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CHAPTER ONE
1.1 	INTRODUCTION TO SIWES
  	The student industrial work experience scheme [SIWES] is the acceptable skill training program which forms part of the approval minimum academic standard in the various degree programs for all Nigerian tertiary institutions.
It is an effort to bridge the gap existing between theory and practical of Science, Engineering and Technology. Agriculture, Management and all other professional education program in Nigerian tertiary institutions.
It is aimed at exposing students to machine and equipment professional work methods and way of safe guarding other organization. The scheme is a tripartite program involving the polytechnics, Universities and Colleges of Education all going into the industries [employers of labor].
1.2 	BACKGROUND OF SIWES
The students industrial work experience (SIWES) is a skill training program designed to expose and prepare students of higher institution for the working environment they are likely to meet after graduation. SIWES was established by Industrial Training Fund (ITF) in 1973 to solve the problem of lack of adequate practical skills, in preparation for employment in industries by Nigeria graduates.
The SIWES program runs in the Nigeria universities in conjunction with the Industrial Training Fund unit, to promote practical in tertiary institution. The aim of the program is to bridge the gap existing between theoretical aspect of what is being taught in the lecture rooms and what is actually obtained in the field it is aimed at exposing students to challenges they are likely to come across upon their graduation from the universities and to adequately expose students to professional work methods.
Participation in Industrial training is a well-known strategy. Classroom studies are integrated with learning through hands-on work experiences in a field related to the student's academic major and career goal. It enhances an experiential learning process that not only promotes career preparation but also provides opportunities for learning, to develop skills necessary to become leaders in their chosen professions.
Participation in SIWES has become a necessary pre-condition for the award of Diploma and Degree certification in specific discipline in most institutions of higher learning in the country, in accordance with the educational policy of government.
1.3	OPERATORS OF THE SIWES PROGRAM: The industrial training fund (ITF), employers of labour, the higher institutions and some coordinating agencies like Nigeria Universities commission (NUC). National Commission for civic Education (NCCE) and National Board for Technical Education (NBTE) are the operators of this program.
FUNDING: The Federal Government of Nigeria fund this program.
BENEFICIARIES: Undergraduate students of the following: Agriculture, Engineering Technology, Environmental, Science, Medical Science and pure and Applied Sciences.
DURATION: One year for Polytechnics, Four months for Colleges of Education, and six months for the Universities.
1.4 	AIM AND OBJECTIVES OF SIWES
AIM:
The aims of the Student Industrial Work Experience Scheme (SIWES) are as follows:
· To expose students to industrial based skills necessary for smooth transition from classroom to the world and the applicability of work done in various schools to meet the industrial demand.
· To bridge the gap existing between theoretical aspects of what is being taught in the lecture rooms and practical aspect what is actually gained in the field.
· To expose students to the challenges they are likely to come across upon their graduation from the university and to adequately expose students to professional work methods.
OBJECTIVES:
· Expose students to work methods and techniques in handling equipment and machinery that may not be available in the universities.
· Prepare students for the work situations they are likely to meet after graduations.
· To provide an avenue for students in the Nigeria Universities to acquire industrial skills and experience in their course of study.
· To make the transition from the University to the world of work easier, and enhance students' contacts for later job placements.
· Provide students with an opportunity to apply their theoretical knowledge in real work situation, thereby bridging the gap between University work and actual practice.
· Enlist and strengthen employers' involvement in the entire education process of preparing University graduates for employment in industry.











CHAPTER TWO
2.0	DESCRIPTION OF THE ESTABLISHMENT OF ATTACHMENT
The Office of the Head of Service, Ilorin is a public office whose specialization is based on administration and management of the Civil Service in Kwara State.
2.1 LOCATION AND BRIEF HISTORY OF ESTABLISHMENT
	The Office of the Head of Service of Kwara State is situated at Ahmadu Bello Way, Ilorin, Kwara State, Nigeria. It serves as the administrative headquarters for the state's civil service, overseeing human resource management and public sector reforms.
