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ABSTRACTS
The Students  Industrial Work Experience Scheme (SIWES) is an accepted skills acquisition programme which forms part of the approved academic standard in the degree programme for Nigeria University. In 1974, the federal government of Nigeria introduced the national policy on industrial training, called the Students Industrial Work Experience Scheme (SIWES).This programmes is under the umbrella of the ministry of education through the industrial training fund (ITF), was designed to help students acquire the necessary practical education/experience in their field of study and other related professions. This is an effort which was created on order to bridge the existing gap between the theory taught in the classroom and practice of science, agriculture, medicine, engineering, technology and other professional programmes in the Nigeria tertiary institution. The programme was established basically to impact elaborate practical understanding to students with respect to their various disciplines. This report is a summary of the experience I acquired during my Students' Industrial Work Experience Scheme (SIWES) in NTA. I served as an intern in the News Department of the organization
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CHAPTER ONE
1.1 INTRODUCTION TO SIWES
Students Industrial Work Experience Scheme (SIWES) is a Skills Training Program designed to prepare and expose Students of Universities, Polytechnics, Colleges of Technology, Colleges of Agriculture and Colleges of Education for the Industrial Work situation they are likely to meet after graduation. The Scheme affords Students the opportunity of familiarizing and exposing themselves handling equipment and machinery that are usually not available in their institutions.
1.2   HISTORY OF SIWES
The Students’ Industrial Work Experience Scheme (SIWES) was initiated in 1973 by the Federal Government of Nigeria under the Industrial Training Fund (ITF) to bridge the gap between theory and practice among products of our tertiary Institutions. It was designed to provide practical training that will expose and prepare students of Universities, Polytechnics, and Colleges of Education for work situation they are likely to meet after graduation.
Before the establishment of the scheme, there was a growing concern among the industrialists that graduates of institutions of higher learning lacked adequate practical background studies preparatory for employment in industries. Thus the employers were of the opinion that the theoretical education going on in higher institutions was not responsive to the needs of the employers of labour.
As a result of the increasing number of students’ enrolment in higher institutions of learning, the administration of this function of funding the scheme became enormous, hence ITF withdrew from the scheme in 1978 and was taken over by the Federal Government and handed to National Universities commission (NUC), National Board for Technical Education (NBTE) and National Commission for Colleges of Education (NCCE). In 1984, the Federal Government reverted back to ITF which took over the scheme officially in 1985 with funding provided by the Federal Government.
1.3   OBJECTIVES OF THE PROGRAMME
The specific objectives of SIWES are to:
· Provide placements in industries for students of higher institutions of learning approved by relevant regulatory authorities (NUC, NBTE, NCCE) to acquire work experience and skills relevant to their course of study
· Prepare students for real work situation they will meet after graduation.
· Expose students to work methods and techniques in the handling of equipment and machinery that may not be available in schools.
· Make transition from school to the labour market smooth and enhance students’ conduct for later job placement
· Provide students with the opportunity to apply their knowledge in real life work situation thereby bridging the gap between theory and practice
· Strengthen employer involvement in the entire educational process and prepare students for employment in industry
Promote the desired technological knowhow required for the advancement of the nation.
1.4	OBJECTIVES OF ESTABLISHMENT
· To provide innovative and effective solutions
· To deliver exceptional customer service
· To drive business growth and expansion
· To build a strong brand reputation
· To develop and maintain a skilled workforce
· To promote a culture of innovation and continuous improvement
· To maintain high-quality standards and best practices
· To foster strategic partnerships and collaborations












CHAPTER TWO
2.1	ORGANIZATIONAL CHART
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2.2   INTRODUCTION TO ALL STAFF
An "introduction to the staff of an organization" refers to the process of formally presenting new employees to the existing workforce within a company, allowing everyone to learn about their roles, skills, and background, usually done through a welcome meeting, email announcement, or a dedicated onboarding program to help new staff integrate smoothly into the team and company culture. 
Key aspects of introducing staff to an organization:
· Formal announcement:
A company-wide email or meeting where the new employee's name, position, and key skills are shared, often accompanied by a brief introduction from their manager. 
· Team introductions:
A dedicated time for the new employee to meet their direct team members, understand their roles, and establish working relationships. 
· Onboarding process:
A structured plan that includes introductions to relevant departments, company policies, training sessions, and mentorship opportunities to familiarize new employees with their work environment. 
· Highlighting key strengths:
When introducing new staff, emphasize their relevant experience, expertise, and unique contributions to the team. 

