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CHAPTER ONE
INTRODUCTION
1.1   Background Of SIWES
      SIWES was established by Industrial Training Fund (ITF) in 1973 to solve the problem of lack of adequate practical skills preparatory for employment in industries by Nigerian graduates of tertiary institutions.

      The Scheme exposes students to industry based skills necessary for a smooth transition from the classroom to the world of work. It affords students of tertiary institutions the opportunity of being familiarized and exposed to the needed experience in handling machinery and equipment which are usually not available in the educational institutions.

      Before the establishment of the scheme, there was a growing concern among our Industrialists that graduates of our 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.

       It is against this background that the rationale for initiating and designing the scheme by the Fund during its formative years – 1973/74 was introduced to acquaint students with the skills of handling employers’ equipment and machinery.
       
1.2   Aims and Objectives Of SIWES 
     1. To provide students with industrial skills and needed 
        experience while the course of study;
     2. To create conditions and circumstances, which can be as 
       close as possible to the actual workflow;
     3. To prepare specialists who will be ready for any working 
       situations immediately after graduation;
     4. To teach students the techniques and methods of working 
       with facilities and equipment that may not be available 
       within the walls of an educational institution;
     




CHAPTER TWO
DESCRIPTION OF NEW AGE COMPANY 
2.1:  Location, Objectives and Brief History of NEW AGE COMPANY
      History of New Age Company
ADDRESS: 1, Community Avenue, Feru, Iyanu Iyesi, Ota, Ogun State,
Introduction New Age Company is a reputable and forward-thinking organization dedicated to delivering top-tier products and services across various industries. Established with the vision of fostering innovation and excellence, the company has grown from a modest beginning into a renowned business entity known for its unwavering commitment to quality, customer satisfaction, and technological advancement.
The Founding Years 
New Age Company was founded with a clear mission: to revolutionize the industry through innovation, efficiency, and outstanding customer service. The company was established by a group of visionary entrepreneurs who identified a gap in the market and sought to fill it with high-quality, reliable, and affordable solutions. With a deep understanding of industry trends and consumer needs, they laid the foundation for what would become a trailblazing organization.
In its early years, the company faced numerous challenges, including financial constraints, market competition, and the struggle to establish a solid customer base. However, through resilience, strategic planning, and a relentless pursuit of excellence, New Age Company gradually overcame these hurdles and gained recognition for its exceptional services.
Expansion and Growth 
As the company gained momentum, it expanded its operations, diversifying its product and service offerings to cater to a wider market. With a commitment to delivering high-quality solutions, New Age Company quickly built a strong reputation, attracting both local and international clients. The company's ability to adapt to changing market dynamics and embrace new technologies played a crucial role in its rapid growth.
One of the key factors that contributed to the company's success was its investment in human capital. New Age Company prioritized hiring skilled professionals, fostering a culture of continuous learning, and empowering its workforce to drive innovation. This approach not only enhanced productivity but also positioned the company as an industry leader.
Milestones and Achievements 
Over the years, New Age Company has achieved numerous milestones that have solidified its standing in the industry. Some of these notable achievements include:
1. Product and Service Innovation - The company has consistently introduced innovative products and services that have set new standards in the market. By leveraging advanced technology and conducting extensive research and development, New Age Company has remained ahead of the curve.
2. Market Expansion - Initially serving a local clientele, the company has successfully expanded its reach beyond Ogun State, establishing a presence in various parts of Nigeria and beyond. This expansion has been facilitated by strategic partnerships, franchising, and a customer-centric approach.
3. Recognition and Awards - New Age Company has been recognized for its excellence in service delivery, quality assurance, and corporate social responsibility. Various industry awards and accolades have been bestowed upon the company, further cementing its reputation.
4. Sustainability Initiatives - Understanding the importance of environmental responsibility, the company has implemented sustainable business practices, reducing its carbon footprint and promoting eco-friendly initiatives.
5. Corporate Social Responsibility (CSR) - The company has actively engaged in community development projects, supporting education, healthcare, and youth empowerment programs in Ota and its environs.


CHAPTER THREE
REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT NEW AGE COMPANY

The Student Industrial Work Experience Scheme (SIWES) is designed to provide students with practical knowledge and hands-on experience in a professional work environment. My training took place at [NEW AGE COMPANY], where I was introduced to various workplace procedures, technical skills, and office management practices. The experience helped bridge the gap between theoretical learning and real-world applications, enhancing my technical and administrative competencies.

