito Ido Iwork 

- Ensure Iaccuracy Iand Iefficiency 

- Eliminate Idrudgery 

- Ensure Istandardization Iof Iwork 

- Accelerate Ithe Ispeed Iand Icapacity Iof Ioffice Iwork Idone. I 

Furthermore, IOwens I(1982), Iemphasizing Ithe Ineed Ifor Inew Iskills 

Istated Ithat Ithe Imodern Ibusiness Ioffice Ihas Igone Ithrough Igreat 

Imetamorphosis, Iand Ithat Iautomation Iand Ithe Ichanges Iit Ibrought Ito Ithe 

Ibusiness Ioffice Iare Igreatly Ialtering Ithe Iskills Irequired Iby Iemployers. 

INwosu I(1987), Iquoting I(Invarie, I1980; IStilt, I1982; IKanu, I1987 Iand 

IMichael, I1987) Istates Ithat Iknowledge Iof Ithe Inew Itechnologies Iis 

Iconsidered Iindispensable Ifor Ithe Imodem Ibusiness Ieducation 
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Igraduate'.Idih I(1998), Inotes Ithat INigeria Iis Ifast Imoving Iinto Ithe I21st 

ICentury Iwith Iits Iconstantly Ichanging Itechnology. 

Youth Iwould Ibe Iable Ito Iface Ithe Ichallenges Iof Ithe Ielectronic Iera 

Iand Ithe Ifuture Idemands Iof Iemployers Iare Ihighly Ineeded. 

Agomuo I(1997), Istates Ithat Idue Ito Ithe Idynamic Inature Iof Ithe 

Ioffice, Ithe Irole Iof Ithe Ibusiness Ieducation Igraduate Ihas Icontinued Ito 

Iassume Iadded Idimensions. IHe Iobserved Ithat Ifor Ilarge Iorganizations 

Itoday, Ithe Ibusiness Ieducation Igraduate Ican Ilend Iadministrative Isupport 

Ito Ithe Iexecutive Iby Ihandling Imany Itime-consuming Iduties Iand Itasks 

Isuch Ias Icompiling Iand Iorganizing Iinformation Ifor Ireports Iand Ilong 

Imemorandums, Imaintaining Iconfidentialities, Idisseminating Iinformation 

Irelating Ito Iadministrative Ipolicies, Iresearching Idata Ifor Ipresentation Ito 

Ibe Igiven Iby Ithe Iexecutive, Icomposing Iand Idictating I I Icertain I I 

Iletters, I I Iand I I Iperforming I I Iany I I Iother I I Iduties I I Idelegated I I Iby 

Imanagement. IOsuala I(1998) Iadded Ithat Imost Iof Ithe Iactivities Iof Ithe 

Ioffice Isuch Ias Iaccounting, Imail Ihandling, Ifiling, Itelephone Iswitching 

Isystems, Ireprographics Ietc. Iare Inow Iperformed Iby Iself-regulating 

Imachines. IThe Ibusiness Ieducation Igraduate Ihowever, Icontrols Imost Iof 

Ithese Imachines. 



 42 

Ditaranti I(1983), Ipoints Iout Ithat Ithe Irole Iof Ibusiness Ieducation 

Igraduates Iin Itertiary Iinstitutions Ihas Ibegun Ito Isplinter. IThey Inow 

Iinclude: 

• The Iword Iprocessing Ibusiness Ieducation Igraduate Iwho Ikeyboards; 

• Correspondence Iand Iother Ibusiness Ipapers 

• The Icorrespondence Ibusiness Ieducation Igraduate Iwho Ioriginates 

Iout Imaterials 

• The Ifinancial Ibusiness Ieducation Igraduate Iusing Imicrocomputers 

Ito Ihandle Ipayments, Ipetty Icash Ifunds, Ietc. 

• The Idata Iprocessing Ibusiness Ieducation Igraduate Iwho Ihandles 

Iinventory Iof Ioffice Iequipment Iand Iattendant Irepair Iservice Iand 

Icontract. 

Still, IObijole I(1998), Icomments Ion Ithe Icurrent Istate Iof Isecretarial 

Itraining Istressing Ithe Ineed Ifor Ia Ichange. IObijole Istates Ithat Ithe Iwork 

Iof Ithe Iprofessional Ibusiness Ieducation Igraduate Ihas Ichanged Ifrom Ithe 

Itraditional Ioffice Iroutine Iof Ihandling Imails Imanually Ito Ithe Iapplication 

Iof Imodern Ioffice Itechniques Iand Ithe Iuse Iof Isophisticated Ioffice 

Iequipment Iin Ithe Iprocessing Iof Iinformation. 

Interpersonal I/Human IRelations ISkill: 
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The Iimportance Iof IInterpersonal/human Irelations Iskill Iin Iany 

Iwork Ienvironment Icannot Ibe Iover Iemphasized; Ias Isuch Iwork Iplace 

Ienvironment Iis Ia Icollection Iof Idifferent Ikinds Iof Ipeople Iwho Iinteract 

Ion Idaily Ibasis. IThese Igroups Iof Ipeople Iinclude Ithe Iemployers, 

Iemployees, Ivisitors, Icontractors Ietc. IHow Ia Istaff Iis Iperceived Iby Ithe 

Iemployer Iand Ico-workers Iand Ieven Ivisitors Ito Ithe Ioffice Iplays Ia Ilarge 

Irole Ias Iminor Ias Iyour Iday Ito Iday Ihappiness Iat Ithe Ioffice Iand Ias 

Imajor Ias Ithe Ifuture Iof Iyour Icareer. INo Imatter Ihow Ihard Iyou Iwork Ior 

Ihow Imany Ibrilliant Iideas Iyou Imay Ihave, Iif Iyou Ican't Iconnect Iwith 

Ithe Ipeople Iwho Iwork Iaround Iyou, Iyour Ipersonal Ilife Iwill Isuffer. IThe 

Isecretarial Istaff Ipersonal Iappearance Iis Ivery Iimportant. IShe Imust Iput 

Ion Ia Ifriendly Ismile, Itidy, Ismartly Idressed, Iwell Imanicured, Iand 

Ipolished Iwith Ilight Ifragrance. IShe Imust Ibe Idependable; Iexercise Igood 

Ijudgment, Ino Igossiping, Iknows Ihow Ito Itactfully Iand Irespectfully 

Idismiss Icallers Iwho Ithe Iboss Idoes Inot Iwant Ito Isee. IThe Iviews Iof 

IAdeniran I(1996) Iand IOnasanya I(1990) Ido Inot Idiffer Iin Ithe Iappearance 

Iof Ia Ibusiness Ieducation Igraduate Iand Igood Icharacter Itraits. IShe Imust 

Ibe Ismartly Idressed Ias Iher Ipersonal Iappearance Imakes Ia Ifavorable 

Iimpression Iupon Iher Iemployer, Iher Iassociates, Iclients Iand Ioffice 

Iworkers. IShe Imaintains Igood Ihealth, Ifeed Iwell, Iand Ilook Igood Iwith 
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Icarriage Iof Iself-esteem Iand Igood Icomportment. IThey Iemphasize Ithat 

Iphysical Iappearance Iis Ivery Iimportant, Ifacial Iexpressions, Igestures, 

Ihesitations Iand Ieye Icontact. IEvery Iindividual Ihas Iseveral Iselves Isuch 

Ias Ithe Iself- Iesteem, Ithe Iarrogant Iself, Ithe Imodest Iself, Ithe Ilazy Iself, 

Ithe Igentle Iand Imeek Iself, Iirritable Iself Iand Iso Ion. IThe Ibusiness 

Ieducation Igraduate Ishould Idisplay Ithe Imodest Iself Iwith Iself-

confidence. IThey Inoted Ithat Ifrom Itime Iimmemorial, Ia Iwoman Imuch 

Imore Ithan Ia Iman Ihas Ibeen Ijudged Iby Iher Ipersonal Iappearance, Iwhich 

Imust Ibe Ipleasing. IOyemode I(1993), Iagrees Iwith Ithe Iauthors Ithat Ia 

Ibusiness Ieducation Igraduate Ineeds Ito Ibe Iskilled, Iintelligent, Ihonest, 

Ismart Iand Ifluent Iin Icommunication. 

Ogbechie I(1991), Iexpresses Iconcern Ithat Ithere Iis Ia Igap Ibetween 

Istudents' Iactual Iperformance Iand Ithe Iperformance Irequired Ito Isucceed 

Iin Ioccupations Iof Itheir Ichoice. IHe Istates Ithat Ithe Iarea Iwhich Iis 

Ilacking Iis Istudents' Iwillingness Ito Iperform Ion Ithe Ijob Iand Ihis Iinability 

Ito Iget Ialong Iwith Ifellow Imen Iboth Iat Iwork Iand Iin Ihis Ievery Iday Ilife. 

