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Abstract 

 

This study aimed to assess the level of office competencies and work qualities of the BS 

Office Administration students enrolled in their Supervised Field Experience (SFE) in the second 

semester of school year 2013-204. The respondents were categorized into SFE trainees and SFE 

supervisors.  Quantitative and qualitative methods of research were utilized in this study.   

Results showed that SFE trainees have “very good” rating on office competencies such as 

word processing, data processing, information management and transmission, and general 

managing and communication.  They obtained “very good” to “excellent” ratings on work qualities 

such as reliability productivity, cooperativeness, and independence in learning.  Ratings given by 

the SFE supervisors were consistently higher compared to the self ratings of the SFE trainees.   

Paired t-test revealed that reliability, data processing, and information management and 

transmission were highly significant on performance. 

 Using regression, an R2 value of 0.602 was obtained.  This means that the variables had a 

total contribution of  60.2%   on the performance of the SFE trainees.  However, only the variables 

“give attention to several tasks at the same time”, “age of SFE trainees”, and “keyboarding speed 

and accuracy” were found to be significant predictors on the performance of SFE trainees.   

 

Keywords:  office competencies, work qualities, supervised-field experience 
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Introduction 

 

 Long before the personal computers came into existence in the business offices, companies 

usually employ a number of workers to support each chief executives or managers of the tedious 

responsibilities that need to be acted upon within the required period of time.  Office activities are 

continually increasing due to the rapid growth of businesses throughout the global marketplace.  

This growth corresponds the need in who handles the office tasks.  

 With the introduction of information technology, office professionals and managers of the 

recent time are not likely to have the services of support staff as their full-time assistants.  Many 

managers now do much of their own office work.  An executive who often spends his time in 

travelling can just use his notebook computer to write letters, access databases, or manipulate a 

spreadsheet to complete his day’s work while being away from their offices.   

 To cope with the demands of time, people entering the workforce are expected to have 

basic office skills or competencies.  Office competencies of office professionals are basic 

requirements for many workers in performing their jobs.   

 As an institution of higher learning committed to train future office professionals  with 

sufficient competencies, the Department of Office Administration faculty wished to assess the 

office competencies and work qualities of graduating students of the BS Office Administration 

program.  

  Thus, this study was undertaken to assess the level of office competencies and work 

qualities of the BS Office Administration (BSOA) students under the Supervised Field Experience 

program during the Second Semester SY 2013-2014.  Specifically, the study aimed to 1) assess 

the level of competence of the SFE trainees in terms of the four major groups of office 

competencies: word processing, data processing, information management and transmission, and 

general managing and communicating, and 2) assess the work qualities of the SFE trainees in terms 

of: reliability, productivity, cooperativeness, and independence in learning. 

 Results of this study should be the considered in revising the existing BS Office 

Administration program to address the need of producing a competency-based curriculum. 

 

Review of Literature 

 

 Competency 

Competency is defined as a required standard of skill, knowledge, ability or behavioral 

characteristics that an individual needs to perform his/her work successfully. It is a combination 

of several factors like motives, traits, self-concepts, attitudes or values, skills and abilities all of 

which are required from an individual to function properly and satisfy the needs and interest of 

customers as well as achieve the objectives of the organization. The nature of competency is 

described as the behaviors, knowledge, and motivations that is required to be effective in a job” 

(Summers, 2004). In other words, it is a standardized requirement for an individual to properly 

perform a specific job.  

Basically there are three levels of competency requirement: 1) Organization-wide 

requirements in terms of the culture and the behaviors required at which the individual operate; 2) 

Organization-specific requirements full understanding of the strategic requirements of the business 

and the requirements of the business as reflected in the strategic areas of competence; 3) Job 

requirements in terms of personal competencies of both business professional and technical 

requirements (IAAP, 2008)). 
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The importance of assessing employees’ competency helps organizations to communicate 

desired behaviors, control costs and increase customer satisfaction. It can also serve as the 

foundation to hire, train, and develop employees.  It is necessary to continually assess the 

competency level of employees to ensure that employees in a particular job/occupation have the 

necessary skills, abilities, and attitude to perform the needed activities and achieve organizational 

objectives. Assessing the competency level of employees help management to identify individuals’ 

capabilities for better customers’ service.   

