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CHAPTER ONE
1.1 INTRODUCTION TO SIWES
Students Industrial Work Experience Scheme (SIWES) is a Skills Training Program designed to prepare and expose Students of Universities, Polytechnics, Colleges of Technology, Colleges of Agriculture and Colleges of Education for the Industrial Work situation they are likely to meet after graduation. The Scheme affords Students the opportunity of familiarizing and exposing themselves handling equipment and machinery that are usually not available in their institutions.
1.2 HISTORY OF SIWES
The Students’ Industrial Work Experience Scheme (SIWES) was initiated in 1973 by the Federal Government of Nigeria under the Industrial Training Fund (ITF) to bridge the gap between theory and practice among products of our tertiary Institutions. It was designed to provide practical training that will expose and prepare students of Universities, Polytechnics, and Colleges of Education for work situation they are likely to meet after graduation.
Before the establishment of the scheme, there was a growing concern among the industrialists that graduates of 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.
As a result of the increasing number of students’ enrolment in higher institutions of learning, the administration of this function of funding the scheme became enormous, hence ITF withdrew from the scheme in 1978 and was taken over by the Federal Government and handed to National Universities commission (NUC), National Board for Technical Education (NBTE) and National Commission for Colleges of Education (NCCE). In 1984, the Federal Government reverted back to ITF which took over the scheme officially in 1985 with funding provided by the Federal Government.
1.3 OBJECTIVES OF THE PROGRAMME
The specific objectives of SIWES are to:
· Provide placements in industries for students of higher institutions of learning approved by relevant regulatory authorities (NUC, NBTE, NCCE) to acquire work experience and skills relevant to their course of study
· Prepare students for real work situation they will meet after graduation.
· Expose students to work methods and techniques in the handling of equipment and machinery that may not be available in schools.
· Make transition from school to the labour market smooth and enhance students’ conduct for later job placement
· Provide students with the opportunity to apply their knowledge in real life work situation thereby bridging the gap between theory and practice
· Strengthen employer involvement in the entire educational process and prepare students for employment in industry
Promote the desired technological knowhow required for the advancement of the nation.
1.4	OBJECTIVES OF ESTABLISHMENT
· To provide optimum and individual care for customers.
· To develop recognition for customer needs for privacy and preservation of dignity.
· To maintain good relationship with customer, relations and the community through health education.
· To provide training for students.
· To ensure both the well-being of our customers
CHAPTER TWO
WEEK1 
We were been introduced to various departments in the organization i.e accounting department, production sales and advertisement department and some of the material used in the production 
WEEK 2
INTERNET: is a global network of interconnected computers and servers that communicate with each other using standardized protocols, allowing people to share information and resources. It connects billions of devices worldwide, such as computers, smartphones, tablets, and other smart devices, enabling the exchange of data and access to various services like websites, email, social media, and streaming platforms.
In simpler terms, the Internet is the vast web of connections that allows us to access and interact with digital content, communicate with others, and perform a wide range of activities online.
WEEK 3
FORMATTINGThe term format can have different meanings depending on the context, but generally, it refers to the way something is arranged or structured. Here are a few definitions based on different contexts:
1. Text Formatting: The style, arrangement, and appearance of text, such as font type, size, color, and alignment. For example, formatting text in a word processor to make it bold, italic, or underlined.
2. Computer/File Formatting: The process of preparing a storage device, like a hard drive or USB flash drive, to store data. This may involve erasing existing data and setting up the system that organizes how files will be saved and accessed.
3. Document or Media Formatting: Refers to the layout and structure of a document, image, video, or other media types. For example, a document might be formatted in a specific style, with headers, paragraphs, and bullet points.
4. Data Format: Refers to the structure in which data is stored or transmitted. For instance, a file could be in JPG, PDF, or MP4 format, specifying how data is encoded.
If you're referring to a specific kind of formatting, feel free to let me know!
WEEK 4
Customer Relationship: refers to the interactions and management of the ongoing relationship between a company and its customers. It encompasses strategies, practices, and technologies that businesses use to understand, manage, and improve customer interactions to enhance customer satisfaction, loyalty, and retention.
WEEK 5
Marketing strategies are essential plans and approaches businesses use to promote their products, attract customers, and increase sales. A strong marketing strategy helps a business reach its target audience efficiently, differentiate itself from competitors, and create long-term brand value. Below are some key marketing strategies that can help businesses grow:
WEEK 6
Store display refers to the way products are presented and arranged in a retail environment. The goal is to attract customers, enhance their shopping experience, and ultimately drive sales. A well-executed store display can capture attention, create a memorable experience, and encourage impulse purchases.
WEEK 7
Customer Service: refers to the assistance and support provided by a business to its customers before, during, and after a purchase or use of a product or service. The primary goal of customer service is to ensure customer satisfaction by addressing their needs, resolving problems, and enhancing their overall experience with the company.
WEEK 8
Sales promotion refers to a marketing strategy aimed at boosting the sales of a product or service in the short term by offering incentives or special deals to customers. These promotions are typically time-limited and designed to create urgency, attract new customers, and encourage repeat purchases. The goal is to increase brand awareness, enhance customer loyalty, and ultimately drive sales.


