	The Office of the Head of Service in Kwara State was established following the creation of the state in 1967, when Kwara was carved out of the old Northern Region. It plays a critical role in the governance structure, ensuring the effective implementation of government policies through the civil service. Over the years, the office has evolved to accommodate various reforms aimed at enhancing efficiency, transparency, and productivity in the state's workforce.
	It serves as the coordinating body for all ministries, departments, and agencies (MDAs) in matters of civil service administration, including recruitment, promotions, discipline, and training. The Head of Service, appointed by the state government, leads efforts to modernize and professionalize the civil service in alignment with global best practices.
2.2	OBJECTIVES OF ESTABLISMENT
The Office of the Head of Service (HoS) in Kwara State was established to enhance the efficiency, professionalism, and effectiveness of the civil service. Its key objectives include:
1. Policy Implementation & Coordination: Ensuring the smooth implementation of government policies and programs across all Ministries, Departments, and Agencies (MDAs).
2. Civil Service Reforms & Development: Driving administrative reforms to modernize and improve public service delivery, ensuring efficiency and transparency.
3. Human Resource Management: Overseeing the recruitment, training, promotion, and discipline of civil servants to maintain professionalism and accountability.
4. Capacity Building & Training: Organizing workshops, seminars, and training programs to enhance the skills and competencies of public servants.
5. Welfare & Productivity Enhancement: Ensuring the welfare of civil servants, including pension administration and career progression, to boost morale and productivity.
6. Ethical Standards & Discipline: Upholding integrity, discipline, and adherence to public service rules and regulations to foster good governance.
7. Efficient Service Delivery: Promoting a culture of excellence and accountability in the civil service to ensure timely and effective service delivery to the people of Kwara State.
8. Monitoring & Evaluation: Assessing the performance of MDAs to ensure compliance with government directives and policies.
	The office serves as the backbone of public administration in Kwara State, ensuring that the civil service operates efficiently to support the government in achieving its developmental goals.
2.3	ORGANIZATIONAL STRUCTURE
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2.4 	Various Departments and their functions
	The structure consists of the Head of Service (HoS) at the top, overseeing the administration of the civil service, followed by two Permanent Secretaries managing different sectors. Each Permanent Secretary supervises multiple Directors, who handle specific administrative functions. Below is the explanation of each role and department:
1. Head of Service (HoS)
· The highest-ranking civil servant in Kwara State.
· Provides leadership and direction for the civil service.
· Implements government policies and reforms within the public sector.
· Advises the Governor on civil service matters.
2. Permanent Secretaries
These are the top administrative officers directly under the HoS, overseeing major divisions:
A. Permanent Secretary – Establishment & Pension: This Permanent Secretary is responsible for managing civil service employment policies, promotions, and retirement benefits.
B. Permanent Secretary – Service Welfare: This Permanent Secretary handles civil servant welfare, working conditions, and other employee-related matters, ensuring motivation and productivity.
3. Directorates Under the Permanent Secretaries
	Each Permanent Secretary supervises Directors who manage specific administrative areas. Below are their roles:
DIRECTORATE UNDER PERMANENT SECRETARY – ESTABLISHMENT & PENSION
a. Director, Ms&T (Manpower Supply & Training)
· Oversees workforce planning, recruitment, and training programs.
· Ensures civil servants are well-trained and equipped with necessary skills.
b. Director, E&IR (Employment & Industrial Relations)
· Handles employment policies, recruitment processes, and labor relations.
· Manages disputes and negotiations between government and workers.
c. Director, Establishment & Pension 
· Responsible for civil service appointments, promotions, and job placements.
· Implements government policies related to employment structure.
· Oversees pension administration and retirement benefits for civil servants.
· Ensures timely payment of pensions and gratuities.
d. Director, Library
· Manages the documentation and record-keeping for the civil service.
· Ensures the availability of reference materials for policy formulation.
e. Director, SDC (Staff Development & Capacity Building)
· Plans and implements training programs for civil servants.
· Organizes seminars, workshops, and career development sessions.