The competency level of employees is used to integrate selection, training, appraisal and 

compensation.  It is also used as a strategy to strengthen the link with organizational culture, 

results, and individual performance by emphasizing competencies that are needed across 

occupational specialties. Assessment of competency is used as a tool to help describe work and 

what is required from employees in jobs in a broader, more comprehensive way to identify and 

close the gaps in individuals’ capabilities and the requirement of the position (United States Office 

of Personnel Management, 2009).   

 Office automation has a great effect on many administrative and clerical support 

occupations.  Office activity is also increasing because of the growth of business throughout the 

global marketplace.  Modern technology is responsible for the shift.  All types of workers can 

handle office tasks because of the technology available (Feinberg, 2001). 

There are four (4) major office competencies that an employee should excel, they are word 

processing, data processing, information management transmission, and general managing and 

communication. 

 

1. Word Processing 

 According to the International Association of Administrative Professionals (IAAP), word 

processing is an important component of office competencies.  Communicating information 

effectively is important in all types of organization.  Much information is communicated using 

written documents.  Word processing is the producing of written documents such as letters or 

reports by using software programs and computers.  Usually these documents are shared in printed 

form.  Increasingly, however, written documents are shared and read online.  Word processing 

skills are needed by many workers.  Executives and managers, both general and technical, spend 

much time composing written communications (IAAP, 2008).  

 

2. Data Processing 

 Data processing is the collecting, organizing, analyzing, and summarizing of data, 

generally in numeric form.  Many positions require competency in such skills.  This type of activity 

is usually done at a computer, using spreadsheet and statistical software programs.  Though people 

think of data processing as primarily dealing with numerical data and word processing as dealing 

with text, the two processes often blend with one another.  This blending process is made easier 

by the integration capabilities of software programs.  Data processing and word processing are 

often collectively referred to as information processing.  Many workers do this type of office 

activity (IAAP, 2008). 

 

3. Information Management and Transmission 

 Information management refers to the organizing, maintaining, and accessing of data. 

Transmission refers to the communicating of information both within and outside the organization.  

A wide range of workers is likely to need the skills for information management and transmission.  
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The details they need to make decisions often require them to design their own systems.  Often 

their information must be available to others.  Following a well-designed system is the key to easy 

use of information. 

 

4. General Managing and Communication 

 General managing and communicating are broad areas that involve handling work time 

and tasks efficiently and interacting with other employees and customers.  Setting up schedules, 

meeting deadlines, and tracking the progress of tasks are aspects of general managing.  

Communicating with customers and coworkers is a common activity for many types of workers in 

a company.  Reporting on the progress of tasks, projects or budgets are also aspects of general 

managing.  Often, these reports are given orally and delivered with the use of a multimedia 

presentation.   

General management and communicating skills are critical for a wide range of employees, 

from executives to salespeople to office support staff.  Office employees must be good managers 

of their own time.  In addition, they must be skillful in guiding the work of any employees who 

report to them.  They must be able to establish priorities and follow schedules for the completion 

of tasks.  They must communicate clearly and effectively to coworkers and customers. 

 

Work Qualities 

 Work qualities of office professionals were assessed according to employee’s reliability, 

productivity, cooperativeness, and their independence in learning. 

 

1. Reliability 

 Reliability means dependability and trustworthiness.  Employers rely on employees to 

report to work on time and to devote their time on the job to completing their work.  They expect 

to be able to trust employees to keep company business confidential and to protect the assets of 

the company.  The employer considers the employee’s disposition and personality, trying to judge 

whether he or she is dependable. 

 

2. Productivity 

 Productivity is demonstrated by completing an appropriate amount of work on time and 

according to instructions.  Organizations are cost conscious, meaning that they are aware of how 

they spend their money.  Employee wages is one of the major expenses in many organizations.  

Employers expect employees to produce a reasonable amount of work and contribute toward 

achieving company goals.  Often specific, measurable standards for a day’s work are not practical.  

Supervisors and managers, however, have some level of output that they believe is reasonable for 

an employee.  Following a schedule that ensures you will complete the amount of work expected 

of you is important (IAAP, 2008). 

 An employer wants an administrative assistant who is consistently punctual and always on 

hand during office hours.  An administrative assistant who continually arrives even a few minutes 

late or who is ill frequently can cause havoc in a busy office.  This person will be passed over or 

terminated in favor of someone with greater respect for the job, an administrative assistant who is 

always punctual and always there when needed.   
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3. Cooperativeness 

Cooperativeness is the ability of employees to work with others.  Most office employees work 

with others daily.  Information must be shared, and tasks often require more than a single worker.  