2.1. PRECUATION TAKEN WHILE USING COMPUTER
When using a computer, it's important to take certain precautions to ensure your safety, protect your data, and maintain the longevity of the device. Here are some key precautions to consider:
1. Protect Your Privacy and Security
· Use Strong Passwords: Create strong, unique passwords for all accounts. Consider using a password manager to help store and manage them securely.
· Enable Two-Factor Authentication (2FA): Whenever possible, enable two-factor authentication on accounts to add an extra layer of security.
· Update Software Regularly: Keep your operating system, applications, and security software updated to protect against vulnerabilities and malware.
· Install Antivirus Software: Ensure you have reputable antivirus software installed and running to help protect against viruses, malware, and other security threats.
· Avoid Suspicious Links and Attachments: Be cautious of phishing scams and avoid clicking on links or downloading attachments from unknown or untrusted sources.
2. Backup Important Data
· Regularly Back Up Files: Use external drives, cloud storage, or backup software to back up important files and documents to prevent data loss in case of hardware failure or cyber attacks.
3. Maintain Physical Health
· Take Breaks: Practice the 20-20-20 rule to avoid eye strain: Every 20 minutes, look at something 20 feet away for at least 20 seconds.
· Maintain Good Posture: Sit in an ergonomic chair, keeping your back straight and feet flat on the floor. Ensure your monitor is at eye level to avoid neck and back pain.
· Use a Mouse and Keyboard Correctly: Use a comfortable mouse and keyboard setup to prevent strain on your wrists and fingers.
4. Safeguard the Hardware
· Protect Against Overheating: Ensure your computer has adequate ventilation. Don't block airflow around your computer and keep it in a cool, dry area.
· Use a Surge Protector: Plug your computer into a surge protector to protect it from power surges or lightning strikes.
· Clean the Computer Regularly: Dust and dirt can affect your computer’s performance. Clean your screen, keyboard, and vents regularly to prevent dust buildup.
5. Secure Your Internet Connection
· Use a Secure Wi-Fi Network: Always use a password-protected Wi-Fi network. If you’re on public Wi-Fi, consider using a VPN (Virtual Private Network) to encrypt your internet connection.
· Be Careful with Public Wi-Fi: Avoid conducting sensitive activities like banking or shopping when connected to public Wi-Fi networks unless you use a VPN.
6. Stay Organized and Avoid Clutter
· Organize Files: Keep your digital files organized with folders and regular maintenance to avoid clutter on your hard drive.
· Close Unnecessary Programs: To improve performance and reduce distractions, close unused programs or browser tabs.
7. Be Mindful of Your Digital Footprint
· Limit Personal Information Sharing: Be cautious about sharing personal information online and avoid over-sharing on social media platforms.
· Log Out of Accounts: Always log out of accounts when finished, especially on shared or public computers, to avoid unauthorized access.
By following these precautions, you can ensure that your computer is safe, secure, and functioning well, while also protecting your personal information and well-being.





















