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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 
History of Osogbo Local Government
Introduction
Osogbo Local Government is one of the prominent administrative divisions in Osun State, Nigeria. It serves as the capital of Osun State and plays a significant role in the cultural, political, and economic landscape of the region. Osogbo, known for its rich history, is deeply rooted in Yoruba tradition and is widely recognized as a center for commerce, governance, and historical heritage.
Colonial Era and Administrative Development
During the British colonial era, Osogbo played a crucial role in the administration of the Western region of Nigeria. The town was integrated into the colonial governance structure and became an important administrative center. The introduction of Western education, railway expansion, and missionary activities further influenced Osogbo’s development, making it a hub for trade and governance.
In the mid-20th century, the colonial government established Osogbo Local Government as part of efforts to decentralize administration and enhance governance at the grassroots level. This development facilitated improved social services, economic activities, and infrastructural growth in the region.
Creation of Osogbo Local Government
Osogbo Local Government was officially established following Nigeria’s local government reform policies. As part of Osun State, which was created in 1991, Osogbo Local Government serves as the administrative headquarters of the state. Over the years, it has undergone transformations, with subdivisions to enhance governance, service delivery, and grassroots participation in decision-making.
The local government is responsible for maintaining law and order, overseeing infrastructural development, and providing essential services such as healthcare, education, and environmental management. The administrative structure is composed of various departments, including finance, health, works, and agriculture, all working towards the development of the region.
Economic and Cultural Significance
Osogbo Local Government is renowned for its economic activities, including commerce, agriculture, and small-scale industries. The town serves as a major commercial center, attracting traders and investors from different parts of Nigeria. Notably, Osogbo is home to many artisans, particularly in the areas of textiles, wood carving, and metalwork. The famous Osogbo Art School has produced globally recognized artists who have contributed to Nigeria’s artistic heritage.
Culturally, Osogbo is celebrated for the annual Osun-Osogbo Festival, a traditional event that attracts thousands of visitors from within and outside Nigeria. The festival, held at the Osun Sacred Grove, is a major tourist attraction and an integral part of Yoruba spiritual traditions.
Modern Development and Infrastructure
In recent years, Osogbo Local Government has witnessed significant development in infrastructure, including roads, schools, hospitals, and public utilities. The presence of government institutions, banks, industries, and educational establishments has boosted the local economy and improved the standard of living for residents. The government continues to invest in social amenities, youth empowerment programs, and urban renewal projects to ensure sustainable growth.


CHAPTER THREE
REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT OSOGBO LOCAL GOVERNMENT 
INTRODUCTION
The Student Industrial Work Experience Scheme (SIWES) is designed to provide students with hands-on training and practical knowledge in a professional environment. My SIWES training took place at Osogbo Local Government, where I was exposed to various administrative and technical tasks that enhanced my understanding of office operations and data management. This report highlights my experiences, skills acquired, and knowledge gained during the training.
Upon arrival at the training center, we were given a brief introduction to the organization, its structure, and its operational procedures. The training began with a tour of different departments, where we were introduced to the organizational chart and how various units function to ensure smooth administrative operations.
During my training, I learned the importance of proper record management. I was taught how to open different types of files, including registry files, personal files, and subject files. I also gained knowledge on sorting, assigning, and dispatching files to the appropriate departments for documentation and follow-up. Understanding the importance of these files helped me appreciate how organizations maintain structured records for efficiency.

I was trained on preparing and filing staff records systematically. Additionally, I learned how to draft promotion letters and properly document them within staff files for reference purposes. This experience enhanced my ability to handle personnel records professionally.


A major part of my training involved using Microsoft Office Suite, with a focus on Microsoft Word for drafting official letters and documents. I also learned how to record incoming and outgoing mails, ensuring accurate tracking of correspondence within the organization.
I was trained on handling minutes of meetings, ensuring accurate documentation of discussions, resolutions, and follow-ups. Additionally, I learned how to properly sort and assign files based on their categories for easy retrieval.
I gained practical experience in dispatching files to various departments for proper documentation. This process helped me understand the flow of information within an organization and the importance of ensuring that documents reach the right personnel for action.

Efficient record-keeping is vital in any organization. I was taught how to manage records systematically, ensuring proper storage, retrieval, and maintenance of documents. The training also introduced me to data management techniques that improve efficiency in administrative work.

Understanding the importance of cybersecurity was another crucial aspect of my training. I was introduced to best practices for protecting sensitive data, securing office systems, and preventing unauthorized access to confidential records.
I was also exposed to basic financial accounting principles, learning how organizations manage their financial records, budgets, and expenses. This knowledge gave me an insight into the financial operations of an office environment.
To ensure the longevity and proper functioning of office equipment, I was taught how to maintain and handle office tools and machines properly. This included basic troubleshooting, cleaning, and preventive measures to keep equipment in good working condition.
CHAPTER FOUR
SUMMARY AND CHALLENGES ENCOUNTERED
4.1   Summary                               
The Student Industrial Work Experience Scheme (SIWES) offered me invaluable practical exposure in a professional office environment. During the program, I acquired essential technical skills, including document preparation, printer maintenance, email communication, spreadsheet management, and basic troubleshooting of system issues. Additionally, I gained hands-on experience in maintaining staff records, systematically organizing files, and handling confidential information securely.
Beyond the technical aspect, the program significantly enhanced my interpersonal skills. Engaging in collaborative tasks within an open office setting improved my communication, teamwork, and time management. This experience effectively bridged the gap between classroom knowledge and practical application, equipping me with vital skills for future professional roles.
4.2 Challenges Faced
1. Difficulty in Securing a Placement – One of the biggest hurdles I encountered was finding a suitable organization for my industrial training. Many companies declined my application, often citing reasons such as limited space or a policy against accepting SIWES students. This made the search process challenging and prolonged, adding stress to securing a placement.

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 direct 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.