Most office workers have job descriptions, but seldom do such descriptions fully describe 

everything the employee will do on the job.  Employees who believe they need to do only what is 

outlined in their job descriptions are not effective workers (IAAP, 2008). 

 

 4  Independence in Learning 

 Independence in learning is the ability of the employee to learn new things.  Companies 

expect their employees to continuously learn how to use new equipment, software, and methods 

for completing tasks.  Professional workers must have continuing education experiences in order 

to maintain their professional credentials.  This quality indicates the employee’s willingness to 

learn and his capacity for learning. 

 

Conceptual Framework 

 
 

Figure 1: Conceptual Framework showing relationship between performance rating with 

office competencies and work qualities. 
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Procedure/Methodology 

 

 This study utilized the descriptive-quantitative design.  The gathering, analysis, and 

interpretation of data were based on the research instruments, perusal and evaluation of documents, 

and verbal interview with SFE supervisors. The study was conducted at the different agencies in 

Region 10 accepting the BS Office Administration students for their Supervised Field Experience. 

 There were two (2) sets of respondents in this study.  Using complete enumeration, the first 

set of respondents comprised the BS Office Administration students who were enrolled in their 

Supervised Field Experience this Second Semester of SY 2013-2014.   The second set of 

respondents comprised the supervisors of the SFE students. 

To assure the validity of the instrument, a pretest was conducted to the BSOA graduates of 

previous years who had their Supervised Field Experience at nearby localities.   Using SPSS 

software, a cronbach alpha of 0.946 was attained, which means that the research instrument was 

valid.   

Frequency counts and percentages were utilized to describe the respondents.  Mean values 

were utilized to determine the level of office competencies of the BS Office Administration 

students under the Supervised Field Experience as perceived by both sets of respondents. An 

independent sample t-test was used to determine if the level of office competencies and work 

qualities perceived by the SFE trainees differ significantly with the perception of the SFE 

supervisors. Linear regression analysis was also used to determine which among the variables best 

predict the level of office competencies and work qualities of the SFE trainees. 

Ranking system was employed to identify problems and suggestions given by SFE 

supervisors for the improvement of the BS Office Administration program. 

 

Results and Discussion 

 

Office Competencies 

 Word Processing.  Data showed that SFE trainees had very good ratings in all areas 

pertaining to word processing as perceived by their respective supervisors and themselves.  With 

a mean rating of 4.15, the supervisors gave their SFE trainees higher rating as compared to the 

self-ratings of the SFE students (3.88).  It is worthy to note that among the variables for word 

processing skill, the SFE’s “ability to follow instruction” gets the highest rating of 4.49 (Very 

Good) followed by the “knowledge and skill in the use of word processing program” with a mean 

rating of 4.24 (Very Good). Among the identified skills for word processing, “a large vocabulary” 

had the least mean rating of 3.99 (Very Good). 

 Data Processing.  Among the variables presented for data processing skill, the trainees’ 

“ability to maintain an organized workstation” got the highest mean rating of 4.42 and followed 

by the trainees’ “ability to be consistently accurate” with a mean rating of 4.19, both have 

qualitative description of “very good”. 

Comparing the overall ratings given by the two (2) sets of respondents, the SFE supervisors 

gave higher mean rating of 4.14 (very good) than those from the SFE trainees themselves (3.84).  

Consistent with the two groups, “knowledge of arithmetic processes and statistical methods 

(formula, functions)” had the least mean rating of 3.99 (very good). 

 Information Management and Transmission.  On the information management and 

transmission skill, the SFE supervisors gave a higher overall rating of 4.24 (very good) as 

compared to the overall rating given by SFE trainees to themselves (4.07). Among the variables 
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included, the SFE trainees’ “ability to work with others” got the highest rating of 4.55 (excellent) 

as perceived by the SFE supervisors.  It was then followed by “knowledge of records management 

principles and basic filing procedures” with a mean rating of 4.35 (very good), then followed by 

the SFE trainees’ “ability to give attention to details” with a mean rating of 4.28 (very good).  

Understandably, “ability to maintain or develop an information system” had the lowest mean rating 

of 4.07 (very good).  BSOA students were not trained to become information system developer or 

programmer. 

