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IV
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 labor.
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.


Therefore participation in SIWES has become a necessary pre-condition for the award of Diploma and Degree certificates in specific disciplines in most institutions of higher learning in the country, in accordance with the education policy of government.
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;
5. To give students the ability to try and apply the given knowledge.
     













CHAPTER TWO
DESCRIPTION OF FOLLY MEDICAL CENTER 
2.1	Brief History of Folly Medical Center
The Foly Clinic is a Private hospital, located at  Sogunle, Oshodi/Isolo Local Government, Lagos State.  It was  established on 1/12/2000, and operates on 24 Hour basis. The Foly Clinic is Licensed hospital by the Nigeria Ministry of Health, with facility code 24/18/1/1/2/0033 and registered as Primary Health Care Centre.
2.2	Location  of Folly Medical Center
Hospital Address: Julius Showunmi Street, Shogunle, Oshodi/Isolo Sogunle Oshodi/Isolo, Lagos, Nigeria
Phone Number: 0802-318-0281, 0703-527-1147
Postal Code/Address:
Coordinate: Long 3.34305, Lat 3.34305
Email Address: folyclinic@gmail.com








CHAPTER THREE AND FOUR
REPORT ON WORK CARRIED OUT AND EXPERIENCES GAINED AT FOLLY MEDICAL CENTER
My very first day at my industrial programme centre was based on introduction  between the Staff and Me. During the same week of resumption I was attached to the Typing area because base on my  discipline  as an Office Technology and Management student.
The day of attachment I was opportune to make use of Marvin-beacon in other to master the use of keyboard and mouse. With the little practice on marvin-beacon I was able to type letter using Ms-word application and also know how to connect system with the printer in other to print the letter typed. During this program I was taught on how to make use of Ms-word in the aspect of issuing commands, making the work perfect and some short keys e.g. Ctrl C(Copy), Ctrl S(to save) etc and some other applications e.g. spreadsheet, Corel draw etc and I was also privilege to work on MS-Excel( spreadsheet), and how to locate file keeping either in alphabetical, numerical or using color card to indicate file kept. 
In addition, I was privilege to print out the letter typed with the printer and  also know how to use photocopy machines in duplication multiple documents.


This program (SIWES) as widen my knowledge on my field of study which is Office Technology and Management (OTM). As an OTM Student you must be a Computer Literate because majorly secretary perform various task using computer in typing letters, minutes of a meeting, recording of staff data/information. More knowledge on how to make use of most commonly use application in an Organization for the growth and smooth work of the organization like MS-word, Spreadsheet etc.

EXPERIENCES GAINED FOLLY MEDICAL CENTER
With the experience gain during this programme I can operate the computer by using Microsoft Word to type letter, edit and also type faster than I can when I was in institution. This training has widen my knowledge and also learnt about office protocols, communication practices, teamwork, and the hierarchy within an organization, preparing them for professional interactions.
I also developed my skills in record-keeping, financial management, and local governance. Additionally, I improved my communication and teamwork.

    


CHAPTER FIVE
SUMMARY, CHALLENGES ENCOUNTERED AND RECOMMENDATIONS
5.1	Summary                               
During my Industrial training at Folly Medical Center i was privilege to type different letters e.g Memo, request on going on leave e.t.c. A good and confidential Secretary must possess a good character and he/she must be Emotional Intelligent in all aspect. I was able to  operate computer, send and receive letters, memo within and outside the organization.
            Also I was privilege to work on Ms-word and some other application package. Beyond those packages, SIWES allows me to practice real-world office tasks like document formatting, creating presentations, managing spreadsheets, handling emails, and filing systems, enhancing their overall administrative competence.
5.2	Challenge Encountered
(1)   Problem of searching a place of attachment:- I had some
      many reason problems when searching for a place of attachment      
      for my industrial training because most organization rejected my 
      request giving one reason or the other that they do not want SIWES 
      student.


(2)   Cost of Transportation:- Also encountered challenges in the 
      aspect of transport fee during the course of my training due to the 
      distance of my place of attachment.
(3)   Finance:- The organization do not make any provision to pay  
      SIWES student nor do they draft any allowance package for so 
      as to less the expenses during the course of the program.  
5.3	Recommendations
1. The institution should be encouraged to create financial autonomy for Institution based SIWES Units/Directorates. 
2. The establishment should provide the adequate facilities to make the programme enjoyable for the SIWES Students. 
3. 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.
4. The company should be willingly to accept and encourage students that are seeking for SIWES placement in their company without requesting for any money.