Upon joining the training center, I underwent an orientation program that covered essential workplace ethics, including appropriate dress codes, punctuality, and professional behavior. I was introduced to the staff and taken to various departments within the organization to understand their roles and functions. The coordinators demonstrated the different systems available in the training center and explained their uses.

During my training, I learned how to properly set up and arrange a computer system. I was guided on how to type using Microsoft Word and gained proficiency in typing official documents. Additionally, I was taught how to operate a printer and print documents directly from the computer system. I also learned the correct way to insert paper, particularly letterheads, into the printer for accurate and professional printing.
I was trained in the proper arrangement of documents in rows and columns using Microsoft Excel, which helped me develop data organization skills. Furthermore, I learned how to maintain records of incoming and outgoing mail and information, ensuring that all correspondence was properly documented.

A key aspect of my training involved distinguishing between various types of files, including open and confidential files. I acquired proofreading skills to detect and correct errors in typed documents, ensuring accuracy. I also learned how to install and load printer cartridges, as well as refill toner when necessary. Additionally, I practiced typing and printing documents on A4 paper while ensuring proper insertion techniques.

I developed my ability to maintain accurate records of important data and information. I was taught how to file documents systematically using departmental and alphabetical order. Moreover, I learned how to efficiently navigate and retrieve specific documents within designated folders.

Throughout my training, I had the opportunity to work in a collaborative environment, which enhanced my communication and teamwork skills. I was guided on how to take and write effective meeting minutes, a crucial skill for recording key discussions and decisions. Additionally, I learned how to draft and design application letters and structure a well-organized curriculum vitae (CV). I also gained experience in composing professionally structured official letters.

I was trained on the importance of saving all work in a designated folder before shutting down the computer system to prevent data loss. Furthermore, I learned how to clean the keyboard using an electric blower to ensure proper maintenance.
 I was instructed on appropriate office behavior in both public and private sector settings. Additionally, I learned how to type and print a waybill for delivery, an essential skill for handling logistics. I was also taught the correct method of inserting a flash drive into a computer system and how to transfer data between a flash drive and a computer.

My SIWES training provided me with valuable hands-on experience in office management, computer operations, and professional workplace conduct. The knowledge and skills acquired during this period have significantly improved my technical proficiency, organizational abilities, and communication skills. This experience has equipped me with practical expertise that will be beneficial in my future career.






CHAPTER FOUR
SUMMARY AND CHALLENGES ENCOUNTERED
4.1   Summary                               
The Student Industrial Work Experience Scheme (SIWES) provided me with invaluable hands-on experience in a professional office setting. Through the program, I developed technical skills such as document preparation, printer maintenance, email communication, spreadsheet management, and troubleshooting minor system issues. Additionally, I gained practical knowledge in maintaining staff records, systematically organizing files, and securely handling confidential information.
Beyond technical skills, the program also enhanced my interpersonal abilities. Engaging in collaborative tasks within an open office environment helped improve my communication, teamwork, and time management skills. The experience effectively bridged the gap between theoretical knowledge and real-world application, equipping me with essential competencies for future professional responsibilities.
4.2 Challenges Encountered
1. Difficulty in Securing a Placement – One of the major challenges I faced was finding a suitable place for my industrial attachment. Many organizations rejected my application, often citing reasons such as a lack of available space or a policy against accepting SIWES students. This prolonged my search and made securing a placement a stressful experience.
2. High Transportation Costs – Another challenge I encountered was the financial burden of transportation. Due to the distance between my place of attachment and my residence, commuting daily became expensive, posing a significant financial strain throughout the training period.
Despite these challenges, the SIWES experience was highly beneficial, allowing me to gain practical exposure and develop essential workplace skills.


CHAPTER FIVE
RECOMMENDATIONS
I.     The institution should be encouraged to create financial
      autonomy for Institution based SIWES Units/Directorates.

II.    The establishment should provide the adequate facilities to
      make the programme enjoyable for the SIWES Students.

III.    SIWES should be properly presented to potential sponsors, 
      such as multinational companies and other corporate
      institutions for support in creating placement Opportunities, 
      Training, Equipment, Facilities, as well as diretc funding of 
      SIWES.

IV.    The company should be willingly to accept and encourage 
       students that are seeking for SIWES placement in their 
       company without requesting for any money.