 General Managing and Communication.   General managing and communication skills 

got the highest mean rating of 4.29 (very good) compared to the other office competencies included 

in this study. Among the competencies included in this study, the SFE trainees got an excellent 

rating (4.57) in “work in team”, followed by the “ability to establish priorities” with a mean rating 

of 4.36 and to “motivate others to complete work” with a mean rating of 4.35.  However, it is on 

the “use a personal computer and manage files” that the SFE trainees got the least mean of 4.15 

(very good). 

 Obtaining a “very good” rating on all these office competencies, it can be inferred that SFE 

trainees performed well in their respective area of assignment. 

 

Work Qualities 

 With all the competencies acquired by of an office professional, it is equally important to 

appreciate the work qualities of our employees.  These work qualities include reliability, 

productivity, cooperativeness, and independence in learning. Hence, it is important  to evaluate the 

work qualities of our SFE trainees in order to find out if the BS Office Administration program 

really equipped its students of these desirable work qualities. 

 Based on  the data gathered, table 7 presents the respondents’ perception of the work 

qualities of the SFE trainees.  Data revealed that work reliability of SFE trainees as perceived by 

supervisors was relatively higher  (4.51, excellent) as compared to the self rating of SFE trainees 

(4.46, very good).  The SFE students were rated by their supervisors as very good (4.37) on work 

productivity which was closely similar to their self-rating of 4.33 (very good).  The supervisors 

rated the trainees as excellent (4.69) on their willingness to work with team with an over-all mean 

on cooperativeness of 4.59 (excellent).  The self rating, however, is almost similar with a mean 

rating of 4.55 (excellent).  On the other hand, it was only on independence learning that the SFE 

trainees rated themselves higher (4.45, very good) than their supervisors’ ratings of 4.40 (very 

good). 

 Looking at the summary of the overall means on all office competencies and work qualities 

at a glance, table 8 shows that almost all of the identified office competencies and work qualities 

got a qualitative interpretation of “very good” except on two (2) work qualities that got a qualitative 

interpretation of “excellent”.  These findings were in accordance with the statements of the SFE 

supervisors during the informal interviews conducted during the visits.   It can be inferred, 

therefore, that the current curriculum of the BS Office Administration program provides its 

graduates these office competencies and work qualities expected of an official professional.   

 

Mean Difference of Office Competencies and Work Qualities of  

SFE Trainees as Perceived by SFE Trainees and SFE Supervisors 

An independent t-test was conducted to determine the mean difference on office 

competencies of SFE trainees as perceived by themselves and their SFE supervisors.  Table 1 

shows that two (2) of the office competencies of SFE trainees included in the study were perceived 
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significantly higher as compared by the perception of the SFE trainees for themselves.  With a t 

value of -3.039, SFE supervisors’ perception on the word processing competency of SFE trainees 

was significantly higher (P<0.003) when compared to the SFE trainees’ perception for themselves.  

In the same manner, SFE supervisors’ perception on data processing skill of SFE trainees was 

significantly higher (t, -.809; P<0.006) when compared to the SFE trainees’ perception for 

themselves.   

However, on the other two competencies : 1) information management and transmission; 

and 2) general managing and communicating, both the SFE trainees and SFE supervisors did not 

significantly differ in their perception.  This means that both groups have similar perception on 

this matter. 

 

Table  1.  Analysis of variance on office competencies of SFE trainees as perceived by SFE 

trainees and SFE supervisors. 

 

INDICATOR MEAN STD. DEV. t Sig. (2-tailed) 

A. Word Processing     

        SFE Trainees 3.88 0.454 -3.039 0.003** 

        SFE Supervisors 4.15 0.595   

B. Data Processing     

        SFE Trainees 3.84 0.568 -2.809 0.006** 

        SFE Supervisors 4.13 0.697   

C. Information Management & Transmission     

        SFE Trainees 4.07 0.515 -1.801 0.074ns 

        SFE Supervisors 4.25 0.666   

D. General Managing and Communicating     

        SFE Trainees 4.24 0.482 -0.475 0.636 ns 

        SFE Supervisors 4.29 0.628   

 

** significant at p<.001 

 

On the other hand, table 2 shows that the perceptions of the SFE trainees and the SFE 

supervisors on work qualities of SFE trainees do not significantly differ from each other.  This 

means, both groups have similar assessment on the work qualities of the SFE trainees.   
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Table 2.  Analysis of variance on work qualities of SFE trainees as perceived by SFE trainees 

and SFE supervisors 

. 