2.3	OFFICE EQUIPMENT AND FACILITIES
In an organization, different facilities can include the office building itself, conference rooms, restrooms, kitchens, storage areas, while equipment can encompass items like computers, printers, desks, chairs, phones, network infrastructure, presentation tools, security systems, and depending on the industry, specialized machinery or production equipment. 
Broad categories of facilities and equipment:
· Office facilities:
· Workstations (desks, chairs) 
· Conference rooms 
· Meeting rooms 
· Reception area 
· Break room 
· Copy room 
· Mailroom 

· Office equipment:
· Computers 
· Printers 
· Scanners 
· Photocopiers 
· Projectors 
· Telephones 
· Whiteboards 

2.4 HOW TO KEEP RECORD OF STAFF EVERYWEEK
To effectively keep a record of staff every week, you can use a system that tracks key details like attendance, hours worked, tasks completed, performance metrics, and any relevant notes, utilizing a dedicated spreadsheet, time tracking software, or a Human Resource Management System (HRMS) to centralize and easily access this information. 
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Key elements to include in your weekly staff record
· Employee details: Name, employee ID, department, job title 
· Attendance:
· Dates of work
· Days absent
· Reasons for absence (if applicable) 
· Time of arrival and departure each day 
· Time worked:
· Total hours worked per week 
· Overtime hours (if applicable) 
· Project/Task management:
· Assigned projects 
· Key tasks completed 
· Progress on projects 
· Performance metrics:
· Quality of work (based on set standards) 
· Productivity levels 
· Meeting deadlines 
· Feedback and notes:
· Positive feedback on performance 
· Areas for improvement 
· Any important updates or concerns 
Methods for keeping staff records weekly:
· Spreadsheet:
Create a dedicated spreadsheet with columns for each relevant data point, allowing easy sorting and filtering. 
· Time tracking software:
Utilize software that automatically records employee login and logout times, enabling accurate time tracking and project management. 
· HR Management System (HRMS):
A comprehensive system designed to manage all aspects of employee records, including attendance, performance, leave requests, and payroll. 
Important considerations:
· Regular updates:
Ensure that managers consistently update the staff records throughout the week to maintain accuracy.
· Employee access:
Provide employees with access to their own records to review and verify information.
· Privacy compliance:
Adhere to data privacy regulations when collecting and storing employee information.
· Performance reviews:
Use the weekly staff records as a basis for performance evaluations and discussions with employees. 

















CHAPTER THREE
3.1   HOW TO ATTEND TO CUSTOMER PHYSICALLY AND ON THE TELEPHONE
To effectively attend to a customer both physically and on the telephone, maintain a positive and friendly demeanor, actively listen to their concerns, clearly communicate information, address their needs promptly, and always strive to resolve issues in a professional manner, while making eye contact and using a warm tone of voice when interacting in person. 

KEY POINTS FOR IN-PERSON CUSTOMER SERVICE
· Greeting: Welcome the customer with a smile and a warm greeting, making eye contact and using their name if possible. 
· Body language: Maintain open posture, avoid crossing your arms, and lean in slightly to show engagement. 
· Active listening: Pay full attention to what the customer is saying, nodding occasionally to show understanding. 
· Clarifying questions: Ask clarifying questions to fully understand their needs and concerns. 
· Problem-solving: Work collaboratively to find solutions to their issues, providing clear explanations and options. 
· Positive attitude: Maintain a positive and helpful attitude throughout the interaction. 

KEY POINTS FOR PHONE CUSTOMER SERVICE
· Professional greeting: Answer the phone promptly, clearly state your company name and your own name, and greet the customer warmly. 
· Clear tone of voice: Speak clearly and at a moderate pace, using a friendly and professional tone. 
· Active listening: Listen attentively to the customer's concerns without interrupting. 
· Summarizing: Recap key points of the customer's issue to ensure understanding. 
· Information gathering: Ask necessary questions to gather all relevant details. 
· Resolving issues: Work to resolve the customer's issue efficiently, providing clear explanations and next steps. 
· Follow-up: If necessary, promise to follow up with the customer and ensure you do so. 

3.2 GUIDELINE ON HOW TO RECORD LEDGER
To record a ledger, you need to set up separate ledger accounts for each asset, liability, equity, revenue, and expense category, then use a double-entry system to record transactions by entering both a debit and a credit for each transaction, ensuring that the total debits always equal the total credits on each ledger page; this involves noting the date, description, account code, debit amount, and credit amount for each entry. 
Key steps for recording a ledger:
· Create a chart of accounts:
Define all the accounts you will use in your ledger, including asset, liability, equity, revenue, and expense accounts. 
· Set up ledger pages:
For each account, create a separate ledger page with columns for date, description, debit amount, and credit amount. 
· Post journal entries:
Transfer transactions from your journal to the appropriate ledger accounts, recording the debit and credit amounts for each entry. 
· Double-entry principle:
Always record each transaction with a corresponding debit and credit entry to ensure the ledger balances. 
· Balance each ledger:
At the end of each accounting period, calculate the total debit and credit amounts for each ledger page and ensure they are equal. 
Important points to remember:
· Debit vs. Credit:
Generally, assets and expenses are debited when they increase, while liabilities, equity, and revenue are credited when they increase. 
· Accurate descriptions:
Provide detailed descriptions for each transaction to easily understand the purpose of each entry. 
· Account codes:
Use a consistent system of account codes to identify each account in your ledger. 

