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This technical report was written based on my experience during Student’s Industrial Work Experience Scheme undertaken at DIBESH & CO NIG LTD, Ilorin. During my training period, I spent the four months at the procurement department of the agency, where I learnt series of steps required for procurement processes and procedures, among which are preparation of agency’s approving instruments “Certificate of No Objections”, bid opening and evaluation.
There are five chapters in this technical report. Chapter one comprises of history of SIWES, its objective and objectives of this report, chapter two talks about different departments in the organization, chapter three is mainly on activities of the organization especially the procurement department which is the backbone of the organization, whereas chapter four talks about challenges during the SIWES and proffered solutions, the last chapter was for conclusion and recommendations.
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[bookmark: _Toc186803202]CHAPTER ONE
[bookmark: _Toc186803203]INTRODUCTION TO SIWES
The Student Industrial Work Experience Scheme (SIWES) is a program in Nigeria that gives University, Polytechnic, and Technical College students the opportunity to gain more work experience in their chosen field. The program is run by the Industrial Training Fund (ITF) and aims to improve the quality and standards of education in Nigeria. SIWES was established in 1971 to help the country achieve technological advancement, and has been shown to have a positive impact on the country’s economy and work force.
Over the years, SIWES has contributed immensely to building the common pool of technical and allied skills available in Nigeria economy which are needed for the nation’s industrial development. Furthermore, the place and relevance of SIWES is under scored by the fact that the scheme contributes improving the quality of technical skills.
Operators: The ITF, the coordinating agency (NUC, NCCE, NBTE) Employers of labors and the institutions.
Funding: It is funded by the federal government of Nigeria.
Beneficiaries: Undergraduate students of the following institutions/faculties: Agriculture, Engineering, Technology, Environmental, Sciences and Education etc.
Duration: Four months for the polytechnics and colleges of education and six months for the universities.
[bookmark: _Toc186803204]OBJECTIVES OF THE SIWES
The objectives of the Student Industrial Work Experience Scheme (SIWES) are:
1. To provide students with the opportunity to gain practical experience in their field of study.
2. To prepare students for the transition from education to the workplace.
3. To bridge the gap between theory and practice by exposing students to real-world work situations.
4. To provide students with opportunities to develop their skills and knowledge.
5. To create a stronger connection between education and the world of work.

[bookmark: _Toc186803205]OBJECTIVES OF SIWES REPORT
The objectives of this report are:
1. Demonstrate Practical Learning: Showcase the practical skills and knowledge acquired during the SIWES program.
2. Bridge Theory and Practice: Illustrate the application of academic concepts in real-world scenarios.
3. Highlight Experience: Present a comprehensive overview of the tasks, activities, and responsibilities undertaken.
4. Reflect on Insights: Share personal insights gained from observing sales management.
5. Showcase Skill Development: Exhibit the growth of skills like communication, teamwork, and problem-solving.
6. Provide Recommendations: Offer suggestions to enhance departmental activities and SIWES programs.
7. Contribute to Academic Growth: Integrate practical experience to enrich academic learning.
8. Acknowledge Mentors and Colleagues: Express gratitude to those who guided and supported during the program.
9. Prepare for Professional Roles: Equip for future careers in sales management as well as relate fields.
10. Conclude SIWES Journey: Summarize the entire experience and its impact on personal and professional development.























CHAPTER TWO
Brief History of Dibesh & Co. Nig
Dibesh & Co. Nig Ltd is a Non-governmental private business enterprises that is setup with the aim of making profit. It was founded in the year 2018 by Taofeeq Orelope. Dibesh & Co. Nig Ltd is registered with the Corporate Affairs Commission (CAC). The business is known for Science academic training, render services to humanity, skills acquisition, graphics design, Sales management etc. it is located Elekoyangan along Old Jebba Road, Moro Local Government Area of Kwara State 

MANAGING DIRECTOR


Accounting							Administrative Manager


Secretary								Engineering


						System Analysis		Instructor
										
										IT / SIWES


Office Equipment and Their Uses
In a modern office environment, various types of equipment are essential for ensuring productivity, efficiency, and effective communication. Below is a detailed list of common office equipment along with their specific uses:
1. Computers: Computers are fundamental tools in any office setting. They facilitate data processing, storage, and retrieval. Employees use computers for tasks such as word processing, spreadsheet management, email communication, and accessing the internet for research or collaboration.
2. Telephones: Telephones remain vital for direct communication within and outside the office. They allow employees to make calls quickly without relying solely on digital communication methods. Modern telephones often come equipped with features like voicemail, call forwarding, and conference calling.
3. Printers: Printers are necessary for producing hard copies of documents that may be required for meetings, presentations, or record-keeping. They can print text documents as well as images and graphics depending on the type of printer used (e.g., inkjet or laser).
4. Document Scanners: Document scanners convert physical documents into digital formats (such as PDFs), making it easier to store and share information electronically. This is particularly useful for archiving important records or sharing documents via email.
5. Copiers: Copiers allow users to create duplicates of documents quickly and efficiently. Many modern copiers also function as printers and scanners, providing multifunctional capabilities that save space and resources.
6. Shredders: Shredders are essential for maintaining confidentiality by securely disposing of sensitive documents that are no longer needed.
8. Office Stationery: Stationery supplies such as pens, paper, notebooks, sticky notes, and folders are crucial for daily operations in an office setting.