IThe Iinability Ito Iget Ialong Iwith Iother Ipeople Ias Ia Iresult Iof Itension Ior 

Iconflict Iin Ithe Ioffice Ibetween Ico-workers/superiors Iis Iexpensive 

Ibecause Iit Icuts Idown Ion Iproductivity Iand Iadds Ito Ioperating Icosts. 

IThe Iinability Ito Iinteract Iwith Iclients Ican Imake Ithe Iorganisation Iloose 
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Ibusiness Iamounting Ito Imillions Iof Inaira. IHe Iopines Ithat Iany 

Ideficiency Iin Itechnical Iskills Ican Ibe Iremedied Ibut Ian Iemployee Iwho 

Ilacks Iaffective Iwork Iskills Iand Isensitivity Iis Ia Iliability Irather Ithan 

Iasset Ito Ithe Iorganisation. INwosu I(1998), Istates Ithat Ian Iideal Ibusiness 

Ieducation Igraduate Ineeds Ito Ihave Iamong Iothers Icertain Icharacter Iand 

Ipersonal Itraits Idependability, Iloyalty, Ivigour, Iinitiative, Icourtesy, 

Ijudgment, Ihonesty, Iresourcefulness, Iadaptability, Itact Iand Icommon 

Isense. IFasusi I(1991), Imaintains Ithat Ithe Ibusiness Ieducation Igraduate's 

Irole Iis Iboth Itechnical Iand Ipsycho-social Iin Inature Iand Ithat Ithe 

Ipsycho-social Iskill Ihas Iassumed Isignificant Iheight Iin Irecent Itimes. IThe 

Itechnical Ican Ibe Ilearnt Iin Ischool Iwhile Ithe Ipsycho-social Iskills Iare 

Iacquired Ifrom Iworking Iexperience Iand Iinnate Iabilities. IFor Iexample, Ia 

Igirl Iwho Iis Ian Iintrovert Iand Idoes Inot Ilike Imeeting Ipeople Iwould Inot 

Ibe Ia Isuccessful Isales Igirl Ior Ipublic Irelations Iofficer. I IAlso Iif Ia Igirl Iis 

Iinhuman Ior Idoes Inot Ihave Ifeelings Ifor Ipeople Ior Ihas Ino Imilk Iof 

Ikindness Iin Iher, Ishe Iwould Inot Ibe Ia Igood Inurse I- Ino Imatter Ithe 

Itechnical Itraining. IThese Ipsycho Iskills Iare Iaffective Iwork Iskills, Iwhich 

Iwould Ihelp Ithe Ibusiness Ieducation Igraduate Ifunction Iefficiently Iand 

Ieffectively. IShe Ibelieved Ithe Iduties Imight Iextend Ibeyond Ithe Ioffice Ito 

Ithe Ihomes, Ifamilies Iand Ifriends Iof Ithe Iboss. IFor Iexample, Isending 
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IChristmas Ibirthday, Iinvitation Iand Ianniversary Icards Ito Ifamily 

Imembers, Ifriends, Icolleagues Iand Iacquaintances. IThe Isecretarial Istaff 

Ineeds Ito Ikeep Ithe Ilist Iof Inames, Iaddresses Iand Idates Iof Isuch Ipersons 

Ito Iconstantly Iremind Ithe Iboss. IChoosing, Ibuying Iand Iwrapping 

Ipresents Ifor Ithese Ipeople, Iarranging Isocial Igatherings, Icocktails, Isend-

forth Iand Idinner. IFasusi I(1991), Iemphasizes Ithat Ithe Imost Idistinctive 

Ielement Iof Ia Ibusiness Ieducation Igraduate Iis Ithe IATTITUDE. IShe 

Isuggested Ithat Isecretarial Itrainers Ineed Ito Idevelop Ipsychological 

Imodules Iof Iaffective Iwork Iskills, Iwhich Iwill Ihelp Ithe Ibusiness 

Ieducation Igraduates Ifor Ijob Isuccess. IJaffe I(1991), Istrongly Iemphasizes 

Ithat Ithe Ibusiness Ieducation Igraduate Ineeds Ito Ihave Ia Igood Isense Iof 

Ihumour, Iwhich Imakes Ithings Ihappen Ipositively Iin Ithe Ioffice. IHe 

Ifurther Istates Ithat Ithe Ipeople Iwith Isense Iof Ihumour Iembrace Inew 

Iideas, Iand Ithey Ican Icope Iwith Ithe Istress Iof Iwork Iwhich Iresults Iin 

Iproductivity. 

Ogunniyi I(1990), Ipoints Iout Ithat Ifor Iany Ibusiness Ieducation 

Igraduate Ito Icope Ieffectively Iwith Itoday's Ibusiness Ienvironment Iwould 

Idepend Igreatly Ion Ithe Itype Iof Ieducation Iand Itraining, Isecondly Ithe 

Iutilization Iof Ithe Ibusiness Ieducation Igraduate, Ithirdly Ithe Ibusiness 

Ieducation Igraduate Ias Ia Isocial Ibeing, Iher Imotivational Ineeds Iand Ithe 
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Iwhole Igamut Iof Iher Irelationship Iwith Ipeople Iwith Idifferent 

Ibackground. IHe Iaffirms Ithat Ithe Ilast Ipoint Iis Ithe Imost Iimportant Ias 

Ithe Ibusiness Ieducation Igraduate Imust Iunderstand Ithe Inature Iof Ihuman 

Ibehaviour Iand Ipeople-related Iproblems. ISimilarly, IOnuk I(1992), Inotes 

Ithat Ibusiness Ieducation Igraduate's Ibasic Iacademic Itraining Iis 

Iinsufficient Ito Ienable Ithem Icope Iwith Ithe Ijob Ibecause Iorganizational 

Iperformance Iexceed Itheir Icompetence. IHe Istates Ithat Ia Ibusiness 

Ieducation Igraduate Ishould Ibe Ia Ifunction Iand Ia Iproduct Iof Ithe Ihighly 

Icompetitive Iand Ivolatile Ibusiness Ienvironment. IShe Imust Ibe Iresult 

Ioriented; Ipeople Ioriented Iwho Iidentifies Iwith Ithe Iorganization's 

Imission, Igoal Iand Iobjectives. IHe Iconcludes Ithat Ibusiness Ieducation 

Igraduates Ilacked Imanagerial Iskills Ito Ienable Ithen Ibecome Ia Imember 

Iof Imanagement Iteam. IManagerial Iskills Irequire Iplanning, Iorganizing 

Iand Icontrolling Iability Ito Idelegate, Iinspire Iand Iguide Isubordinates Ito 

Iget Ithe Ibest Iout Iof Ithem. IThe Ibusiness Ieducation Igraduate Iin Iaddition 

Ito Imanagerial Iskills Ineeds Istrategic Iplanning Iskills Iand Icommunication 

Iskills, Iwhich Imust Ibe Iconsciously Ideveloped Iand Iacquired I(Nnebe 

I1997). IOrganisation Ienvironment Ican Ibecome Iturbulent Iand Ithis 

Idemands Iaction Iand Iresult-oriented Ileaders Iwho Ican Itransform Ithe Itask 

Iof Ithe Ienvironment Iunder Isuch Iturbulent Itimes. IA Ibusiness Ieducation 
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Igraduate Iis Iexpected Ito Ikeep Ithe Isecrets Iof Ithe Iorganisation Isecret; 

Ishe Iis Ithe Icustodian Iand Iconveyor Iof Iall Iconfidential Iinformation 

Iwhich Imust Ibe Ihandled Ijudiciously. 

In Iview Iof Ithe Iabove, IOnoyovwi I(2006), Iproposes Ithe Ifollowing 

I10 Itips Ito Iimprove Iinterpersonal/human Irelation Iskills Iin Ithe Ioffice. 

1. Smile. IFew Ipeople Iwant Ito Ibe Iaround Isomeone Iwho Iis Ialways 

Idown. IDo Iyour Ibest Ito Ibe Ifriendly Iwith Iyour Ico-workers. 

IMaintain Ia Ipositive, Icheerful Iattitude Iabout Iwork Iand Iabout Ilife. 

ISmile Ioften. IThe Ipositive Ienergy Iyou Iradiate Iwill Idraw Iothers 

Ito Iyou. 

2.Be Iappreciative. IFind Ione Ipositive Ithing Iabout Ithe Ipeople Iyou 

Iwork Iwith Iand I I Ilet Ithem Ihear Iit. I I IBe Igenerous Iwith Ipraise Iand 

Ikind Iwords Iof Iencouragement. ISay I“thank Iyou” Iwhen Isomeone 

Ihelps Iyou. IMake Icolleagues Ifeel Iwelcome Iwhen Ithey Icall Ior Istop 

Iby Iyour Ioffice. IIf Iyou Ilet Iothers Iknow Ithat Ithey Iare Iappreciated, 

Ithey Iwill Iwant Ito Igive Iyou Itheir Ibest. 