DIRECTORATE UNDER PERMANENT SECRETARY – SERVICE WELFARE
a. Director, A&F (Accounts & Finance)
· Manages the office’s budget, expenditures, and financial records.
· Ensures salary payments and financial compliance.
b. Director, SM (Staff Medical Services)
· Oversees medical benefits and healthcare services for civil servants.
· Ensures civil servants have access to healthcare insurance and facilities.
c. Director, PRS (Planning, Research & Statistics)
· Conducts research and data analysis for policy development.
· Monitors and evaluates civil service performance.
d. Director, P&S (Public Service & Special Duties)
· Manages special government projects and civil service reforms.
· Oversees disciplinary matters and code of conduct enforcement.
CHAPTER THREE 
3.1	CLEAR DISCUSSIONS OF ACTUAL WORK CARRIED OUT 
	The Procurement & Store Department plays a vital role in ensuring the smooth operation of government offices by managing inventory, issuing supplies, and maintaining accurate records of stock movements. My engagement in this department exposed me to various storekeeping processes, procurement documentation, and inventory management techniques. The tasks assigned to me ranged from handling store documents to participating in inventory control, ensuring accountability and efficiency in store operations. Below is a summary of the key activities carried out during my time in the department:
· Introduction to Store Documentation: I was introduced to essential store documents, including the store ledger, Local Purchase Order (LPO), Receipt Voucher (RV), and Store Issued Voucher (SIV). These documents are used to track stock movement, record received goods, and authorize the issuance of materials to various departments. Proper documentation ensures accountability in procurement processes.
· Handling of Store Forms: I learned how to process Store Form 1A (Issued Voucher) and Store Form 2 (Receipt Voucher), which are crucial for tracking items received and issued. These forms prevent stock discrepancies and ensure that all materials leaving or entering the store are properly recorded. Understanding these forms is essential for effective store management.
· Inventory Management and Stock Control: I participated in taking stock of government properties in the Office of the Head of Service. This involved verifying available assets, documenting their condition, and updating inventory records. I also learned about inventory control techniques such as FIFO (First-In-First-Out) and LIFO (Last-In-First-Out) to ensure proper stock rotation.
· Evacuation of Unserviceable Items: I was involved in the evacuation of unserviceable items from the Kwara State Independent Electoral Commission (KWASIEC) to the Office of the Head of Service. This process required sorting, organizing, and documenting items for assessment and possible disposal, ensuring that outdated or non-functional equipment was properly managed.
· Issuance and Allocation of Stationery: I played an active role in the issuance of stationery to various departments in OHOS. This involved verifying requests, issuing materials based on documented needs, and ensuring that all distributions were recorded using Store Issue Vouchers (SIVs). The proper allocation of supplies helps prevent shortages and wastage.
· Arrangement and Organization of the Storehouse: I assisted in the rearrangement of the storehouse to improve accessibility and efficiency in stock retrieval. Items were categorized and labeled according to their type and usage. A well-organized storehouse minimizes errors in inventory tracking and enhances the smooth running of store operations.
· Posting of Issued Items to Store Ledger: I participated in posting exercises, where issued stationery items were updated in the store ledger. This process involved reconciling issued vouchers with stock levels, ensuring that records reflected actual transactions. Proper ledger posting prevents mismanagement and enhances accountability in public procurement.
3.2 CHALLENGES FACED DURING SIWES
	During my Student Industrial Work Experience Scheme (SIWES) in the Procurement & Store Department at the Office of the Head of Service (OHOS), Kwara State, I encountered several challenges that impacted my learning and workflow. Some of these challenges include:
· Limited Practical Exposure at the Beginning: At the start of the program, there was minimal hands-on involvement as I had to undergo lectures and theoretical training before being allowed to engage in practical tasks. This initially made it difficult to fully understand store operations.
· Difficulty in Understanding Store Documents: The different store documents, such as the store ledger, Local Purchase Order (LPO), Receipt Voucher (RV), and Store Issued Voucher (SIV), required careful attention to detail. Understanding their functions and how to fill them correctly was initially challenging.
