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CHAPTER ONE: INTRODUCTION
Background of SIWES
The Student Industrial Work Experience Scheme (SIWES) was established to bridge the gap between theoretical learning in academic institutions and practical applications in industries. It provides students with hands-on experience in their field of study, enabling them to acquire necessary skills and professional exposure.
Objectives of SIWES
To expose students to practical applications of administrative concepts.
To help students understand real-world administrative operations.
To develop students' interpersonal and organizational skills.
To provide students with a platform to apply their theoretical knowledge.
Brief History of ECWA Hospital, Egbe
ECWA Hospital, Egbe, is one of the oldest mission hospitals in Nigeria. It was established by SIM missionaries and has since grown into a well-recognized medical institution. The hospital provides comprehensive medical services, including outpatient care, surgery, laboratory services, and administrative support.
Description of the Admin Department
The Admin Department of ECWA Hospital, Egbe, is responsible for the hospital’s daily operations, including patient records, financial transactions, staff management, and logistical coordination. The department ensures the hospital runs efficiently by handling administrative and managerial tasks.
Scope of Work in the Admin Department
During my internship, I was involved in various administrative duties, including:
Assisting in data entry and record-keeping.
Managing patient files and medical records.
Handling appointment scheduling and front-desk duties.
Assisting in payroll management and financial documentation.
Importance of the Admin Department in the Hospital
The Admin Department plays a vital role in the hospital’s efficiency by ensuring that all operations are well-coordinated. It serves as the backbone of the hospital by managing logistics, staff coordination, financial transactions, and documentation.


CHAPTER TWO: DESCRIPTION OF ACTIVITIES
Overview of Administrative Operations
During my internship, I observed and participated in various administrative functions. These functions were essential in ensuring smooth hospital operations.
Filing and Documentation
I assisted in sorting, filing, and managing patient records to ensure quick access when needed.
Data Entry and Record Keeping
I learned how to use hospital management software to input patient details, staff schedules, and financial transactions.
Appointment Scheduling and Staff Coordination
One of my responsibilities was to schedule patient appointments and coordinate with doctors and nurses to ensure an efficient workflow.
Financial and Payroll Management Assistance
I assisted in processing staff payroll, maintaining financial records, and handling petty cash transactions.
Customer Service and Patient Relations
I handled patient inquiries, provided information about hospital services, and assisted in directing patients to the appropriate departments.
CHAPTER THREE: CHALLENGES ENCOUNTERED AND SOLUTIONS
 Major Challenges Faced During the Training
Difficulty in understanding hospital management software initially.
High workload and multitasking challenges.
Communication barriers with some patients.
How the Challenges Were Addressed
Training sessions were conducted to help interns learn the software.
Time management skills were improved with the help of supervisors.
Improved interpersonal skills and patience helped overcome communication barriers.
Lessons Learned
The importance of accuracy in hospital administration.
Effective communication enhances efficiency.
Good organizational skills help in managing workload.
CHAPTER FOUR: CONCLUSION AND RECOMMENDATIONS
Summary of Experience
My experience at ECWA Hospital, Egbe, Admin Department was enriching. I gained hands-on experience in administrative tasks and learned the importance of efficiency in hospital management.
Recommendations for the Organization
More training should be provided for interns at the beginning of their internship.
Better coordination between departments to improve workflow.
Recommendations for Future Interns
Be proactive in learning administrative processes.
Develop strong organizational and time-management skills.
Improve communication skills for better interactions with patients and staff.


Conclusion
The SIWES program provided valuable practical experience in hospital administration. It enhanced my understanding of administrative processes and improved my professional skills.
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