3. Pay Iattention Ito Iothers. IObserve Iwhat Iis Igoing Ion Iin Iother 

Ipeople's Ilives. IAcknowledge Itheir Isuccesses, Iand Iexpress Iconcern 

Iand Isympathy Ifor Idifficult Isituations Isuch Ias Ian Iillness. IMake Ieye 
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Icontact Iand Iaddress Ipeople Iby Itheir Ifirst Inames. IAsk Iothers Ifor 

Itheir Iopinions. 

4. Practice Iactive Ilistening. ITo Iactively Ilisten Iis Ito Idemonstrate 

Ithat Iyou Iintend Ito Ihear Iand Iunderstand Ianother Iperson’s Ipoint 

Iof Iview. IIt Imeans Irestating Iin Iyour Iown Iwords, Iwhat Ithe Iother 

Iperson Ihas Isaid. IIn Ithis Iway, Iyou Iknow Ithat Iyou Iunderstood 

Itheir Imeaning Iand Ithey Iknow Ithat Iyour Iresponses Iare Imore Ithan 

Ilip Iservice. IYour Ico-workers Iwill Iappreciate Iknowing Ithat Iyou 

Ireally Ido Ilisten Ito Iwhat Ithey Ihave Ito Isay. 

5. Bring Ipeople Itogether. ICreate Ian Ienvironment Ithat Iencourages 

Iothers Ito Iwork Itogether. ITreat Ieveryone Iequally Iand Ido Inot Iplay 

Ifavorites. IAvoid Italking Iabout Iothers Ibehind Itheir Ibacks. IFollow 

Iup Ion Iother Ipeople's Isuggestions Ior Irequests. IWhen Iyou Imake Ia 

Istatement Ior Iannouncement, Icheck Ito Isee Ithat Iyou Ihave Ibeen 

Iunderstood. IIf Iyour Ico-workers Isee Iyou Ias Isomeone Isolid Iand 

Ifair, Ithey Iwill Igrow Ito Itrust Iyou. 

6. Resolve Iconflicts. ITake Ia Istep Ibeyond Isimply Ibringing Ipeople 

Itogether, Iand Ibecome Isomeone Iwho Iresolves Iconflicts Iwhen Ithey 

Iarise. ILearn Ihow Ito Ibe Ian Ieffective Imediator. I IIf Ico-workers 

Ibicker Iover Ipersonal Ior Iprofessional Idisagreements, Iarrange Ito 
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Isit Idown Iwith Iboth Iparties Iand Ihelp Isort Iout Itheir Idifferences. 

IBy Itaking Ion Isuch Ileadership Irole, Iyou Iwill Igarner Irespect Iand 

Iadmiration Ifrom Ithose Iaround Iyou. 

7. Communicate Iclearly. IPay Iclose Iattention Ito Iboth Iwhat Iyou Isay 

Iand Ihow Iyou Isay Iit. IA Iclear Iand Ieffective Icommunicator Iavoids 

Imisunderstanding Iwith Ico-workers, Icolleagues Iand Iassociates. 

IVerbal Ieloquence Iprojects Ian Iimage Iof Iintelligence Iand Imaturity 

Ino Imatter Iwhat Iyour Iage. 

8. Humour Ithem. IDon't Ibe Iafraid Ito Ibe Ifunny Ior Iclever. IMost 

Ipeople Iare Idrawn Ito Ia Iperson Ithat Ican Imake Ithem Ilaugh. IUse 

Iyour Isense Iof Ihumor Ias Ian Ieffective Itool Ito Ilower Ibarriers Iand 

Igain Ipeople's Iaffection. 

9. See Iit Ifrom Itheir Iside. IEmpathy Imeans Ibeing Iable Ialso Ito Iput 

Iyourself Iin Isomeone Ielse's Ishoes Iand Iunderstand Ihow Ithey Ifeel. 

ITry Ito Iview Isituations Iand Iresponses Ifrom Ianother Iperson's 

Iperspective. IThis Ican Ibe Iaccomplished Ithrough Istaying Iin Itouch 

Iwith Iyour Iown Iemotions; Ithose Iwho Iare Icut Ioff Ifrom Itheir Iown 

Ifeelings Iare Ioften Iunable Ito Iempathize Iwith Iothers. 

10. Don't Icomplain. IThere Iis Inothing Iworse Ithan Ia Ichronic 

Icomplainer. IIf Iyou Imust Icomplain Itry Ito Ilimit Iin Ithe Ioffice. 
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Management/Supervisory IOffice ISkills 

The Irole Iof Ithe Ibusiness Ieducation Igraduate Iin Ithe Ioffice Iis 

Igradually Imoving Ifrom Ithat Iof Imere Itaking Idictation Iand Itranscribing 

Ion Ithe Imachine Ito Iproblem Isolving Iand Iassuming Imore 

Iresponsibilities. IShe Iis Inow Iseen Ias Iexecutive Iassistant Ito Ithe Iboss. 

IAccording Ito IEsene I(1990), Ithe Ibusiness Ieducation Igraduate Iis I"an 

Iassistant Ito Ithe Ichief Iexecutive, Ipossessing Imastery Iof Ioffice Iskills 

Iand Iability Ito Iassume Iresponsibilities Iwithout Idirect Isupervision, 

Idisplays Iinitiatives, Iexercises Ijudgments Iand Imakes Idecisions Iwithin 

Ithe Iscope Iof Iher Iauthority". ISimilarly, Ithe INew IAge IEncyclopedia 

I(1991) Istating Ithe Ifunctions Iof Ia Ibusiness Ieducation Igraduate Istated 

Iamong Iothers Icoordinating Ioffice Iprocedures, Ikeeping Ithe Isecrets Iof 

Ithe Iorganisation Iin Iconfidence, Isupervision Iof Ijunior Icolleagues, 

Iperforming Idelegated Imanagerial Ifunctions; Ilike Ireplying Ito 

Iengagements Iand Iapplications. IFor Ia Ibusiness Ieducation Igraduate Ito Ibe 

Iable Ito Isupervise Ithe Ijunior Icolleagues Imeans Ishe Imust Ipossess Isuch 

Iskills Ithat Iwill Ienable Iher Iexert Ithat Isupervisory Icapacity. IPerforming 

Imanagerial Idelegated Ifunctions Imeans Ishe Imust Idemonstrate Isome 

Ilevel Iof Imaturity Ion Ithe Ijob Ithat Iwill Ienable Iher Iassume Isuch 

Iresponsibility. IObazele I(1993), Iin Ihis Iexplanation Istated Ithat Ithe 
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Ifunctions Iof Ia Ibusiness Ieducation Igraduate Iinclude Iamongst, Iprovision 

Iof Iadministrative Isupport Iand Isecretarial Ihelp Iin Ithe Ientire Ioffice; 

Isupervision Iof Isecretarial Istaff, Imaintenance Iof Ithe Iboss Icalendar, 

Iorganizing Ithe Iboss Iin Iterms Iof Imeeting, Ifiling Iand Ityping; Ihandling 

Iincoming Iand Ioutgoing Icorrespondence Iin Iproper Imanner. IBukar 

I(1996),highlights Ithe Ifunctions Iof Ia Ibusiness Ieducation Igraduate Iin 

Icluster Ititle Ias Iproduction Ifunction, Ipreservation Ifunction, Iorganizing 

Ifunction, Iinvolving Ipeople, Imaterials, Itask, Iplanning Ietc. 

 

Bookkeeping/Accounting IOffice Iskills 

In Ievery Ibusiness Iestablishment, Ibe Iit Igovernment Ioffices, 

Iparastatals, Iprivate Icompanies, Ibanks Iand Iother Ifinancial Iinstitutions, 

Ithe Iimportance Iof Iaccounting Iwork Icannot Ibe Iover Iemphasized. 

IAccounting Ieducation Iis Iviewed Ias Ian Iarea Iof Istudy Ineeded Ito Iequip 

Ithe Iyouths Iwith Iknowledge, Iskills Iand Iattitudes Inecessary Ifor Iefficient 

Ifinancial Icalculation Irequired Ifor Ioccupational Icompetence Iand 

Ieconomic Iself-reliance. IMany Ischolars Ihave Irecognized Ithe 

Icontributions Iof Iall Iaspects Iof Ibusiness Ieducation I Ito Ithe Ieconomic 

Idevelopment Iof Iany Ination. IAnao I(1986), Inotes Ithat Ithere Iis Ia 

Ipositive Iand Isignificant Irelationship Ibetween Ithe Ilevel Iof Ieducation 
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Iand Ithe Istate Iof Inational Idevelopment. IThe Ifocus Iof Ieducation 

Ispecifically Ibusiness Ieducation I, Iis Ithe Isocial Iand Ieconomic Iwelfare Iof 

Ithe Iindividual Iand Ithe Isociety Iat Ilarge. INolan Iet Ial I(1967), 

Icommenting Ion Ithe Ipersonal Iuse Iof Iaccounting Iinformation Istressed 

Ithat Ithe Ikeeping Iof Iproper Ifinancial Irecords Iserves Ias Ian Iimportant 

Iguide Ito Ithe Ifinancial Iplanning Iand Iwelfare Iof Ian Iindividual Ior 

Iorganization. IAccounting Ieducation, Ilike Iany Iother Iaspects Iof Ibusiness 

Ieducation Ifurnishes Ithe Iindividual Iwith Ithe Iabilities Ito Iestablish Itheir 

Ibusinesses Ior Iseek Iemployment Iin Iorganizations. 

