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On-the-job training (OJT) is instrumental in providing hands-on experience 

that develops the practical skills required for office administration. This 

study assessed the effectiveness of OJT in enhancing administrative 

competencies—specifically communication, organization, and problem 

solving—among Bachelor of Science in Office Administration (BSOA) 

students. A descriptive survey was conducted among 150 BSOA students 

who completed OJT in various administrative settings. Participants rated 

their perceived improvement in key skill areas using a structured 

questionnaire. Descriptive statistics, including means and standard 

deviations, were calculated to evaluate the extent of skill development 

attributable to OJT. Students reported significant gains in communication 

and organizational skills, with mean ratings of 4.10 and 4.05 out of 5, 

respectively. Problem-solving ability also improved (mean = 3.95). 

However, fewer students indicated substantial growth in management and 

decision-making skills (mean = 3.40), suggesting limited exposure to 

supervisory responsibilities during OJT. The findings demonstrated that 

OJT effectively strengthened core administrative skills but provided 

insufficient opportunities for experience in management and strategic 

decision-making. As a result, institutions should enhance OJT programs by 

incorporating formal workshops and rotating assignments that expose 

students to a broader range of administrative tasks. Such improvements will 

better prepare graduates for the demands of professional office 

environments. 
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