CHAPTER THREE

INTRODUCTION TO COMPUTER
Computer is an electronic device that is capable of accepting data as input, stores and process and it and gives out a meaningful result known as information or output in a very fast and accurate manner.
Characteristics of a Computer
1.	Electronic in Nature: Most of the components which makes up a complete working system uses electric. Hence, it requires electric power to function.
2.	Speed: The speed at which the computer system works is very fat compared to human.
3.	Accuracy: Computer works on a principle called GIGO i.e Gabbage-In-Gabbage-Out. This means the computer performs operation based on the input supplied. Hence, the computer’s output is very accurate and is error free.
4.	Large Storage Capacity: The storage area of a computer system is very large. i.e. it can store thousands of information.
5.	Diligence:  Computer can work for hours without getting bored or tired.
6.	Consistency: This means if the computer system is supplied with same set of input several times, the same set of output will always be produced.
7.	Versatile: It can be used to perform different task at the same time.
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COMPUTER HARDWARE
Computer Hardware: It refers to the parts of the computer system which has physical structure that can be felt. Some of these include: Keyboard, Mouse, Joystick, Light-pen, plotter, speaker, microphone, printer, flash drive, scanner, optical disk, floppy disk, hard disk drive, magnetic disk, magnetic tape, RAM (Random Access Memory) and ROM (Read Only Memory)e.t.c.
Computer Hardware can be grouped into:
Input Devices:  e.g. keyboard, light-pen, joystick, microphone, scanner, mouse e.t.c
Output Devices: Printer, speaker, monitor/Visual Display Unit e.t.c.
Storage Devices: R.A.M, R.O.M, flash drive, hard disk drive, magnetic disk, magnetic tape. e.t.c.

COMPUTER SOFTWARE
Computer software is a sequence of programs written by computer programmers so that computer hardware can function. It also co-ordinate the whole activities of the computer system. A computer without a software is useless.
Types of Software
1.	System Software e.g. Operating System
2.	Application Software
3.	Utility Software

1.	System Software:
Itis a set of program which manages there sources of a computer system. System Software is a collection of system program that performs a variety of functions. Example of system software is: Operating System (OS)
Operating System:  It is a program which coordinates the whole activities of the computer system.
Functions of the Operating System
· It act as an interface between the user and the hardware components
· It helps in detection of errors
· It helps in correction of errors encountered due to improper shutdown and it like.
· It helps in the maintenance of file directories.
· It helps in the booting process of the computer system.
· It provides as an interface for users to install application softwares
Examples include: 
· Windows OS e.g. windows 98, windows 95, windows me, windows XP, windows vista, windows 7, windows 8 and windows 8.1
· Linux OS e.g. Ubuntu, Fedora, Mandriva, Oracle Linux, Red Hat
· Macintosh
· DOS (Disk Operating System)

2.	Application Software
These are programs designed by computer programmers so the computer users can perform their daily task. They can be grouped into:
· Word processing Packages: They are basically used for typing and editing of documents. e.g. Microsoft word, word press, abi word, word pad e.t.c.
· Spreadsheet Packages: They are basically used for mathematical, statistical and financial purpose e.g. Microsoft excel, SPSS (Statistical Package for Social Science Students), Lotus e.t.c.
· Database Packages: They are programs basically uses for keeping of records. E.g. Microsoft Access, Sybase, Oracle Database e.t.c.
· Graphical Packages:These are programs used for graphical designs. E.g. Corel Draw, Adobe Photoshop. E.t.c
· Publishing Packages. These programs are used for broadcasting (i.e. Newspaper e.t.c) e.g. Microsoft publisher, Adobe Pagemaker. E.t.c.
· Entertainment/ Players: These programs are used for entertainment purpose (i.e. watching movies and listening to music). E.g. Windows Media Player, VLC Player, Power DVD e.t.c
· Presentation Packages: These are programs used to display information in the form of slide show e.g. Microsoft Powerpoint, flash, open office impress, apple keynotee.t.c.
· Games: PES, Winning 11

3.	Utility Software
It is a system software designed to help analyze, configure, optimize or maintain a computer system. Backupsoftwares, antivirus softwares, disk tools e.g disk defragmenters, check disk, scandisk e.t.c.