Example of a ledger entry:
· Date: 2023-02-24
· Description: Purchased office supplies from "Office Depot"
· Account: Office Supplies (Asset)
· Debit: $100
· Credit: Accounts Payable (Liability) 

3.3 LETTERS OF BANK FOR FUNDS TRANSFER INSTRUCTIONS
A letter for bank funds transfer instructions is a formal request to a bank to transfer funds from one account to another. The letter should include the reasons for the transfer and any required documents. 

How to write a letter for bank funds transfer instructions 
1. Start with the sender's address and the date
1. Address the letter to the bank
1. State the reason for the transfer in the subject line
1. Introduce yourself and the account you hold
1. Request the transfer, including the details of the accounts involved
1. State any required documents that are attached to the letter
1. End the letter with a closing such as "Yours sincerely" or "Yours truly"
1. Sign the letter in block letters and include your contact number


3.4 HOW TO CALCULATE THE INCOME AND EXPENSES BEING SPENT IN A COMPANY
o calculate a company's income and expenses, you need to add up all the revenue generated (income) from sales of goods or services, then subtract the total costs associated with running the business (expenses) to arrive at the net income; essentially, the formula is: Net Income = Total Revenue - Total Expenses. 

Steps to calculate income and expenses:
· Gather data: Collect all relevant financial records, including sales receipts, invoices, payroll records, utility bills, and any other expense-related documents. 
· Calculate total revenue: Add up all the income generated from selling goods or services during a specific period (e.g., month, quarter, year). 
· Categorize expenses: Group expenses into different categories, such as:
· Cost of Goods Sold (COGS): Direct costs associated with producing goods, like raw materials and labor. 
· Operating Expenses (OPEX): Indirect costs of running the business, like rent, salaries, utilities, marketing, and office supplies. 
· Depreciation Expense: The gradual decrease in value of assets over time. 
· Interest Expense: Costs associated with borrowing money. 
· Calculate total expenses: Add up all the expenses from each category. 
· Apply the formula: Subtract the total expenses from the total revenue to get the net income. 

Example:
· Total Revenue: $100,000
· Cost of Goods Sold (COGS): $50,000
· Operating Expenses (OPEX): $30,000
Calculation:
· Gross Profit: $100,000 (Total Revenue) - $50,000 (COGS) = $50,000 
· Net Income: $50,000 (Gross Profit) - $30,000 (OPEX) = $20,000 
Important considerations:
· Accounting method:
Ensure you are using the same accounting method (cash basis or accrual basis) consistently when calculating income and expenses. 
· Financial statements:
This calculation is typically done when preparing a company's income statement, which provides a detailed breakdown of revenues and expenses. 
· Analysis:
Once you have calculated the net income, you can further analyze profitability by comparing it to previous periods or industry benchmarks. 

























CHAPTER FOUR
4.1   HOW TO RECORD THE GOODS THAT WAS RESTOCKED
 To record restocked goods, you need to update your inventory management system by adding the quantity of the newly received items to your existing stock levels, noting the purchase date, cost per unit, and the supplier details, typically done through a "receiving" or "restock" transaction within your inventory software; this will automatically reflect the change in your inventory records and update your overall stock count. 
Key steps to record restocked goods:
· Identify the items: Clearly identify the specific products being restocked, including product code, description, and SKU number. 
· Record the quantity: Enter the exact quantity of each item received from the supplier. 
· Cost per unit: Note the cost per unit of each item received from the purchase order. 
· Supplier details: Record the supplier's name, purchase order number, and invoice number associated with the restock. 
· Date of receipt: Enter the date the goods were physically received in your inventory. 
Where to record this information:
· Inventory management software:
Most businesses use dedicated inventory software to automate this process, allowing real-time updates on stock levels. 
· Spreadsheet:
If not using software, you can maintain a physical spreadsheet to manually track inventory receipts, including restocked items. 
Important considerations:
· Quality checks:
Before recording restocked goods, ensure the items are in good condition and match the purchase order details. 
· Price adjustments:
If there are price changes from your supplier, update the cost per unit accordingly in your system. 
· Accounting integration:
If your inventory system is integrated with your accounting software, the restocking information will automatically update your inventory asset account on your balance sheet. 