INDICATOR MEAN STD. DEV. t Sig. (2-tailed) 

A. Work Reliability     

        SFE Trainees 4.46 0.498 -0.573 0.568ns 

        SFE Supervisors 4.51 0.576   

     

B. Productivity     

        SFE Trainees 4.33 0.467 -0.465 0.643ns 

        SFE Supervisors 4.37 0.586   

     

C. Cooperativeness     

        SFE Trainees 4.55 0.485 -0.438 0.662ns 

        SFE Supervisors 4.59 0.635   

     

D. Independence in learning     

        SFE Trainees 4.46 0.553 -0.582 0.562 ns 

        SFE Supervisors 4.40 0.669   

     

 

** significant at p<.001 

 

Relationship Between Independent Variables and Performance Rating of SFE Trainees 

 The variables tested for association indicated significant relationship with performance 

rating of SFE trainees (Table 3). “Reliability” obtained the highest correlation coefficient of -0.389 

which was highly significant at p<.001 level of significance.  This means that the more reliable the 

SFE trainee is, the higher would be his/her performance rating.  This was followed by “data 

processing” with a correlation coefficient of -0.246 which is significant at p<.05 level of 

significance. This means that performance rating increases when the SFE trainee can manipulate 

data processing well.  Another independent variable that significantly correlates with performance 

rating was “information management and transmission” with a correlation coefficient of -0.236. 

The rest of the independent variables also obtained higher correlation coefficients.  However, they 

do not warrant significant relationship with performance rating. 
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Table 3.  Correlation between the independent variables and the performance rating of SFE 

trainees. 

 

VARIABLES CORRELATED WITH 

PERFORMANCE RATING OF SFE TRAINEES 

CORRELATION 

COEFFICIENTS 

P-VALUE 

   

Word Processing -0.179 0.126 

Data Processing -0.246 0.034* 

Information Management & Transmission -0.236 0.043* 

General Managing and Communication Skill -0.171 0.144 

Reliability -0.389 0.001** 

Productivity -0.224 
0.055 

Cooperativeness -0.136 
0.248 

Independence in Learning 
-0.223 0.056 

 

  **  highly significant at p<.001 

 *    significant at p<.05  

 

Regression Analysis of the Variables 

The extent of influence of each office competencies and work qualities to the SFE trainees’ 

performance rating was examined and analyzed in the regression analysis of the data. Table 4 

shows the regression analysis which revealed that all of the independent variables analyzed for 

prediction entered in the regression equation. This means that all of the office competencies and 

work qualities included in this study have their contributions to the performance ratings of their 

Supervised Field Experience (OM 98).  

Obtaining an R2 value of  0.602 means that 60.2% of the performance rating in the 

Supervised Field Experience of students was attributed by the selected office competencies and 

work qualities included in this study.  However, among the 47 variables that entered in the 

regression equation, only three variables significantly predict performance rating of SFE trainees.  

The first variable that significantly predict performance rating of SFE trainees was “give attention 

to several tasks at the same time” with a beta coefficient of -0.695 (p = 0.022), followed by the 

variable “age of student” with a beta coefficient of -0.402 (p = 0.031), and then followed by 

“keyboarding speed and accuracy” with a beta coefficient of 0.640 (p = 0.042).  All the rest of 

these competencies and work qualities have individual contribution to the performance rating of 

SFE trainees but their contribution does not warrant significant prediction on the performance 

rating of SFE trainees.  
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Table 4.  Regression analysis of selected office competencies and work qualities as predictors of 

performance rating of SFE trainees. 

 

 

MODEL 

Unstandardized  

Coefficients 

Standardized 

Coefficients 

 

t 

 

Sig. 