CHAPTER THREE
3.1	SOME EQUIPMENT AND THEIR USES OF COMPUTER
Computers are powered by various hardware components (equipment) that perform specific functions. Here are some key computer equipment and their uses:
1. Central Processing Unit (CPU)
· Use: Often referred to as the "brain" of the computer, the CPU executes instructions from programs, processes data, and manages the overall operation of the computer.
· Function: It performs arithmetic, logic, control, and input/output operations.
2. Monitor
· Use: A display screen that shows the output of the computer’s processing.
· Function: Allows the user to interact with the computer, view documents, websites, media, and software applications.
3. Keyboard
· Use: A hardware input device used for typing letters, numbers, and commands.
· Function: Enables users to input data, text, and commands into the computer.
4. Mouse
· Use: A pointing device used to interact with the graphical interface of a computer.
· Function: It allows users to click, drag, and select items on the screen to interact with the computer system.
5. Hard Drive (HDD) / Solid State Drive (SSD)
· Use: These are storage devices used to store the computer’s data, including the operating system, applications, and personal files.
· Function: Hard drives (HDDs) use spinning disks to read/write data, while solid-state drives (SSDs) use flash memory, providing faster read/write speeds and durability.
6. RAM (Random Access Memory)
· Use: Temporary storage that is used by the computer to store data that is actively being used or processed.
· Function: RAM enables faster access to data, and the more RAM a computer has, the more tasks it can handle simultaneously.
7. Graphics Processing Unit (GPU)
· Use: Also known as a graphics card, it processes visual data and renders images, videos, and animations.
· Function: Primarily used for gaming, video editing, 3D rendering, and other graphics-intensive applications.
8. Motherboard
· Use: The main circuit board that connects all of the computer's components, including the CPU, RAM, storage devices, and peripherals.
· Function: It facilitates communication between different hardware components and provides power to essential parts of the system.
9. Optical Drive (CD/DVD/Blu-ray Drive)
· Use: A device used to read and write data to optical discs like CDs, DVDs, or Blu-ray discs.
· Function: Primarily used for reading and writing media, such as movies, music, or data backups.
10. Speakers
· Use: Output devices that produce sound.
· Function: Allow users to listen to audio, such as music, video, or system alerts.
11. Printer
· Use: A device that produces physical copies (printouts) of digital documents.
· Function: Used to print text or images from a computer onto paper for documents, photos, and more.
12. Webcam
· Use: A small camera used to capture video or still images, typically for video conferencing or streaming.
· Function: Enables live video communication via applications like Skype, Zoom, or for taking pictures.
13. Scanner
· Use: A device that scans physical documents and converts them into digital formats.
· Function: Used to digitize paper documents, photos, and other physical items for storage or editing.
14. Network Interface Card (NIC)
· Use: A hardware component that connects a computer to a network, typically through Ethernet or Wi-Fi.
· Function: Allows the computer to communicate with other devices and access the internet.
15. External Storage Devices (USB Flash Drive, External HDD/SSD)
· Use: Portable storage devices used to transfer and store data externally from a computer.
· Function: Used to back up important files, transfer data between computers, or increase storage capacity.
16. Power Supply Unit (PSU)
· Use: Converts electrical power from an outlet to the proper voltage and current needed by the computer's components.
· Function: Provides and regulates the electrical power necessary to operate the computer.
These equipment components work together to ensure that the computer runs efficiently, providing a smooth user experience for a variety of tasks from simple document editing to complex data processing.




















CHAPTER FOUR

4.1	ACCOUNTING DEPARTMENT
is a division within a company responsible for managing and overseeing the financial activities and records of the organization. Its main role is to ensure accurate and timely recording, analysis, and reporting of financial transactions, as well as maintaining compliance with financial regulations and standards. The accounting department plays a key role in providing financial insights that support business decisions, financial planning, and overall company management.
4.2 PRODUCTION DEPARTMENT
is a division within a company responsible for the manufacturing, creation, or assembly of products. Its primary role is to turn raw materials or components into finished goods that meet quality standards, specifications, and customer demand. This department oversees the entire production process, from planning and sourcing materials to final production and distribution.
4.3	SALES DEPARTMENT/ADVERTISEMENT
is a division within a company responsible for selling products or services to customers, managing customer relationships, and driving revenue growth. Its primary goal is to generate sales by engaging with potential customers, understanding their needs, presenting solutions, and closing deals. The sales department works closely with other teams like marketing, customer support, and product development to ensure that the company's offerings align with customer demand and market trends.

CHAPTER SIX
5.0 CONCLUSION AND RECOMMENDATIONS
5.1 CONCLUSION
 is a powerful and versatile tool that has revolutionized the way we live, work, and interact with the world. It is an essential part of modern life, offering a wide range of applications, from personal use and education to business, entertainment, and research. The core components of a computer, such as the CPU, RAM, storage devices, and peripherals, work together to perform complex tasks efficiently and quickly.
As technology continues to evolve, computers are becoming more advanced, smaller, and more integrated into our daily lives. With the rise of the internet, cloud computing, and artificial intelligence, the role of computers has expanded even further, connecting people and businesses globally and facilitating innovations across various industries.
While computers offer immense benefits, it is important to use them responsibly by ensuring security, maintaining good practices, and protecting personal information. As we move forward, computers will continue to shape our world, driving technological advancements and improving our quality of life.
5.2          RECOMMENDATIONS
The effort of the industrial training fund (ITF) was recommended for bringing up this programme known as student industrial work scheme (SIWES). This has paved way for self-practice of the theoretical works that have been taught during lectures.
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