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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 IREPODUN LOCAL GOVERNMENT

Irepodun is a Local Government Area in Osun State, Nigeria. Its headquarters are in the town of Ilobu. 
It has an area of 64 km2 and a population of 119,497 at the 2006 census.
Irepodun is a Local Government Area (LGA) in Osun State, Nigeria. The headquarters for the LGA is in the town of Ilobu. 
Formation 
· The modern state of Osun was created in 1991 from part of the old Oyo State.
· The name of the state comes from the River Osun, which is a natural spring and the manifestation of the Yoruba goddess of the same name.
Demographics 
· In 2006, the population of Irepodun LGA was 119,497 and the area was 64 square kilometers.

2.2	VISION STATEMENT
· The vision is to see that the people at the grassroot feel the positive impact of our local governments through improved service delivery and ensure that all issues are peacefully resolved without bitterness and rancour.
2.3	MISSION STATEMEN
· – provide an administrative framework and strategic guidelines for sustainable human and infrastructural development in our local governments.
· – ensure peaceful atmosphere on issues of chieftaincy affairs and promote harmonious relationship among our royal fathers.
















CHAPTER THREE
SIWES TECHNICAL EXPERIENCE
3.1	EXPERIENCE GAINED
I started my SIWES programme at Irepodun Local Government September 2024. under the supervision of Mrs Abass Onaolapo Sakirat. 
During my stay, I was taught many things pertaining to my course of study and everything relating to office work.  

I was taught about arrangement of files in the cabinet and easy way to locate files with different file name. 
I also learned about how to dispatch mail both incoming and outgoing mails.
It was also a great privilege to learn about how to fill the leave form by the staff of the local government.

Matching of files was also learned and Raise of voucher for staff payment.
I was also taught how to compose a well-structured application form for applicant. 


3.2	WORK DONE
I learn how to file documents in a department in alphabetical order.
How to maintain accurate records of important data and information which is very important to all organization.
I was opportune to know how to arrange incoming and outgoing mail.
How to create a well-structured and effective Curriculum vita.
How to operate computer system and how to print documents.
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CHAPTER FOUR
4.1	STUDENT'S PRIMARY ASSIGNMENT
How to properly arrange documents in rows and columns with the use of MS excel, how to record incoming and outgoing mail, learn about and distinguish between various file types, including open file and confidential file.

I was fortunate enough to tour other departments at the training center, one of which was the typing pool where the coordinator demonstrated the various system at the training center and explained there functions.
I was able to acquire skills in proofreading typed documents to detect and prevent error, how to install and load printer cartridge as well as refill with toner.

I was opportune to take and write effective meeting minutes. How to use Microsoft excel to create schedule in a computer system, how to write memo and typing it. How to keep a file register, create a record of service by giving the template to use, create a letter of approval for someone.







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 improve 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
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 properly arrange documents in rows and columns with the use of MS excel, how to record incoming and outgoing mail, learn about and distinguish between various file types, including open file and confidential file.

I was fortunate enough to tour other departments at the training center, one of which was the typing pool where the coordinator demonstrated the various system at the training center and explained there functions.
I was able to acquire skills in proofreading typed documents to detect and prevent error, how to install and load printer cartridge as well as refill with toner. All the experience gained help to fulfil the objective of SIWES.
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