 B Std. Error Beta   

(Constant) .664 .506  1.313 .200 

AgeStud -.048 .021 -.402 -2.276 .031* 

GenStud .087 .113 .157 .776 .445 

A. Work Processing      

1. Keyboarding speed and accuracy .181 .084 .640 2.144 .042* 

2. Knowledge and skill in the use of word processing 

program 
-.036 .077 -.138 -.467 .644 

3. Skill in formatting and proofreading documents .018 .081 .065 .226 .823 

4. A large vocabulary .140 .093 .510 1.508 .144 

5. Proficiency with grammar, punctuation, and 

spelling 
-.057 .091 -.208 -.627 .536 

6. Ability to learn special vocabularies .039 .073 .126 .530 .601 

7. Ability to follow instructions .023 .095 .065 .240 .812 

B. Data Processing      

1. Proficiency with spreadsheets, database, and 

related software programs 
.026 .072 .117 .357 .724 

2. Knowledge of arithmetic processes and statistical 

methods (formula, functions) 
-.091 .070 -.422 -1.309 .202 

3. Ability to be consistently accurate -.160 .099 -.548 -1.623 .117 

4. Knowledge of methods of organizing and 

analysing data 
.009 .095 .035 .097 .924 

5. Ability to interpret data -.060 .082 -.269 -.726 .474 

6. Ability to prepare reports that communicate 

information in a meaningful way 
.146 .097 .549 1.510 .143 

7. Ability to maintain an organized workstation -.057 .102 -.190 -.554 .585 

C. Information Management and Transmission      

1. Identification of information needed in the 

situation  
.001 .072 .003 .013 .990 

2. Ability to maintain or develop an information 

system 
-.025 .091 -.101 -.274 .786 

3. Ability to give attention to details -.126 .099 -.426 -1.274 .214 

4. Ability to the use of established procedures .063 .077 .253 .820 .420 

5. Knowledge of records management principles and 

basic filing procedures 
-.040 .093 -.144 -.432 .669 

6. Good keyboarding skills .068 .097 .238 .694 .494 

7. Proficiency in working with database -.062 .079 -.240 -.791 .436 

8. Ability to meet deadlines and solve problems .103 .095 .420 1.083 .289 

9. Ability to work with others -.009 .095 -.035 -.099 .922 

D. General Managing and Communication      

1. Ability to establish priorities .067 .070 .202 .955 .348 

2. Establish schedules and meet deadlines .104 .111 .317 .938 .357 

3. Work in teams -.028 .123 -.094 -.231 .819 

4. Motivate others to complete work .021 .088 .078 .240 .812 

5. Use a personal computer and manage files .075 .062 .314 1.218 .234 

6. Give attention to several tasks at the same time -.173 .071 -.695 -2.438 .022* 

7. Determine the time required for completion of 

tasks 
.026 .078 .097 .337 .739 

8. Communicate effectively both orally and in 

writing 
-.023 .073 -.087 -.310 .759 
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9. Interact with many types of people at all levels of 

an inside or outside the company 
.039 .074 .146 .521 .607 

Reliability      

1. Dependability and trustworthiness -.060 .092 -.173 -.652 .520 

2. Reporting to work on time .012 .073 .049 .166 .869 

3. Devoting job time at completing work .088 .081 .309 1.085 .288 

4. Observance to business confidentiality .012 .070 .039 .169 .867 

Productivity      

1. Ability to complete work according to time and 

instruction 
-.112 .087 -.352 -1.283 .211 

2. Can finish work at lesser cost and lesser error .007 .092 .024 .073 .943 

3. Organization or work station -.064 .069 -.204 -.936 .358 

Cooperativeness      

1. Willingness to work with team members -.010 .106 -.026 -.091 .928 

2. Can do other job not related to work -.100 .080 -.380 -1.251 .222 

3. Relationship with colleagues .018 .093 .055 .196 .846 

Independence in Learning      

1. Ability to learn new technologies used in the 

office 
.115 .092 .344 1.248 .223 

2. Willingness to do advance learning -.055 .094 -.194 -.581 .566 

3. Can easily manipulate new equipment .083 .098 .322 .851 .403 

      

  R    = 0.776                 F   =  0.838 

R2  =  0.602    Sig. = 0.707 

 
 

          The  regression equation for office competence and work qualities: 

Y’  =  1.456  +  -0.695X1   +  -0.402X2   +  0.640X3   … + 0.322X47 

Where: 

 Y’  =  Performance Rating of SFE trainees 

 X1 =   Give attention to several tasks at the same time 

 X2 =   Age of SFE trainees  

   X3 =    Keyboarding speed and accuracy 

   X47=    Can easily manipulate new equipment 

 

Problems, Comments, and Suggestions 

 Listed below are the consolidated comments that are taken from an open ended question 

for the SFE supervisor identifying some problems encountered and make comments/suggestions 

for the improvement of the BSOA program. 

1. More hands-on experience for office machines; add more office machines for the students 

to learn more. 

2. Add more shorthand subjects in order to master stenographic skills. Add financial 

accounting subjects. 