· Manual Record-Keeping System: Most of the records were manually documented, which made the process time-consuming and prone to errors. The absence of digital inventory management systems sometimes resulted in delays in stock verification and reconciliation.
· Heavy Workload and Physical Demands: Some tasks, such as evacuating unserviceable items and arranging the storehouse, required physical effort. Moving heavy office equipment and organizing stock for proper storage were physically demanding.
· Difficulty in Stocktaking and Inventory Control: Taking inventory of government properties required patience and accuracy. Sometimes, discrepancies were found between physical stock and recorded stock, making it necessary to conduct repeated checks to ensure accuracy.











CHAPTER FOUR
4.1	EXPERIENCE GAINED
	During my Student Industrial Work Experience Scheme (SIWES) at the Procurement & Store Department in the Office of the Head of Service (OHOS), Kwara State, I acquired valuable skills and knowledge that enhanced my understanding of store management and procurement processes. Some of the key experiences gained include:
1. I learned how to handle and fill out essential store documents such as the store ledger, Local Purchase Order (LPO), Receipt Voucher (RV), and Store Issued Voucher (SIV). These documents are critical for maintaining accurate stock records and ensuring accountability in procurement processes.
2. I gained practical experience in stocktaking, inventory verification, and inventory control techniques such as First-In-First-Out (FIFO) and Last-In-First-Out (LIFO). This knowledge is crucial for managing stock efficiently and preventing losses due to overstocking or understocking.
3. I became familiar with how government offices procure goods and services, including request approvals, supplier engagement, and the issuance of materials. Understanding these procedures helped me appreciate the importance of transparency and accountability in public sector procurement.
4. I participated in the organization and labeling of stock in the storehouse, ensuring easy retrieval and proper storage of items. This experience taught me the importance of proper store layout, stock categorization, and maintaining a clutter-free work environment.
5. I was involved in the distribution of stationery and office supplies to different departments, ensuring that the right quantity was issued based on documented requests. This experience improved my record-keeping and logistics management skills.
6. Working with senior staff, supervisors, and other interns helped me develop effective communication and teamwork skills. I learned how to follow instructions, interact professionally, and collaborate with others to complete assigned tasks efficiently.
7. I encountered challenges such as stock discrepancies, bureaucratic delays in approvals, and the physical demands of storekeeping. Overcoming these issues enhanced my ability to adapt to workplace challenges, think critically, and find solutions to improve efficiency.








CHAPTER FIVE
5.1	SUMMARY OF ATTACHMENT ACTIVITIES
In all, I carried out risk management, planning and strategic, management and also recruitment, selection and orientation process.
In conclusion, I worked in the entire department and carried out all my activities perfectly well at the Office of Head of Service, Ilorin Kwara State in store and procurement department.
5.2	SUGGESTIONS FOR IMPROVEMENT OF THE SCHEME
With a view to improving the student industrial work experience scheme, I suggest that the stakeholders in charge of the scheme should liaise with some companies in the field of study of the courses offered in school such that students are sent to these companies for this program. This will help to reduce the length of time student spend in looking for placement.
5.3	SUMMARY, CONCLUSIONS AND RECOMMENDATIONS
SUMMARY
In summary, the student industrial work experience scheme program is very worthwhile one for students in the higher institui9tions. It bridges the gap between the theoretical knowledge impaired in me in school and the practical aspect of it.
 The program also gave me an avenue to apply the prior knowledge I got from my lecturers in school in real life setting.
CONCLUSION
The student industrial work experience scheme was an educative and interesting one; it gave avenues for learning in all ramifications for me in the Organization. The program exposed me to the relevance of self-reliability.
The four month SIWES program helped in making me achieve great things and has connected me with people of high substance, and lastly, the program is a welcomed idea and I strongly support that it should remain in the
RECOMMENDATION
· Industries should make sure well trained and experienced staffs are employed
· The industries should provide adequate facilities to make the program enjoyable and worthwhile for students.
· More so the industries should employ staffs that are read to prove their worth
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