The IAmerican IInstitute Iof ICertified Iand IPublic IAccountants 

I(1961) Idefines Iaccounting Ias Ithe I"art Iof Irecording, Iclassifying Iin Ia 

Isignificant Imanner Iand Iin Iterms Iof Imoney, Itransactions Iand Ievents 

Iwhich Iare, Iin Ipart Iat Ileast, Iof Ifinancial Icharacter Iand Iinterpreting Ithe 

Iresults Ithereof. IThis Idefinition Iportrays Ithe Irole Iof Iaccounting 

Iactivities Iin Ithe Ioperation Iof Ibusiness Ienterprises. IThe Iactivities Iof Ithe 

Ibusiness Ior Iorganization Iare Irepresented Iin Imonetary Iterms. IEvery 

Iorganization Ineeds Imoney Ito Ifunction Iin Iorder Ito Imake Imore Imoney. 

IThis Irole Ientails Irecording, Iclassifying Iand Isummarizing Ithe Ienterprise 

Imonetary Itransactions Iand Iinterpreting Ithe Iresults Ifor Iboth Ithe Iinternal 

Iand Iexternal Iend Iusers Iof Isuch Iinformation. IAccounting Ican Ialso Ibe 
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Idefined Ibroadly Ias Ithe Iprocess Iof Iidentifying, Imeasuring Iand 

Icommunicating Ifinancial Iinformation Ito Ipermit Iinformed Ijudgments 

Iand Idecisions Iby Iusers Iof Ithe Iinformation. IAmerican IAccounting 

IAssociation I(1996) Ialso Idefines Iaccounting Ias Ithe Iprocess Iof 

Iidentifying, Imeasuring, Iand Icommunicating Ithe Ieconomic Iinformation 

Ito Ipermit Iinformal Ijudgment Iand Idecisions Iby Iusers Iof Isuch 

Iinformation. 

Users Iof Iaccounting Iinformation Iare: Ithe Imanagement Iof Ithe 

Iorganization-the Iinformation Ihelps Iin Iplanning, Icoordinating Iand 

Icontrol, Iperformance Ievaluation, Icredit Idealings, Idetermination Iof Iprofit 

Ior Iloss Iand Idetermination Iof Itax Iliabilities; Icreditors Iof Ithe Ibusiness 

Iare Ialso Iinterested Iin Ithe Iaccounting Iinformation Ias Iit Ihelps Ithem 

Idetermine Ithe Iliquidity Iposition Iof Ithe Ibusiness, Ithe Idetermination Iof 

Iprofit Iof Ithe Ibusiness I- Ithe Iviability Iof Ithe Ibusiness; Ishareholders Iand 

Iinvestors Iare Ialso Iinterested Iin Ithe Iaccounting Iinformation Iof Ithe 

Ibusiness Ias Iit Ihelps Iin Idetermining Isecurity Iof Iinvestment, 

Idetermination Iof Iprofit, Idividend Ipolicy, Iand Iperformance 

Imeasurement. ISimilarly, Ithe Iemployees Iare Ialso Iinterested Iin Ithe 

Iaccounting Iinformation Iin Idetermining Itheir Ijob Isecurity, Iprovision Iof 

Isocial Isafety Iand Iwelfare Imeasures Iand Ifinally, Ithe Igovernment Iis Ialso 
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Iinterested Iin Ithe Iaccounting Iinformation Iin Idetermining Ithe Itax 

Iliability Iof Ithe Ibusiness, Imeasure Ithe Ieffect Iof Igovernment Ipolicies Ion 

Ibusiness Iand Imeasure Iof Icompliance Iwith Iregulations. 

Commenting Ion Ithe Iuses Iof Ibookkeeping/accounting Iinformation, 

IDouglas Iet Ial I(1962) Iemphasizes Ithat Iit Ihelps: 

- to Idevelop Ithe Iability Iand Idesire Ito Ikeep Irecords Ifor Iboth Ithe 

Iorganization Iand Ifor Ipersonal Iuse. 

- to Idevelop Ithe Iability Ito Iinterpret Iand Ianalyse Ibusiness Ipapers 

Iand Irecords Iin Ithe Icapacity Iof Ia Icustomers 

At Ithe INCE Ilevel, Isecretarial Icourses Iand Iaccounting Icourses Iare Itaken 

Ias Icompulsory Icourses Iin I100 Iand I200 Ilevels Ihence Ia Isecretarial 

Igraduate Ihas Ibasic Iknowledge Iof Ibookkeeping Iand Iaccounting Iwhile 

Ian Iaccounting Igraduate Ialso Ipossesses Isome Ibasic Iknowledge Iof 

Isecretarial Iknowledge. I 

Review Iof IRelated IEmpirical IStudies 

 ISome Iresearch Iworks Ihave Ibeen Icarried Iout Ion Ithe Irole Iof 

Ibusiness Ieducation Ion Iunemployment Ireduction Iin Itertiary Iinstitutions 

Iin INigeriaas Imeeting Ithe Ineeds Iof Itheir Iemployers Iespecially Iwith Ithe 

Iadvent Iof Iinformation Itechnology Iwhich Ihas Irevolutionized Ithe Ioffice 

Iactivities Ifrom Imanual Iprocessing Ito Ielectronic Iprocessing. I 
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Agbamu I(2007)carried Iout Ia Istudy Ion IICT Icompetencies Ineed Iby 

Ibusiness Ieducation Igraduates Ifor Iemployability Iin Igovernmental 

Iparastatals Iin INigeria. IThe Imain Ipurpose Iof Ithe Istudy Iwas Ito Ifind Iout 

Ithe Inecessary Iand Ispecific IICT Icompetencies Ineeded Ifor Ibusiness 

Igraduates Ito Isecure Iemployment Iin Imodern Iorganizations. IThe 

Ipopulation Iof Ithe Istudy Icomprised Iof I225 Iemployers Iboth Ifrom Ipublic 

Iand Iprivate Iorganization Iin IDelta IState Iwhile Ithe Isample Iof Ithe Istudy 

Iconsisted Iof I569 Iemployers Iof Ilabour Iin IAsaba Imetropolis. IA 

Istructured Iquestionnaire Iwas Iused Ifor Idata Icollection Iwith Ia Ireliability 

Icoefficient Iof I.663 Iwhich Iwas Iconsidered Ito Ibe Ireliable 

The Ifindings Iof Ithe Istudy Ireveal Ithat Icomputer Ioperation 

Icompetencies Iare Igenerally Irequired Ifor Iemployment Iin Iboth Ithe 

Ipublic Iand Iprivate Isector. IAmong Ithese Icompetencies Iis Ithe Iability Ito 

Istart Iup Iand Ishut Idown Ia Icomputer Isystem Iand Iits Iperipherals, Istart 

Ian Iapplication Iand Icreate Ia Idocument, Iuse Ia Iword Iprocessing Ipackage 

Ietc. IIt Iis Ialso Irevealed Imedia Icommunication Icompetencies Iwere 

Igenerally Inot Irequired Ifor Iemployment Iof Ibusiness Ieducation 

Igraduates, Iin Iparticular Ithey Iwere Inot Irequired Iby Iemployers Iin Ithe 

Iprivate Isector. IThe Icompetence Iregard Iwere Iessentially Ithose Irated Iby 

Ipublic Isector Iemployers Iand Ithey Iinclude Iapplication Iof Imedia Iin 
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Ieffective Icommunication; Icreate Isimple Ianimation, Iability Ito 

Icommunicate Iorally Ias Iin Iwritten Iform. 

The Ipresent Istudy Iis Irelated Ito IAgbamu's Istudy Iin Ithat Iit Iseeks 

Ito Iidentify Ithe Iwork Iskills Irequired Iby Ibusiness Ieducation Igraduates 

Ifor Iemployability Iin Iorganizations. IWhile IAgbamu's Istudy Iis Ion IICT 

Icompetencies Ionly, Ithis Istudy Ilooks Ibeyond Ithe IICT Icompetencies Iin 

Ithe Imodern Ioffice Ito Iinclude Iother Iskills Irequired Iof Ianbusiness 

Ieducation Igraduate Ilike Ihuman Irelation Iskills, Icommunication Iskills 

Iand Imanagement/supervisory Iskills. 