3. Develop more subjects in office automation and to add more subjects relating to office 

automation. 

4. Trainees must be trained in advance with new office machines in order to have an edge 

with other trainees from other schools. 

5. The BSOA department must see to it that the computer subjects of the students must be 

developed further. 
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6. SFE Trainees must observe time consciousness and they must have self confidence in the 

office; to enjoy every task they do in the office. 

7. Focus on modernization. 

8. English communication must be improved;  

9. Trainees should undergo personality tests so that the psychologist can advise them based 

on the results of their exam and to teach them the right manners and attitudes in the 

workplace. 

10. Improve personality development subject in order for the students to gain more confidence 

to handle risks and to develop their behavior in using weaknesses as their encouragement 

to be more competent. 

11. The curriculum must provide more accounting subjects. 

 

Conclusions 

 
After a thorough evaluation and perusal of the findings of the study, the following 

conclusions are drawn: 

All the SFE trainees got very good ratings on the office competencies and work qualities 

included in this study as perceived by themselves and their SFE supervisors. 

Comparing the ratings given by both sets of respondents, the mean ratings given by the 

SFE supervisors are usually higher than the ratings given by the SFE trainees for themselves.  On 

office competencies, both the SFE trainees and SFE supervisors gave “very good” ratings while in 

work qualities “reliability” and “cooperativeness”, the SFE supervisors gave an “excellent” rating 

to SFE trainees.  All the rest got “very good” ratings.  However, mean ratings given by SFE 

supervisors and SFE trainees significantly differ only on “word processing” and “data processing”, 

and the rest of the ratings given by SFE supervisors and SFE trainees are more or less the same.  

This means that both groups believe that the SFE trainees are “very good” on these office 

competencies and work qualities. 

To find out the best predictors for performance, a linear regression was conducted.  

Although all the variables entered as predictors, only three are found to be significant in the 

performance of SFE trainees.  These are (1) “give attention to several tasks at the same time” with 

a beta coefficient of -0.695 (p = 0.022), (2) “age of student” with a beta coefficient of -0.402 (p = 

0.031), and (3) “keyboarding speed and accuracy” with a beta coefficient of 0.640 (p = 0.042).  

This means that the multi-tasking skill of an SFE trainee gives higher level of competencies and 

work qualities.  With age as one of the best predictors, this means that the higher the age of the 

SFE trainees, the higher is the level of competencies and work qualities.  In the same manner, 

speed and accuracy in keyboarding also determines the level of competencies and work qualities 

of an SFE trainee.  The rest of the independent variables are found to have some contribution to 

office competencies and work qualities, however, their contributions do not warrant significance 

to be best predictors. 

When these independent variables were tested for association with performance rating, 

three (3) variables were found to be significantly related.  “Reliability” of SFE student is found to 

be highly significant with a correlation coefficient of -0.389 (p<.001), followed by “data 

processing” with a correlation coefficient of -0.246 (p<.05), and “information management and 

transmission” with a correlation coefficient of -0.236 (p<0.5).  The rest of the variables fall short 

of their correlation coefficients to warrant significance.  
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Obtaining an R2 value of 0.602, this means that 60.2% of the performance rating in the 

Supervised Field Experience of students was attributed by the selected office competencies and 

work qualities included in this study.  The other share of the pie may be attributed by other office 

competencies and work qualities not included in this study. 

It is also concluded that the most pressing concerns brought out by SFE supervisors are 

the SFE trainees’ exposure to the recent office machines, more skills on communication, 

accounting, and computer applications.   

 

Recommendations 

 In view of the foregoing conclusions, it is recommended that: 

The BS Office Administration program has to sustain and continue in providing its students 

with the office competencies and work qualities included in this study. 

Inasmuch as only 60.2% of the performance rating of respondent is attributed by the 

variables included in this study, the department needs to look for other office competencies and 

work qualities that could probably provide significant contributions to the level of competencies 

of SFE trainees. 

Considering the pressing concerns raised by the SFE supervisors on the office automation 

competencies of the SFE trainees, it is recommended that the Department should establish a 

simulation office equipped with office equipment which are commonly used in offices.  These 

pieces of equipment should be purchased for instruction purposes.   To supplement this endeavor, 

the BSOA students should be provided with more exposures on the recent office machines.  

Revision of the existing curriculum should be done taking into consideration the suggestions to 

add more units on communication skills, accounting, and computer applications. 
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