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CHAPTER ONE
1.1	MEANING OF SIWES
The Student's Individual Work Experience Scheme (SIWES) is a programme that is controlled by the industrial training fund(ITF) in conjunction with the university.
SIWES is designed to engage student in various degree programme in order to provide the student with adequate practical experience in various field of study and to expose them to working conditions.
This programme involves the ITF, students and industries. It's meant to bridge the gap between theory and practical work, sharpen student's skills and understanding of actual works processes and also provides an avenue to gain more knowledge

1.2	HISTORY OF SIWES
The early phase of science and technology in Nigeria was characterized by the theoretical lectures in polytechnic and universities which have proven to be an ill method to teaching students in universities and polytechnic, graduate with little or no technical experience in the course of study.
All the same, students inability to contribute to the society happening, growth and development of the country, it was then SIWES was introduced to the industrial and education section.
SIWES is the acronym for Students Industrial Work Experience Scheme. SIWES was established in early stage, SIWES was found by ITF (Industrial Training Fund), it was difficult to continue for the economic stress, the responsibility was shared between industrial training funds federal government

1.3	THE SCOPE AND THE IMPORTANCE OF SIWES
SIWES is created to expose to industrial based skills necessary for smooth transition from classroom to labour mandate.
It affords student of tertiary institution the opportunity to be familiar and expose to the needed experience in handling machinery equipment which are usually not available in the education institution.
Also it's an avenue for students in higher learning institute to acquire skill and experience in their various field of study that would prepare them for work after graduation.
The student industrial work experience scheme (SIWES) is a skill training programme design to expose and prepare student of mass communication for the Industrial work situation while they are likely to meet after graduation.

1.4	AIMS AND OBJECTIVES OF SIWES
1. It provides students with an opportunity to apply their knowledge in real work situation. Thereby bring the gap between theory and practical learning. 
2. Expose students to work methods and techniques required in handling equipment and machinery not available in their institution
3. It provides an avenue for students in institution of higher learning to acquire industrial skills and experience in their academics discipline
4. It prepare students for the industrial work situation





















CHAPTER TWO
2.1	BRIEF HISTORY OF NATIONAL HUMAN RIGHTS COMMISSION OF NIGERIA
The National Human Rights Commission of Nigeria was established by the National Human Rights Commission Rights 1995 (as amended) in line with Resolution 48/134 of the United Nations General Assembly which enjoins all member states to establish independent National Institutions for the promotion, protection and enforcement of human rights.
The Commission serves as an extra-judicial mechanism for the respect and enjoyment of human rights. It also provides avenues for public enlightenment, research, and dialogue in order to raise awareness on Human Rights issues.
The National Human Rights Commission is currently headed by the Executive Secretary, Anthony Okechukwu Ojukwu Esq. Who is also the Chief Executive Officer.

2.2	DEPARTMENT IN NATIONAL HUMAN RIGHTS COMMISSION OF NIGERIA
The Departments in the administrative structure of the Commission are: Human Rights Institute, Human Rights Education & Promotion, Finance and Account, Civil & Political Rights, Economic Social & Cultural Rights, Women, Children & Vulnerable Groups, Legal Services & Enforcement, Human Resource Management, Corporate Affairs & External Linkages Directorate, Reform Co-ordination & Service Improvement, Planning, Statistics & Documentation, Directorate of Procurement and Monitoring Department
There are 4 functional units in the Commission, they include:
· Council Secretariat
· Internal Audit
· Complaints Registry
· Information & Communication Technology
The NHRC presently has State offices in all 36 states of the country and the FCT.

2.3	VISION STATEMENT
To be a foremost National Human Rights Institution in the world by Entrenching a culture of respect for human rights and promoting national values built on principles of democracy, accountability and respect for rule of law.


2.4	MISSION STATEMENT
The Commission is committed to prompt response to allegations of human rights violations, advocacy, education, and interventions that encourage national values built on the principles of respect for human and people's rights.
CHAPTER THREE
SIWES TECHNICAL EXPERIENCE
3.1	WORK DONE
I started my SIWES programme at National Human Right Commission September 2024. under the supervision of Jumoke Olaoye. 
During my stay, I was taught how to keep complaints secret as a Secretary work. I learnt how to set a date, time, location on computer system. 
For meeting schedule, the secretary must select a date and time that is convenient for all board members. The location should be accessible and appropriate for the meeting.
I learn how to scheduling meeting or appointments maintaining files, taking meeting minutes, sending emails, answering phones or arranging for guest.
I did some practical on how secretary take a minutes, how client secretary has been kept.
I learnt how to interact with customers and clients and arrange for them to meet the person they come to see

3.2	WORK DONE
I was thought how to attend to client and listen to then, how file case number is being recorded. 
I did a practical work on how typewriter is been used.
I also learn how to reach out to client through mobile phone, how to register all case number into a recording file, how to use Microsoft for recording case number received, how to receive letter from another company, how to add slide.
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CHAPTER FOUR
4.1	STUDENT'S PRIMARY ASSIGNMENT
I was taught how files is being recorded into computer system, how to manage an office property. I was thought how to handle client, how to deliver a message from client to office director, how to arrange files serially.
I was thought how to use computer system, how to print documents, how to make photocopy.
I learned how to enter a case number received within a month into a computer, how to arrange case file, organize files in a logical order, such as by case number or client name and use label to clearly identify the contents of each files. 
How to use legal case file folders, binders or envelope to store individual documents within the file cabinet.
How to write a case: choose the right case brief format. Start with the title citation and author. State the facts of the case declare the legal issue, outline the rule of law explain the heading and reason concurrence and dissent.

Use of telephone in an office to communicate with other companies and clients, for sending and receiving fax and carrying the broadband signal.





CHAPTER FIVE
RECOMMENDATION AND CONCLUSION
5.1	RECOMMENDATION
Going through some of the experience gained during the programme, I will recommend that there is need for improvement on some of the activities both in the organization where I served and the school:
· The time duration for the programme is okay, three month
· The organization should create more practical knowledge for the student for them to acquire more knowledge from their versatile staffs
· The industrial training fund should provide a strong insurance policy covered for student on SIWES programme

5.2	CONCLUSION
[bookmark: _GoBack]SIWES was established to provide opportunities for student to be involved in the practical aspect of their respective disciplines in the industrial working environment. During my three months industrial training, I gained a wide range of experience form the various assignment undertaken a such as how to handle client, how to deliver a message from client to office director, how to arrange files serially, how to use computer system, how to print documents, how to make photocopy, how to enter a case number received within a month into a computer, how to arrange case file, organize files in a logical order, such as by case number or client name and use label to clearly identify the contents of each files. All the experience gained help to fulfil the objective of SIWES.
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