Egwu I(2003), Iconducted Ia Istudy Ion IAffective Iwork Iskills Ineeded 

Iby Ibusiness Ieducation Igraduates Ifor Iperformance Iin Ithe Iprivate Isector. 

IThe Imain Ipurpose Iof Ithe Istudy Iwas Ito Iidentify Iaffective Iwork Iskills 

Iperceived Ias Iimportant Iby Ibusiness Ieducation Igraduates Iand Itheir 

Iexecutives Iand Ito Idetermine Ithe Ilevel Iof Iaffective Iwork Iskills 

Ipossessed Iin Ibusiness Iorganization Ias Iexpressed Iby Ithe Ibusiness 

Ieducation Igraduates Iand Itheir Iexecutives. IThe Ipopulation Iof Ithe Istudy 

Iwas Imade Iof I320 Ibusiness Ieducation Igraduates Iand I171 Iexecutives 

Idrawn-out Iof I100 Ilarge Ibusiness Iorganizations. 

The Istudy Irevealed I52 Iskills Iidentified Ias Ivery Iimportant Iby 

Ibusiness Ieducation Igraduates Ifor Iperforming Isecretarial Ifunctions Iin 
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Ithe Iprivate Isector. IThese Iskills Ithe Iresearcher Iclustered Iinto Iambition, 

Iappearance, Idependability Iand Iloyalty Iinitiative Iand Iself-control, Iwork 

Iwithout Isupervision, Iresponsibility Iand Iproductivity, Iteam Ispirit, 

Iremembering Iand Ireasoning Iskills, Ileadership Iskills Imanagerial Iand 

Isupervisory Iskills, Iabsenteeism, Iinterpersonal Irelation Iskills Iand 

Icommunication Iskills, 

On Ithe IAffective Iwork Iskills Ipossessed Iby Ibusiness Ieducation 

Igraduates Iin Ibusiness Iorganizations, Ithe Istudy Irevealed Ithat Ithe 

Ibusiness Ieducation Igraduates Ipossessed I31 Iout Iof I58 Iaffective Iwork 

Iskills Ifor Ijob Iperformance Iin Ithe Iprivate Isector. IThe Ipresent Istudy Iis 

Ialso Irelated Ito IEgwu's Istudy Iin Ithat IEgwu's Iwork Ifocused Ion Ithe 

Iaffective Iwork Iskills Irequired Ior Ineeded Iby Ibusiness Ieducation 

Igraduates Iin Ibusiness Iorganizations, Iwhile Ithe Ipresent Iwork Ifocused 

Ion Ithe Icognitive, Ipsychomotor Iand Ithe Iaffective Iskills. ITherefore, Ithis 

Istudy Iis Ibroader Ias Iit Icovered Ithe Ithree Idomains Iof Ilearning Iwhile 

IEgwu's Istudy Iis Ionly Ion Ithe Iaffective Idomain. 

Also Ireviewed Iwas Ithe Iwork Iof IIdih I(2004) Ion Ithe Iword 

Iprocessing Iskills Irequired Iof Itoday's Ibusiness Ieducation Icurriculum. 

IThe Ipurpose Iof Ithe Istudy Iwas Ito Ifind Iout Ithe Iworking Iknowledge 

Iskills Iand Ikeyboard Ioperating Iskills Irequired Iby Ibusiness Ieducation 
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Igraduates. IThe Ipopulation Iof Ithe Istudy Iconsisted Iof I140 Irespondents 

Imade Iof Ibusiness Ieducation Igraduates, Iexecutives Iand Ibusiness 

Ieducation Ilecturers. IThe Istudy Ireveals Ithe Iword Iprocessing Iworking 

Iknowledge Iskills Iand Iword Iprocessing Ikeyboard Ioperating Iskills Iwhich 

Ibusiness Ieducation Igraduates Ineeds. 

The Ipresent Istudy Iis Irelated Ito IIdih's Istudy Ibecause IIdih's Istudy 

Ifocused Ion Iword Iprocessing Iskills Irequired Iof Ithe Ioffice Ipersonnel I- 

Isecretarial Istaff Iin Ithe Imodern Ioffice/organization. IHowever Ithe Ipresent 

Iwork Iis Ibroader Ito Iinclude Iother Ioffice Iskills Ilike Ioffice 

Icommunication Iskills, Imanagement/supervisory Iskills Iand 

Iinterpersonal/human Irelations Iskills. 

Chung Iand IYet I(2009), Iin Itheir Istudy Iinvestigated Ithe Iproblem 

Isolving Iskills Ithat Imeets Ithe Ispecified Irequirements Iof Iemployers Iand 

Ianalyze Ithe Ieffectiveness Iof Ithe Ipersonal Iquality Iand Ioffice Iwork 

Iskills Iin Ithe Iprivate Iuniversities Iin IMalaysia. IQuestionnaire, Ithe Imean 

Iand It-test Iwas Iused Ito Ilook Iat Ithe Iperceptions Iof I30 Iemployers Iand 

I600 Istudents Ifrom Iprivate Iuniversities Ion Ithe Iimportance Iof 

Iemployability Iskills. IResults Ishowed Ithat Istudents Iare Icompetent Iin 

Ipersonal Iqualities Iand Iskills Ithat Iare Itested. IHowever, 

Icompetencies/skills Isuch Ias Icritical Ithinking, Iplanning, Iproblem 
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Isolving, Ioral Icommunication, Idecision Imaking Iand Inegotiations Ishow 

Idifferent Iperception Ibetween Iemployers Iand Istudents. IThis Istudy Iis 

Irelated Ito IChung’s Istudy Iin Ithat Iit Iseeks Ito Iidentify Ithe Ioffice Iwork 

Iskills Irequired Iin Ia Imodern Iorganization. IWhile IChung’s Istudy Iis Ion 

Iproblem Isolving Iskills Ionly, Ithis Istudy Ilooks Ibeyond Ithe Iproblem 

Isolving Iskills Iin Ithe Imodern Ioffice Ito Iinclude Iother Iskills Irequired Iof 

Ibusiness Ieducation Igraduates Ilike Icommunication Iskills, Ibook Ikeeping 

Iand Iaccounting Iskills. 

Godwin I(2006), Icarried Iout Ia Istudy Ititled I" Ihuman Irelations 

Ioffice Iwork Iskills Iand Istudents' Iself-perceived Icompetence Ifor Icareers 

Iin Ithe Ihospitality Iindustry" IA Icase Istudy Iof IUniversity Iof IMissouri-

Columbia. IThis Idescriptive Icorrelation Istudy Iemploys Ioffice Iwork Iskills 

Iinstrument Ito Iassess Ithe Iself-perceived Ilevel Iof Icompetence Iat 

Iperforming Isome Ibasic Iwork Iskills Ineeded Ifor Icareers Iin Ithe 

Ihospitality Iindustry. IA Itotal Iof IEighty Ifive I(85) IHuman IResources 

IManagement Istudents Iparticipated Iin Ithis Istudy. ISixty Iseven I(67) 

Isurveys Iwere Iusable Iand Iprovided Ia Iusable Iresponse Irate Iof I78.82%. 

IThe Iresult Iof Ithe Istudy Iindicated Ithat Ithe Irespondents I(human 

Iresource Imanagement Iseniors Ifrom IUniversity Iof IMissouri-Columbia) 

Ihave Ideveloped Ibetween Imoderate Iand Imajor Ioffice Iwork Iskills Ito 
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Iserve Ias Iproductive Iemployees Iin Ithe Iworkplace I"equally Ifrom 

Iprogram Iand Inon-program". IIn Iterms Iof Icurriculum Iimprovement, Ithe 

Iresult Iof Ithis Istudy Iindicated Ithat Ithe Irespondents Iare Idoing Ifine Iwith 

Ihuman Irelations Iskills. I IThe Ipresent Istudy Iis Irelated Ito IGodwin’s 

Istudy Iin Ithat Iit Iseeks Ito Iidentify Ithe Ioffice Iwork Iskills Irequired Iin Ia 

Imodern Ioffice. IWhile IGodwin’s Istudy Iis Ion Ihuman Irelations Iskills 

Iand Istudents’ Iperception Ion Ioffice Iwork Iskills Ionly, Ithis Istudy Ilooks 

Ibeyond Ithe Ihuman Irelations Iskills Ito Imanagement Ioffice Iwork Iskills, 

Icommunications Iskills, Iword Iprocessing Iskills. 