BOOTING:  This is the process of string the computer system. There are two (2) main types of booting namely:
	Cold Booting: This requires pressing the power button i.e. formal way of starting the computer system
	Warm Booting:  This is the process of restating the computer system by using the reset button   or using commands like Alt Key + F4.
VIRUS: A virus is a malicious program (malware) designed by computer programmers which replicate itself and causes damage to the computer files. Examples include: Caterpillar, Rahila Odinga, Jerusalem Virus e.t.c.
ANTIVIRUS: These are programs designed for system protection from virus and other malicious programs. E.g. Norton, Avast, Kaspersky, Eset Nod 32, Avira, AVG e.t.c. 
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[bookmark: _Toc186803212]CHALLENGES FACED AND PROFFERED SOLUTIONS 
The challenges represented here is based on my personal encounter during the period of my training at Dibesh & Co. Nig. Ltd. Various challenges were faced during the period of the SIWES training at Dibesh & Co. Nig. Ltd among which are: 
Challenge: Heavy Workload and Time Constraints 
Solution: Time management technical, prioritize tasks and create schedules were adopted. 
Challenge: Communication Barriers 
Solution: Maintain clear communication channels, ask for clarifications, and follow up.
Challenge: Balancing confidentiality and transparency 
Solution: Adhere to ethical guidelines, be transparent in all ramification and seek guidance. 
Challenge: Adapting to Bureaucratic Procedures 
Solution: Seek mentorship and guidance from experienced colleagues and staff.
Challenge: Handling citizen compliant and concerns
Solution: Approach interactions with empathy, provide accurate information, and refer appropriately.
Challenge: Limited Resources.
Solution: optimize available Resources brainstorm creative solutions with colleagues.
Challenge: Working with Diverse Stakeholders.
Solution: Practice active listening, find common ground, and be flexible.
Challenge: Personal and Professional Growth Pressure.
Solution: Prioritize self-care and continuous learning to manage stress and grow professionally.
[bookmark: _Toc186803213]CHAPTER FIVE
[bookmark: _Toc186803214]SUMMARY 
Dibesh & Co. Nig. Ltd has generated a lot of interest in recent years. The reason for this is because of the tremendous impact and influence the agency has exerted on the general life pattern of the citizens, by enhance due diligent in ensure best procurement practice is adhered strictly to in the state. 
Generally, My SIWES experience in the Dibesh & Co. Nig. Ltd has deepened my understanding of procurement and supply chain management and its role in community development. The practical skills acquired during the program, such as effective communication, record-keeping and ethical considerations, have prepared me for a future career in public service. This experience has underscored the importance of efficient procurement practice in ensuring transparent and accountable governance.
[bookmark: _Toc178242575][bookmark: _Toc186803215]CONCLUSION
The period of my industrial training at Dibesh & Co. Nig. Ltd was mind blowing. I was given the chances to think and act like a account Officer, which I will soon become. I was exposed to working experience at various sections such as procurement process, issuance of Certificate of No Objection, sales etc, and I ensured I gained the best I could from all the activities. All thanks to Agency’s SIWES coordinator for his wisdom in ensuring I was exposed properly.
Finally, I can comfortably conclude by saying a very big thanks to ITF for offering students the opportunity to experience the practical aspect of their profession while in school. The whole training at Dibesh & Co. Nig. Ltd taught me how to apply all what we were taught in class.
[bookmark: _Toc186803216]RECOMMENDATION 
Despite the challenges of transportation and cost of commuting, we students who participated in the SIWES program did our best to be punctual and focused. It was difficult but worthwhile experience. I would like to suggest that the Federal Government of Nigeria should establish a system of funding for students participating in the SIWES program. This funding would help to cover the cost of transportation, encourage punctuality, and support the overall success of the program. It would also be beneficial to have a mandatory payment structure in place for organization that host SIWES students, to provide them with financial support and incentivize them to participate. This would ultimately lead to greater student engagement and better outcomes.
The following are the recommendations I am making based on my experienced and challenges during the period of my industrial training at Dibesh & Co. Nig. Ltd.
1. Proper orientation should be organised for students before they are sent out for industrial training. The orientation should go wide enough to cover the best way of filling log books.
1. Each department should endeavour to check the relevance of student’s choice of workplace to their carrier and possibly guide them if need be.
1. Student should be helped get placement and also monitored to ensure they are really serious in their place of work and how punctual they are because some students are willing to be committed but sometimes unable to get good place.
In view of this, I strongly implore the Polytechnic Authority to put into consideration some of these recommendations.    
    






CHAPTER FOUR
4.1 SUMMARY

My experience in the sales department during the SIWES period was highly enriching and educational. I gained practical insights into various aspects of retail operations, including customer service, product management, skills and knowledge acquired during this internship will undoubtedly be beneficial in my academic and professional journey. I am my I am grateful for the opportunity provided by merchandising, and cashiering in Dibesh & Co. Nig. Ltd. to learn and grow in a real-world work environment.

4.2 RECOMMENDATION
I recommend that:
i. ITF should give general procedure on how student on SIWES should be trained and not for student to be used in the manner not relating to the field of study.
ii. Students yet to embark on SIWES programme should be enlightened on the
challenges of the corporate world. The ministry should employ more highly
trained computer literates.
iii. Industrial Training Fund should make provision for the creation of offices in
various states where they do not have offices, because student and staff might
find it difficult going to long distance. This will also help promote the atitude
of student's award scheme, when they know ITF is their backyard.

4.3 CONCLUSION
Practical training establishment is an indispensable part of course structure, this
exposes student to various technologies and other skills that are related to their field of study and famous experience when not addressed, could render all the effort of
education meaningless.
Meanwhile, I was thought in the school both practical and theory about the
administrative duties and computer but emphasis was laid for me to know more
Finally, the SIWES was very interesting.
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