4.2   HOW TO REARRANGE THE STORE
· Analyze your current layout:
· Identify areas with high traffic and low traffic. 
· Assess which products are selling well and which are not. 
· Consider customer feedback on navigation and product placement. 

Plan your new layout:
· Sketch a floor plan: Draw out your store space and mark where you want to place key product categories and fixtures. 
· Consider traffic flow: Design the layout to encourage a natural flow of customers through the store. 
· Group related products: Place similar items together to make it easier for customers to find what they need. 
· Prioritize eye-level placement: Put high-profit or most popular items at eye level. 
· Utilize endcaps: Use endcap displays to highlight promotional items or new arrivals. 

Implement the changes:
· Move fixtures and merchandise: Carefully rearrange shelves, racks, and displays according to your new plan. 
· Add signage: Use clear signage to identify product categories and direct customers. 
· Adjust lighting: Optimize lighting to highlight key areas and create a desired atmosphere. 
Important considerations:
· Brand identity: Ensure your store layout reflects the overall brand image and aesthetic. 
· Seasonal changes: Update displays and product placement based on seasonal trends and demands. 
· Accessibility: Make sure your layout is accessible for customers with disabilities. 
· Flexibility: Plan for future changes and be prepared to adjust your layout as needed. 

4.3 HOW TO RECORD THE GOODS IN THE STORE
To record goods in a store, you typically need to create a detailed inventory record, including the item description, quantity received, supplier details, purchase price, date received, and the designated storage location (shelf or bin number), usually done through a physical count and documented on a stock record card or using inventory management software. 
Key steps for recording goods in a store:
· Receive delivery:
When a shipment arrives, carefully inspect the goods against the packing slip or purchase order to verify quantity and condition.
· Record details:
· Item description: Enter a clear and accurate product name or SKU number.
· Quantity received: Note the exact number of units received.
· Supplier information: Record the supplier's name and any relevant purchase order number.
· Price per unit: Document the cost of each item.
· Date received: Enter the date the goods arrived.
· Storage location: Assign a specific shelf or bin number where the items will be stored.

· Update inventory system:
· Manual system: Enter the received information on a stock record card or spreadsheet.
· Software system: Input the data into your inventory management software, which will automatically update stock levels.

· Physical verification:
· Periodic checks: Regularly perform spot checks to ensure inventory accuracy by physically counting items in the store and comparing it to the recorded data.
· Full stocktake: Conduct a complete inventory count at set intervals to fully reconcile your stock levels. 

4.4 HOW TO MANAGE SUPERMARKET
To manage a supermarket, you can focus on inventory management, customer service, and marketing. 

Inventory management 
· Use inventory management software to track inventory and automate replenishment
· Use RFID tags to reduce manual counting
· Use first-in, first-out inventory auditing to reduce spoilage
· Use data analytics to identify high-demand items

Customer service 
· Create a welcoming shopping experience
· Ensure shelves are well-stocked
· Ensure checkout processes are efficient
· Address customer concerns
· Train staff to be helpful and knowledgeable about products
· Implement loyalty programs and promotions

Marketing 
· Create a marketing strategy that uses both traditional and digital channels
· Use social media to engage with customers
· Run targeted advertising campaigns
· Create an online presence
· Use flyers and newspaper ads
· Use email campaigns
· Offer promotions, discounts, and special events






























CHAPTER FIVE
5.1 CONCLUSION
 My student industrial work experience scheme with Mickelly concept limited has been one of the most interesting, productive and instructive experience in my life. Through this training. I have gained new insight and more comprehensive understanding about the real industrial working condition and practice; it has also improved my soft and functional skills. All these valuable experiences and knowledge’s that I have gained were not only acquired through the direct involvement in task but also through other aspects of the training such as:  work observation, interaction with colleagues, superior and other people related to the field.
5.2 RECOMMENDATION
In view of my experience during my industrial training, the following recommendations
are made to the students, university, industrial training fund (I.T.F) and the companies:
Students should personally ensure that they get a good placement for the program in time to commence and gain the best from the six-months.
Students should make sure that the entire period for the attachment is completed before bowing out of the program.
Also, student should have a focused mind and interest as it will help them get the maximum knowledge attainable from the company attached to.
Not all students have the opportunity of getting good industrial training placement, so the school should ensure they establish good relationships with companies, firms and organizations capable of assisting in the SIWES program on a yearly basis thereby helping the less privileged students.
On the part of I.T.F, Student supervision should also be intensified to make the program more effective. The firms should ensure that a well-structured program for the period of training is spelt out.
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