 

Summary Iof IReviewed IRelated ILiterature 

The Ireview Iof Irelated Iliterature Ihas Irevealed Ithat Ihuman Icapital 

Itheory Iby IBecker(1974)is Imore Isuitable Ifor Ithe Istudy, Ithis Iis Ibased 

Ion Ithe Ifact Ithat Ithe Itheory Ireviews Ithe Iend Iresult Iof Ievery Ioffice 

Iwork Iskills Irequired Iduring Ithe Ischooling Isystem Ito Ioffice Iplace. With 

Ithe Iadaptation Iof Ithis Itheory Iit Iis Iclear Ito Ibusiness Ieducation Igraduate 

Istudents Ithat Imore Ioffice Iwork Iskills Ipossessed Imore Iproductive Iand 

Imore Iwages/salary Iearn. IOn Ithe Iother Ihand, Iless Ioffice Iwork Iskills 

Ipossessed Ilow Iproductive Iand Iloss Ipay Ior Ino Ipay. IIt Iis Itherefore, 

Iadvisable Ito Iallbusiness Ieducation Igraduate Igraduates Iof Ibusiness 
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Ieducation Iin Itertiary Iinstitutions Iin INigeria Ito Ibe Ifilled Iwith Ioffice 

Iwork Iskills Irequired Iby Iemployers Iof Ilabour Ito Isuccessfully Istay Iin 

Itune Iwith Ithe Ioffice Iroutine Iactivities Iand Ireceive Ithe Ihighest Ipay Ias 

Ithe Iworkforce Idemands Ithereby Iaccelerating Ia Ireduction Iof 

Iunemployment Iin ITertiary Iinstitutions Iin INigeria. 

The Ireview Ialso Ibrought Ivarious Iinto Iplay Ithe Iexplanation Iof 

Ivarious Iconcepts. IWork Iskills Irequired Ibybusiness Ieducation Igraduates 

Iin Itertiary Iinstitutions Iby Iemployers Iof ILabour Iwere Iexamined. IBased 

Ion Ithe Ireview, Iit Iwas Iestablished Ithat Iwork Iskills Iare Iimportant Itools 

Ifor Isuccessful Iemployment Iin Iany Igiven Iorganization. ICurrently, 

Iseveral Iparadigm Ishift Iin Ithe Iconception Iand Iapplication Iof Ioffice 

Iskills Iare Ioccurring. IIt Imust Ibe Inoted Ihere Ithat, Iwith Ithe Itrend Iof Ithis 

Ifast Itechnological Imovement Ino Iemployee Iwill Ibe Iemployed Iif Ithey 

Iare Inot Itechnologically Iincline. 

The Ireview Ihas Ishown Ithat Imuch Istudies Ihave Inot Ibeen 

Iconducted Ion Ithe Irole Iof Ibusiness Ieducation Ion Ithe Ireduction Iof 

Iunemployment Iin Itertiary Iinstitutions Iin INigeria, Iin Ispite Iof Iits 

Iimportance. IMany Istudies Icarried Iout Iwere Ithe Ion Ithe Ifactors 

Iinfluencing Ithe Iunemployment Iof Ibusiness Ieducation Igraduates Iin 

INigeria. IOliver I(2010), Icarried Iout Istudy Ion Ioffice Iwork Iskills 



 63 

Irequired Iby Iuniversity Ibusiness Ieducation Igraduates Ifor Ithe Iglobal 

Iworkplace Iin IEnugu Imetropolis, Ieven Ithe Istudies Icarried Iout Ion Ioffice 

Iwork Iskills Iwere Idone Ioutside Ithe Iscope Iof Itertiary Iinstitutions Iin 

INigeria I. IThis Iis Ithe Igap Iwhich Ithe Ipresent Istudy Iwants Ito Ifill. 

 

CHAPTER ITHREE 

METHODOLOGY 

 

This Ichapter Idescribes Ithe Imethodology Iadopted Ifor Ithis Istudy Iunder 

Ithe Ifollowing Iheadings: I 

• Design Iof Ithe IStudy, I 

• Population Iof Ithe IStudy 

• Sample Iand ISampling ITechnique 

• Instrumentation I 

• Validity Iof Ithe IInstrument I I 

• Reliability Iof Ithe IInstrument, I 

• Method Iof IData ICollection 

• Method Iof IData IAnalysis 

Design Iof Ithe IStudy 
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The Idesign Ifor Ithe Istudy Iwill Ibe Ia Isurvey Iresearch. IAccording 

Ito IAli I(1996), Iit Iis Ipreferable Ito Iuse Isurvey Iresearch Idesign Iwhen Ithe 

Iobjective Iof Ia Idescribed Iinvestigation Icentered Ion Iopinions, Iattitudes 

Iand Iperceptions Iof Iindividuals. IThe Ireason Ifor Ichoosing Ithis Idesign Iis 

Ithat Ithe Istudy Icentered Ion Iopinions Iand Iperceptions Iof Ithe 

Irespondents Ion Ithe Irole Iof Ibusiness Ieducation Iin Ithe Ireduction Iof 

Iunemployment Iin Itertiary Iinstitutions Iin INigeria. 

Population Iof Ithe IStudy 

The Ipopulation Iof Ithe Istudy Iwill Icomprise Iof Ithe I400 Ilevel 

Ibusiness Ieducation Istudents Iin Ithe IDepartment Iof IVocational Iand 

ITechnical IEducation, IUniversity Iof IBenin, IBenin ICity Iin Ithe 

I2018/2019 Iacademic Isession Iwith Ia Itotal Inumber Iof I24 I(twenty Ifour) 

Istudents I(Source: IDepartment Iof IVocational Iand ITechnical IEducation, 

IUniversity Iof IBenin, I2019). 

Sample Iand ISampling ITechnique: 

There Iwill Ibe Ino Isample Ias Ithe Ipopulation Iis Irelatively Ismall. I 

Instrumentation 

A Istructured Iquestionnaire Ititled: IThe IRole Iof IBusiness 

IEducation Ion IUnemployment IReduction IQuestionnaire I(BERRUQ) Iwill 

Ibe Iused Ifor Idata Icollection. IThe Iquestionnaire Iwill Ibe Ideveloped Ito 
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Ireflect Ithe Iresearch Iquestions. IThe Iquestionnaire Iwill Ibe Idivided Iinto 

Isix Isections. ISection Ione Iwill Iseek Ito Iobtain Ibackground Iinformation 

Iabout Ithe Irespondents. IThe Isection Iwill Icontain Ioptions Iand Iblank 

Ispaces Ito Ienable Ithe Irespondents Ito Itick Iand Ifill Ias Iappropriate Iwhile 

Isections Itwo Iconsist Itwenty Ifive Iquestionnaire Iitems Iwhich Icover Ithe 

Ifive Iresearch Iquestions. IResearch Iquestions I1-5 Iwith Iquestionnaire 

Iitems Inumbered I1-107 I I Iwill Ibe Idesigned Ito Ielicit Iinformation Ifrom 

Ithe Irespondents Iusing Ia Ifive Ipoint ILikert Itype Iscale Iof I"Highly 

Irequired", I"Required I", I"Fairly IRequired", I"Not IVery IRequired" Iand 

I"Not IRequired". I 

Validity Iof Ithe IInstrument 

The Iinstrument Iwill Ibe Isubjected Ito Iface Ivalidity Iusing Ithe 

Iexpertise Iof Itwo IBusiness IEducators Ifrom IUniversity Iof IBenin, IBenin-

City, ITheir Isuggestions Iand Icomments Iabout Ithe Iwordings Iand 

Irelevance Iof Ithe Ivarious Iquestionnaire Iitems Iwill Ibe Iincorporated Iin 

Ithe Ifinal Idraft. 

Reliability Iof Ithe IInstrument 

The Iinstrument Iis Isubjected Ito Ia Ione Itime Ireliability Itest Ito 

Ifurther Ievaluate Ithe Iinternal Iconsistency Iof Ithe Iquestionnaire Iitems. ITo 

Ithis Iend, Ithe Iquestionnaire Iwill Ibe Iadministered Ito Itwenty Ibusiness 
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Ieducation Istudents Iin IAmbrose IAlli IUniversity I Iwho Iwill Inot Ipart Iof 

Ithe Isample Ifor Ithe Istudy Iand Iwill Ibe Iusing ICronbach IAlpha Iformula 

Ito Icompute Ithe Icoefficient Iof Ithe Iinternal Iconsistency I(stability) Iof Ithe 

Iinstrument Iand Iyielded Ia Ireliability Icoefficient Iof I0.74 Iwhich Isignified 

Ithat Ithe Ireliability Iwas Ihigh. 

Method Iof IData ICollection I 

The Iquestionnaire Iwill Ibe Iadministered Ion Ithe Ifinal Iyear Ibusiness 

Ieducation Iin Ithe IDepartment Iof IVocational Iand ITechnical IEducation 

Istudents. IThe Iinstrument Iwill Ibe Iadministered Iand Iretrieved Ithrough 

Ipersonal Icontact Iemploying Ithe Iservices Iof Ithree Iresearch Iassistants. IA 

Itotal Iof I264 Icopies Iof Ithe Iquestionnaire Iwill Ibe Iadministered. I 

Method Iof IData IAnalysis 

Research Iquestions I1,2,3,4 Iand I5 Iwill Ibe Ianalysed Iusing 

Ifrequency Itables, Iand Imean Iscores Ifor Ieach Iresponse Icategory. IFor Ithe 

Idecision Irule, Iany Iitem Ithat Ihas Ia Imean Iscore Ithat Iis Iequal Ito Ior 

Igreater Ithan I(>) I3.00 Iwill Ibe Iconsidered Ias Irequired, Iwhile Iany Ithat Iis 

Iequal Ior Iless Ithan I(>) I2.99 Iwill Ibe Ideemed Inot Ito Ibe Irequired. IThe 

Iz-score Istatistics Iwill Ibe Iused Ito Itest Ihypotheses Iat I.05 Ialpha Ilevel. 
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IFOUR 

PRESENTATION IOF IRESULTS IAND IDISCUSSION IOF 

IFINDINGS 

This Ichapter Ideals Iwith Ithe Ipresentation Iof Idata Iand Idiscussion 

Iof Ifindings 

Demographic IData Iof IRespondents I 

Presentation Iof IBio Idata IInformation 

Table I4.1: IDistribution Iof IRespondents Iby ISex I 

Variable I Frequency I Percentage I 
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Male I 11 45. I8 

Female I 13 54.1 

Total I 24 100.0 

 

In Itable I4.1, I11 Irepresenting I(45. I8%) Iof Ithe Irespondents Iwere 

Imales Iwhile I13 Irepresenting I54.1% Iof Ithe Irespondents Iwere Ifemales. 

IFrom Ithe Iforegoing, Iit Icould Ibe Ideduced Ithat Imajority Iof Ithe 

Irespondents Iwere Ifemales. 

Research IQuestion IOne: IWhat Iare Ithe Iword Iprocessing Iskills 

Irequired Iby Ibusiness Ieducation Istudents Ifor Iemployability Iin Ithe 

Ilabour Imarket? 

Table I4.4: IMean Iand IStandard IDeviation Ion Ithe IWord IProcessing 

ISkills IRequired Iby IBusiness IEducation IStudents Ifor IEmployability 

Iin Ithe ILabour IMarket? 

S/N  Mean SD 

 

Remark 

I 

1.  Typing Iwith Iappropriate Ifinger Iskills 33.60 .503 Highly 



 69 

Irequired 

2.  Taking Ishorthand Idictation 3.45 .510 Highly 

Irequired 

3.  Transcribing Ithe Ishorthand Idictation 

Ion Icomputer 

3.45 .686 Highly 

Irequired 

4.  Sort Itext 3.20 .834 Highly 

Irequired 

5.  Merge Itext 3.25 .550 Highly 

Irequired 

In Ithe Itable Ithe Imeans Iresponses Iranged Ifrom I3.60 Iwhile Ithe 

Istandard Ideviation Ion Iranged Ifrom I.503 Ito I.834. IThis Iindicated Ithat 

Ithe Irespondents Iwere Iclose Iin Itheir Iresponses. 

Research IQuestion ITwo: Iwhat Iare Ithe Ihuman/ Iinterpersonal Iwork 

Iskills Irequired Iby Ibusiness Ieducation Istudents Ifor Iemployability 

Iin Ithe Ilabour Imarket? 

Mean Iand IStandard IDeviation Ion Ihuman/ Iinterpersonal IWork 

ISkills IRequired Iby IBusiness IEducation IStudents Ifor IEmployability 

Iin Ithe ILabour Imarket? 

S/N  Mean SD 

 

Remark 

I 



 70 

6. Accept Iresponsibilities Ifor Imistake 3.50 .688 Highly 

Irequired 

7. Exhibit Imoral Iintegrity 3.60 .598 Highly 

Irequired 

8. Obey Iauthorities 2.55 1.191 Highly 

Irequired 

9. Display Iflexibility Iin Ithe Ipursuit Iof 

Iknowledge 

3.10 

 

.641 

 

Highly 

Irequired 

 

10. 
I 

Show Isensitivity Ito Iothers 2.67 .581 Highly 

Irequired 

Source: IField IStudy, I2019 

The Idata Iin Itable I4.5 Ishowed Ithat Ithe Imean Iof Ithe Iitems Iranged 

Ifrom I2.55 Ito I3.60 Iindicating Ithat Ithe Irespondents Iagree. IThe Istandard 

Ideviation Iof Ithe Iitems Iranged Ifrom I.581 Ito I1.191. IThis Iindicated Ithat 

Ithe Irespondents Iwere Iclose Iin Itheir Iresponses. 

Research IQuestion IThree: Iwhat Iare Ithe Imanagement/ 

Isupervisory Iskills Irequired Iby Ibusiness Ieducation Istudents Ifor 

Iemployability Iin Ithe Ilabour Imarket? 

Table I4.5: IMean Iand IStandard IDeviation Ion Ithe 

IManagement/ ISupervisory ISkills IRequired Iby IBusiness IEducation 

IStudents Ifor Iemployability Iin Ithe Ilabour Imarket? 

S/N  Mean SD 

 

Remark 

I 

11. Allocate Ijob Iduties Ito Ivarious Ioffice 3.10 .852 Highly 
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Iworkers 

 

Irequired 

12. Supervise Ijob Iduties Iassigned Ito 

Ivarious Ioffice Iworkers 

 

3.25 .851 Highly 

Irequired 

13. Coordinate Ijob Iduties Iassigned Ito 

Ivarious Ioffice Iworkers 

 

3.15 .875 Highly 

Irequired 

14. Write Ireports Ion Iother Ioffice Iworkers 

 

3.35 

 

.745 

 

Highly 

Irequired 

 

15 Control Ithe Iuse Iof Ioffice Istationeries 3.12 .769 Highly 

Irequired 

Source: IField IStudy, I2019 

The Idata Iin Itable I4.6: IShowed Ithat Ithe Imean Iof Ithe Iitems 

Iranged Ifrom I3.10 Ito I3.35. IAll Ithe Iitems Ihad Itheir Imeans Iabove 

Idifferent Ipoint Irelating Ithat Ithe Irespondents Iagree. IThe Istandard 

Ideviation Iof Ithe Iitems Iranged Ifrom I.732 Ito I.852. IThis Iindicated Ithat 

Ithe Irespondents Iwere Iclose Iin Itheir Iresponses. 

Research IQuestion I4: IWhat Iis Ithe Ibookkeeping/ Iaccounting Iskills 

Irequired Iby Ibusiness Ieducation Istudents Ifor Iemployability Iin Ithe 

Ilabour Imarket? 
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Table I9: IMean Iand IStandard IDeviation Ion Ithe IBook IKeeping/ 

IAccounting ISkills Irequired Iby IBusiness IEducation IStudents Ifor 

IEmployability Iin Ithe ILabour IMarket I 

 

S/N Items IStatement Mean SD Remark 

1. Receive Ipayments Iby Iissuing 

Ireceipts 

2. I89 1.09 Highly 

Irequired 

2. Carrying Iout Ibanking 

Itransactions 

3.24 .698 Highly 

Irequired 

3. Able Ito Ipost Itransaction Iin Ithe 

Iledger Iaccount 

2.62 1.16 Highly 

Irequired 

4. Able Ito Imaintain Ioffice Iimp 

Irest Iaccount 

2. I88 1.13 Highly 

Irequired 

5. Maintain Idebtors Iaccount 3.50 .746 Highly 

Irequired 

Source: IField IStudy, I2019 

Table I9: Ishows Ithat Ithe Imean Iresponses Iranged Ifrom I2.62 Ito 

I3.50, Iwhich Ithe Istandard Ideviation Iranged Ifrom I.698 Ito I1.13. I 

Discussion Iof IFindings 

The Ifindings Iof Ithe Istudy Irevealed Ithat Ithe Iidentified I5 Iitem 

Iword Iprocessing Iskills Ibusiness Ieducation Istudents Iagreed Iis Irequired 

Iby Ibusiness Ieducation Igraduates Ifor Iemployability Iin Ithe Ilabour 

Imarket. IThis Iis Iconsonance Iwith Ithe Ifindings Iof IChukwumezie Iand 

INdinechi I(2006) Irevealed Ithat Icomputer Iskills Isuch Ias Iword 
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Iprocessing Ihave Ibrought Iabout Ia Ilot Iof Iimprovement Iand Iefficiency 

Iover Ithe Iprevious Imanual Ioperations. I 

The Ifindings Iof Ithe Istudy Irevealed Ithat Ithe Ibusiness Ieducation 

Istudents Iagreed Ithat Ithe Iidentified I5 Iitems Ibookkeeping/accounting 

Ioffice Iwork Iskills Iare Irequired Iof Ibusiness Ieducation Igraduates Iin Ithe 

Ilabour Imarket. IThe Iresult Iof Ithis Ifindings Ireveals Ithat Iaccounting 

Iskills Iare Inecessary Iskills Irequired Ito Ifunction Ieffectively Iand 

Iefficiently Iin Ithe Imodern Ioffice. 

The Ifindings Iof Ithe Istudy Irevealed Ithat Ithe Irespondents 

Iorganization Iagreed Ithat Ithe Iidentified I5 Iitems Imanagerial/supervisory 

Iskills Irequired Iby Ibusiness Ieducation Igraduates Iin Ithe Ilabour Imarket 

Iin INigeria. IThe Iresult Iof Ithis Ifindings Iof Imiller Iand IUsoro I(2001) 

Ithat Iemployees Ilose Itheir Ijobs Ibecause Iof Ipoor Imanagerial Iskills, Ipoor 

Isupervision Iof Iroutine Iactivities, Iand Iinability Ito Ieffectively Iand 

Iefficiently Iallocate Iresources. 

 IThe Ifindings Iof Ithe Istudy Irevealed Ithat Ithe Irespondents Iagreed 

Ithat Ithe Iidentified I5 Iitems Ihuman Irelations/interpersonal Iskills Iare 

Irequired Iof Ibusiness Ieducation Istudents Ifor Iemployability Iin Ithe Ilabour 

Imarket Iin INigeria. IThe Iresult Iof Ithe Ifindings Iis Irelated Ito Ithe Ipoor 

Ifindings Iof IMiller Iand IUsoro I(2001) Ithat Iemployees Iare Irelieved Ifrom 
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Itheir Ijobs Ibecause Iof Ipoor Iinterpersonal/human Irelation Iskills, Ipoor 

Iattitudes, Iand Iinability Ito Iadapt Ito Ichanges Ibrought Iabout Iby 

Itechnological Ichanges. 
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CHAPTER IFIVE 

SUMMARY, ICONCLUSION IAND IRECOMMENDATIONS 

This Ichapter Ideals Iwith Ithe Isummary, Iconclusions Iand 

Irecommendations Ifor Ithe Istudy. 

Summary 

This Istudy Iinvestigated Ithe Irole Iof Ibusiness Ieducation Ion Ithe 

Ireduction Iof Iunemployment Iin Itertiary Iinstitutions Iin INigeria. 

The Istudy Ialso Ipurposed Ito Iascertain Ithe Irequisite Iskills Irequired 

Iby Ibusiness Ieducation Igraduates Ifor Iemployability Iin Ithe Ilabour 

Imarket Iin INigeria. IIn Iorder Ito Iachieve Ithe Iobjectives Iof Ithe Istudy, 

Ifive Iresearch Iquestions Iwere Iraised Iby Ithe Istudy: 

1. What Iare Ithe Iword Iprocessing Iwork Iskills Irequired Iby Ibusiness 

Ieducation Istudents Ifor Iemployability Iin Ithe Ilabour Imarket? 

2. What Iare Ithe Ihuman/ Iinterpersonal Iskills Irequired Iby Ibusiness 

Ieducation Istudents Ifor Iemployability Iin Ithe Ilabour Imarket? 

3. What Iare Ithe Imanagement/supervisory Iskills Irequired Iby Ibusiness 

Ieducation Istudents Ifor Iemployability Iin Ithe Ilabour Imarket? I 

5. What Iare Ithe IBookkeeping/Accounting Iskills Irequired Iby Ibusiness 

Ieducation Istudents Ifor Iemployability Iin Ithe Ilabour Imarket? 
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Descriptive Isurvey Iresearch Idesign Iwas Iadopted Ifor Ithe Istudy. 

IThe Ipopulation Iof Ithe Istudy Icomprised Iof Iall Ithe I400 Ilevel Ibusiness 

Ieducation Istudents Iin Ithe IDepartment Iof IVocational Iand ITechnical 

IEducation Iin Ithe I2018/2019 Iacademic Isession Iwith Ia Itotal Inumber Iof 

Itwenty Ifour I(24) Istudents Iwhile Ithere Iwas Ino Isample Ibecause Ithe 

Ipopulation Isize Iwas Imanageable. I 

A Istructured Iquestionnaire Ititled: IThe IRole Iof IBusiness 

IEducation Ion Ithe IReduction Iof IUnemployment IQuestionnaire 

I(BERRUQ) Iwas Iused Ifor Idata Icollection. IThe Iresearch Iinstrument Iwas 

Ivalidated Iby Ithe Iresearcher’s Isupervisor Ias Iwell Ias Itwo Iother Iexperts 

Iin Ithe IDepartment Iof IVocational Iand ITechnical IEducation, IUniversity 

Iof IBenin. IThe Itest Ire- Itest Ireliability Imethod Iwas Iused Ito Iascertain 

Ithe Iconsistency Iof Ithe Iinstrument Iwhich Iyielded Ia Icoefficient Iof I0.74. 

IData Icollected Iwere Ianalyzed Iusing Idescriptive Istatistics Isuch Ias Imean 

Iand Istandard Ideviation. 

Consequent Iupon Ithe Iforegoing, Ithe Istudy Imade Ithe Ifollowing 

Ifindings: 
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Conclusion I 

Based Ion Ithe Ifindings, Iit Iwas Iconcluded Ithat Ibusiness Ieducation 

Iadequately Iequips Istudents Iwith Ithe Irequisite Iskills Ifor Iself Ireliance 

Ithereby Ireducing Ithe Irate Iof Iunemployment. IThis Iskills Igoes Ia Ilong Iin 

Iassisting Ithe Iindividuals Ito Iadjust Iadequately Ito Ithe Irigours Iof Ithe 

Ilabour Imarket. 

In Ifurtherance Iof Ithe Iabove, Ithe Istudy Isufficiently Iproved Ithe 

Iimportance Iof Ibusiness Ieducation Icannot Ibe Ioveremphasized Iin 

Isharpening Ithe Icreativity Iand Iinnovative Iskills Iin Ithe Iexpansion Iof 

Itheir Ibusiness Ias Iwell Ias Ithe Iboosting Ithe Ioverall Iprofitability Iof Itheir 

Ibusinesses Ithereby Ienhancing Itheir Istandard Iof Iliving. 

Recommendations I 

Based Ion Ithe Ifindings Ithe Istudy, Ithe Ifollowing Irecommendations 

Iwere Imade: I 

1. IMore Iawareness Ishould Ibe Icreated Iby Iway Iof Ipublicity Iin Ithe 

Ivarious Imedia Ioutlets Iusing Ijingles, Iand Iother Iforms Iof Iadvertisement 

Iso Ithat Imore Istudents Ican Ibe Iaware Ithat Isuch Iopportunities Ithat Iexist 

Ifrom Itheir Ienrolment Iinn Ibusiness Ieducation Iprogrammes Iexist. 
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2. IThe Icurriculum Iof Ithe Ibusiness Ieducation Ishould Ibe Iregularly Iand 

Iperiodically Irevised Iand Iupdated Ito Iaccommodate Ia Ivariety Ithat Ican 

Icater Ifor Ithe Ineed Iand Iinterest Iof Iwould Ibe Iparticipants. IThese Ifactors 

Ihave Ithe Ipower Ito Iactivate Istudents’ Iinterest Iin Ithe Icourse Ithereby 

Iequipping Ithem Iwith Ithe Irequisite Iskills Ifor Iself-reliance. 

3. IIncreased Ifunding Ifrom Igovernment Iand Iprivate Iindividuals Ishould 

Ibe Ia Imatter Iof Iurgency Iin Iorder Ito Ifacilitate Ithe Iprocurement Iof 

Ifacilities Iand Iremuneration Iof Ibusiness Ieducators Ito Iincrease Ithe 

Idelivery Iof Ithe Iprogrammes. IThis Ican Ibe Idone Ithrough Iallocating Iat 

Ileast I70% Iof Iher Iannual Ibudget Ito Ithe Ibusiness Ieducation 

Iprogrammes. 

4. IThere Ishould Ibe Iregular Iand Iperiodic Iin Iservice Itraining 

Iprogrammes Ifor Ibusiness Ieducators Ito Ifacilitate Ian Iacceleration Iof 

Itheir Ilevel Iof Iknowledge Iof Iskills Iand Iexpertise Iin Ithe Idischarge Iof 

Itheir Ifunctions Iin Ithe Iinstructional Iprocess. IIn Ithis Isense, Ithe Istudents 

Iwill Ibe Iadequately Iequipped Iwith Ithe Irequisite Iskills Ifor Iemployability 

Iin Ithe Ilabour Imarket. 
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